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Introduction

OPTins, Online Premium Tax for Insurance, facilitates the submission of premium tax, assessment, surplus lines, Annual
Contracted Producer Reports, and other state-specific filings and payments to the states. States can securely collect
payments and review the submissions electronically.

In addition, the NAIC has partnered with TriTech, allowing PREMIUM Pro software users the capability of submitting
their premium tax forms and payments electronically via OPTins.

About This Manual

This manual was developed to assist the states receive and audit premium tax, assessments, surplus lines, Annual
Contracted Producer Report, and other state-specific filings via OPTins.

This manual was written using OPTins v4.5.

Using This Manual

We believe that teaching concepts is just as important as teaching procedures. With this in mind each topic is introduced
and background information provided. Then details and procedures are presented in easy to absorb segments. All of the
topics will walk you through a step by step process. As an additional resource, please view the State OPTins tutorial
located here.

Conventions Used In This Manual

The following special features are included in this manual to assist readers:

Bold fonts are used to emphasize an idea or a representation.

=>» The green pointer is used to let you know that there is something you must do.
=>» The red pointer is used to let you know that there is something of importance.
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Lesson 1

OPTins is a secure, web-based program accessed through your Internet browser. OPTins is tested on Firefox and Internet
Explorer. We do not test and cannot support Apple browsers.

This lesson covers the following topics:
e Browser Configuration
Browser Configuration

OPTins performs optimally using either Microsoft Internet Explorer or Firefox. System requirements dictate that users
must log in through Internet Explorer 7 or higher.
All versions of Firefox are system compliant.

Most NAIC applications are written using JavaScript 1.2 or higher and use cookies. Consequently, these applications
perform optimally with browsers configured as follows:

e JavaScript 1.2 or higher enabled

e Cookies accepted

e  Pop-up blockers disabled

e SSL3.0enabled
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Lesson 2

In this lesson we will review logging into OPTins as well as the OPTins Workspace. User Preferences, State Configuration
Settings and State Accounts will be discussed as well.

OPTins state users must have an Account in order to access the OPTins application. Initiate the process by contacting
the OPTins Marketing Team at optinsmktg@naic.org or 816-783-8787. This lesson assumes that the state has already
completed the implementation process.

This lesson covers the following topics:

e OPTins Login
e OPTins Workspace
e User Preferences
e User Admin Forms
e State Configuration Settings
o Filing Periods
o Payment Types
o Company Types
o Filing Period Requirements
e State Account
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> OPTins Login

1. Access the OPTins login page either by clicking on the OPTins logo on the NAIC website, www.naic.org, or from
the OPTins website, www.optins.org.

NAIC Website Access (www.naic.org)

NAIC Affiliates & Programs

lIPRC =

. NIPR -

[L-R) MAIC Chief Operating Officer & Chief Legal Cfficer Andrew Beal, NAIC Vice SERFF —
President and Merth Daketa Insurance Commissioner Adam Hamm, GRAMMY-winner SBS N

Amy Grant and NAIC President and Florida Insurance Commissioner Kevin M.

MeCarty OPTins

Boomers in the Sandwich Generation Face Complex »

Insurance Decisions OP ' Jns

Singer Amy Grant pariners with the NAIC fo encourage baby

boomers to plan ahead Online Premium Tax for Insurance

ucaA -

Tndaw's 76 millinn habv hnnmere lead hectic livee banw are nat nf

OPTins Website Access (www.optins.org)

Home  MAIC  Contact Us Help

OPT ins Many Tax Options...

Online Premium Tax for Insurance

A Product of ' > R
Getting Started Cost Benefit Model 0PTins Scoop
Click Here to Login to OPTins »
Additional Links

Make OPTins Your Electronic Tax Filing Solution!

OFTins is your electronic filing solution. facilitating premiurm tax, surplus lines tax, i
assessments, and other state-specific tax filings. TriTech

Users log into OFTins. upload their state-specific tax forms. enter the applicable fee NAPSLO

amount, and click “Submit_” Insurance Tax Conference

L_OPTins makes it easy for PREMIUM Pro users too PREMIUM Pro users can now submit

2. If youlog in from the NAIC website, you will be directed to the OPTins website (www.optins.org). You will then
need to click on the button on the right side of the screen to be directed to the OPTins Splash Page.

3. Once on the Splash Page, click on “Login Here” in the upper right-hand corner of the screen to be directed to the
application login page.
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Already a User? Login here.

Online Premium Tax for Insurance

Welcome to OPTins!

About OPTins

OPTins is the Online Premium Tax for Insurance application developed and supported by the NAIC. In addition to facilitating the collection of premium tax forms and
payments, OPTins will also expedite the submission of surplus lines tax forms and payments as well as Annual Contracted Producer Reports and payments for
participating states. For more information about using OPTins, click here.

If you are already an OPTins user, click the login link in the upper right hand corner to access the application. The current release of OPTins, version 2.0, was
released on January 23, 2009,

Click here to view the release notes for this version.
Support Hours

The Help Desk for OPTins is staffed from & am to 5 pm CST Monday through Friday, The Help Desk can be reached by calling 816-783-8990 or sending an email to
optinshelp@naic.org.

Application Availability

OPTins is available from 7 am to 7 prm CST Monday through Friday, except in the event of unexpected outages or emergency maintenance. The systern may or may
not be available outside these hours. The regularly scheduled maintenance window for OPTins is every Tuesday and Wednesday from 7 pm to 2 am CST and every
third Saturday from 10 prm until 2 amn CST. Other maintenance, including code releases, will be scheduled as necessary.

OPTins Re

4. Type in your username (provided by the NAIC) in the User Name box.
5. Type in your temporary password (provided by the NAIC) in the Password box.

6. Click the button.

Horme | naic.

ins NAIC

Online Premium Tax for Insurance National Association of
Insurance Commissioners

User Name:

Password:

When you initially login, you will be prompted to change your password. Please note that passwords are set to expire
every 90 days.

Copyright ©2012 National Association of Insurance Commissioners. All rights reserved. Page 7 of 44



OPTins User Training Manual - State

T'ins NAIC

Online Premium Tax for Insurance National Assediation of

Insurance Commissioners
Change Password
vserMame: [ | D password
Requirements
T —e————
Passwords are case
New Password: l:l sensitive.
Password: -
Maximum thirty
| Change Password || Cancel ‘ characters.

Must contain at least one
numeric character.

Must contain at least one
lowercase letter.

Permitted special
characters: @%.5'17-n¥_#

Cannot reusa old
passwords.

1. Enter your username (assigned by the NAIC) in the User Name box.
Enter your current password (assigned by the NAIC) in the Existing Password box.
Enter a new, personalized password in the first New Password box. Please note the password rules:
e Passwords must be at least seven characters with a maximum of thirty characters;
e Passwords must contain at least one number and one lowercase letter;
e Certain characters are permitted: @%.5'1A-~*_#;
e You cannot reuse previous passwords.
4. Re-type your new personalized password in the second New Password box for confirmation.

5. Click on the | Change Password

| button.
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> OPTins Workspace

The OPTins Workspace offers states the ability to search for filings, run EFT reports, manage their User Preferences and
State Configuration Settings, as well as access to the i-Site and State Based Systems (SBS) applications. *You must be an
SBS state in order to view the SBS link.

‘Welcome, Laura Jacksor

OPT'ins

Online Premium Tax for Insurance

Filings Settings Transactions

Search Filings  Create Filing  Financial Reports  i-site.naic.org SBS

Search ¥

Entity Name : Tracking Number: Fiscal Year:

iling Period Type :

Entity Identifier : Date Submitted :

1D : |N.1.IC Company Code

) Company Type : : .State Status : :
= | = |

iling Period :

,SEte Of Domicile : Assignee :
search |  quickExport | Complete Export Clear

Search Results

Batch Update)| 3

The OPTins Workspace contains two tabs with corresponding links. State users with either of the State Transaction roles
will also see a third tab — Transactions. (Transactions will be covered later in the manual.):
e Filings: All filings are managed on the Filings tab.

o Search Filings: This is the initial view upon login. States can search for filings based on a variety of
criteria.

o EFT Reports: This link allows states to balance the fees received on filings against their bank statements
by running an EFT report.

o i-Site Link: This link will take states directly to the NAIC’s i-Site system so they can research annual state
data.

o SBSLink: This link will be active for all states using SBS and can be set up to direct to a specific SBS
service.

e Settings:

o User Preferences: All user contact information is managed on the User Preferences tab.

o State Configuration: The states can enter and manage their State Configuration settings; including which
Filing Periods they will accept, Payment Types, Company Types for which they will accept filings, and
Filing Configurations link the filing periods, payment types and company types to the individual state
forms. . State Configuration must be coordinated with the OPTins staff.
State Account: The State Account is created by OPTins staff and cannot be edited.
User Admin Links: Users with the User Admin role will see three additional links: “Request New User,”
“Request User Update,” and “Request User Deactivate.”
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> User Preferences

When you initially log into OPTins, you should choose the Settings tab and enter the balance of your contact
information. (The NAIC will enter your first and last name, email address and phone number during initial set-up.) After

!I button.

your contact information has been entered, you can edit the data at any time by simply clicking the

1. Click on the “Settings” tab.
If your state has multiple Accounts, i.e. an Account for Premium Tax and a separate Account for Surplus Lines
taxes, you can toggle between the Accounts to review the filings, if you have the appropriate access to do so.
Select the Current Account from the drop down menu to switch Accounts.

3. Enter all of your contact information, including fax number and mailing address.

4. Enter your state and/or department in the Organization field.

5. Enter an Email Signature to include when emailing comments to filers through the Update Filing option.
6. Maintain your subscription to the OPTins Scoop by checking or unchecking the selection check box.

7. Click on the —l button.

User Preferences for Laura Jackson

* -
Current Account: IDeIar.ar'e Premium Tax =

Last Name: * [jackson
First Name: * Laura

Email Address:

ljackson@naic.org

Phone: ™ [316.733-8470

Phone Extension:

Organization:

NAIC

Fax: l—
Fax Extension: I—
Address 1: IW
Address 2: I—
Address 3: I—
City: [KensasCity

State: | Missouri ;I
Postal Code: IEMDE—

— Email Signature:

— Subscriptions:

¥ OPTins Scoop

Copyright ©2012 National Association of Insurance Commissioners. All rights reserved.
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-> User Admin Forms

To make changes to the users who have access to OPTins or to add a new user to an OPTins account, a User Admin
request must be submitted to the Help Desk using the User Admin Forms in OPTins. Current users who have the “User
Admin” role will see the following User Admin links across the top of the Settings tab: “Request New User,” “Request
User Update,” and “Request User Deactivate.” All User Admin requests will be directed to the Help Desk for processing.
The User will be notified once the request has been completed.

OPTins

Online Premium Tax for Insurance

Filings Settings

| User Prefs = State Configuration State Account | Reguest New User  Reguest User Update Reguest User Deactivate

=> Request a New User

Click on the “Request New User” link.

The e-mail address of the User submitting the request will automatically populate.

Fill in all fields. Note that any field with a red asterisks is a required field.

Check the radio box next to all of the roles to be assigned to the new User.

Confirm the selection check box next to the OPTins Scoop Subscription is checked.

Provide any applicable additional information in the Additional Information field.

Click “Submit.”

The new User will receive a confidential e-mail from the Help Desk containing their Username and Password.

O NV R WN e
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Submit Reset

New User's Last Name:

New User's Phone:

New User's Extension:

Available Subscriptions:

Additional Information:

New User Request ¥

Requestor E-mail: * F:umamﬁateuser@naic.org |

New User's First Name: *

[Mew

[State User |

New User's E-Mail: *

hewstateuser@naic.org |

[FEEF_FERR.ERRFR |

Available User Roles: *

State Regulator - 2llows the user to review submitted filings, amend filings, and

crezte paper filings.

State Configuration Manager - Allows the user to mzintzin state cenfiguration
settings including: Filing Pericds, Payment Types, Cempany Types, and the

Filing Requirements part of Filing Configurations,
EFT Report Reviewer - Allows the user to exscute and review EFT reperts.,

Filing Entity Administrator - 2llows the user to 224 naw and adit existing filing

entities on their Account.

User Admin Request User - Allows the user to request new users, updats current
user reles, and deactivate users on behalf of their Account.

T Enhanced Export - 2llows the user to request 2 complete export to be
transformed from the standard XML te ancther cutput style,

[T State Payment Report Reviewer - &llows the stats user to exscuts and raview
Payment reports,

[T State Transaction Maintainer - &llows the user to view and maintzin the payment
balance totals of filing entities that have filed to their state account.

T State Transaction Viewer - 2llows the user to ONLY VIEW the payment balance
totals of filing entities that have filed to their state account,

[T  State Specific Field Administrator - 2llows the stats ussr te maintzin stats
specific fizlds.

[ OPTins Scoop

Copyright ©2012 National Association of Insurance Commissioners. All rights reserved.
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=> Request User Update

1. Click on the “Request User Update” link.

2. Choose the User to update from the “User” drop-down.

3. Select the updated roles to be assigned to the User. Note, if there are roles assigned that should be removed,
please de-select the role and put a note in the Additional Information explaining your request.

4. Click “Submit.”

Update Existing User Request ¥

Submit Reset

. P
Requestor E-mail: * [currentstateuser@naic. org

Available User Roles:
State Regulator - Allows the user to review submitted filings, amend filings, and create
paper filings.

State Configuration Manager - Allows the user to maintain state configuration settings
including: Company Types, Fayment Types, Filing Periods, and Filing Feriod Reguirements.

EFT Report Reviewer - Allows the user to execute and review EFT reports.
Filing Entity Administrator - 2llows the user to add new and edit existing filing entities on
their Account.

User Admin Request User - Allows the user to request new users, update current user
roles, and deactivate users on behalf of their Account.

Enhanced Export - Allows the user to reguest a complete export to be transformed from
the standard XML to another cutput style.

State Payment Report Reviewer - Allows the state user to execute and review Payment
reports.

State Transaction Maintainer - &llows the user to view and maintain the payment balance
totals of filing entities that have filed to their state account.

Ooooooooco o

State Transaction Viewer - Allows the user to ONLY VIEW the payment balance totals of
filing entities that have filed to their state account.

=> Request User Deactivate

1. Click on the “Request User Deactivate” link.

2. The e-mail address of the User submitting the request will automatically populate.

3. Choose the User to be deactivated from the “User” drop-down.

4. |If there is any additional information that the Help Desk would need to know, enter the data in the “Additional
Information” field.

5. Click “Submit.”

Deactivate User Request ‘¥

Submit Reset

Requestor E-mail: * Ftateuser @state.org

*

User: - Please Select - "

Additional Information:

" indicates a required field.
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> State Configuration Settings

Before your state can receive and review filings, the State Configuration Settings must be created. These settings will
guide the user through the filing process by communicating the required forms, Filing Periods accepted, Payment Types
accepted and Company Types accepted. To access the State Configuration Settings, you should choose the Settings tab.
**¥NOTE: State Configuration will be administered, with state guidance, by the OPTins staff.

=>» Filing Periods

Communicate which Filing Periods are accepted by your state by adding your state-specific Filing Periods. OPTins
automatically allows for Annual Filing Periods, but states can also activate Interim Periods. In the example below, we’ve
used the Interim Period “Quarter,” but you have the flexibility of naming the Interim Period based on your state-specific
requirements (Installment, Payment Vouchers, etc.).

Maintenance

Filing Periods

Name Web Service Default? Active Type Code Number of Yearly Occurrences
Month ® [ M
Quarter Q
Periodic °
Annual [ A 1

£

1. Selectthe button in the Filing Periods box.

i

2. Click on the
3. Enter the Interim Period name, assign a Type Code and enter the number of Yearly Occurrences.

button to add a new field for an Interim Filing Period.

Select the “Active” box next to each Filing Period to activate the specific Filing Period. If there is no check mark
next to the Filing Period, it will not be activated and the user will not be able to submit filings for that specific
Filing Period.

;

5. Select the button to save your entry.
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>

Payment Types

State-specific payment types must be created in order to accept fee payments via OPTins. States are offered the
flexibility of naming the specific Payment Types accepted. For example: Taxes, Fees, Penalty, ACP, etc. **NOTE: States
must contact the OPTins staff when changing or adding Payment Types.

Sort

Payment Types ¥

Active Default Name Code Description

<

=

® [Surplus Lines Tax sLT —
4 © premium Premomtax
r « riew Tax  —
r (ol -  — —

[ Add Hew Payment Type |[ save || camcel |

Select the _I button in the Payment Types box.

| Add New Payment Type ||
Select the button.

Enter the Payment Type name in the “Name” field.
Enter the Payment Type Code in the “Code” field. This code can be anything the states want, but must be
unique. The Payment Type Code must be entered when a new Payment Type is added. This field is not editable

after the new Payment Type has been saved.

Enter the Payment Type description in the “Description” field. This field is for internal description only. The
description cannot be viewed by industry users.

Change the order of the Payment Types by hovering over the arrows in the Sort column until highlighted blue.
Drag the Payment Type to the desired location in the Payment Types list. Please note, the default Payment Type

Repeat this process for each Payment Type. When finished, select the = button.

A Payment Type can be deactivated at any time by removing the checkmark from the “Active” box next to the
Payment Type. Payment Types cannot be deleted. **NOTE: Any changes to Payment Types must be
coordinated with OPTins staff.

will always be the top option in the Payment Types list.
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= Company Types

OPTins offers states the flexibility of creating state-specific Company Types for all filings. The Company Type Name and
Special Instructions are free-form fields. The Company Types will link up with the Filing Requirements to guide the user
to the necessary forms. There is no limit to the number of Company Types your state can create.

Company Types &

Company Type Name Special Instructions

Domestic Life

Domestic PRC

Foreign Life

Foreign P&C

Insurance Company

I
Title ‘

Enter specific company type instructions in this field.

Warranty

| Add Company Type || Save H Cancel

1. Selectthe !|

Add Company Type
2. Select the button to generate the field.

3. Enter the Company Type Name. Use sentence capitalization as OPTins will create the Company Type Name

button in the Company Types box.

exactly as entered.

4. Enter details regarding the Company Type in the Special Instructions field. This data will appear as “Additional
Instructions” in the State Instructions for Submission section. This is an optional field, but a good resource to
communicate instructions critical to the company preparing their filings.

5. Repeat this process for each Company Type.

[_save |

6. When finished, click on the button.
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=>» Filing Configurations

States may have different Filing Requirements, Vendor Requirements and field Requirements for each Filing Period
accepted. Any forms related to the Filing Requirements should be an interactive PDF, or in some cases a Microsoft Excel
form. The users are required to download the form to their network, complete the form, and upload and submit the
completed form to the state along with their taxes or fees. The forms are created for states by OPTins staff, which helps
to ensure an accurate tax form is submitted as data fields can be parsed, flagged as required and all calculations are built
into the form. Additionally, the interactive forms allow the states to extract the data, assisting with their auditing and

reporting.

Please note, to edit or add a new Filing Configuration please contact the OPTins Marketing Team at

optinsmktg.org.

To view your current Filing Configurations:

1. If ‘Open’ is not yet expanded, click the arrow to the left of ‘Open’ to expand the section.

2. Select ‘View’ to the right of the Filing Configuration you wish to view.

3. Then, the Filing Configuration will open showing you an expanded view of what is displayed on the previous
screen. This new screen will also display any Vendor Requirements and Field Requirements that were set up by

the OPTins staff.

Filing Configurations ‘¥

Draft
Open
Name

DE_Captive_Annual

DE_Domestic_Annual

DE_DPO_Annual

DE_Foreign_Annual

DE_Fratemal_Annual

Filing Period

Annual

Annual

Annual

Annual

Annual

Company Types

Captive

DomesticL&H
Domestic P& C

DPO-HMO-HSC

Alien

Foreign L& H
Foreign P & C
Foreign RRC

Fratemal

Begin Year

End Year

Forms
Captive Instructions.pdf
Captive-11-0PTins-Final pdf
SponsorCellCaptive-11-OPTins-Final pdf
Notary Affidavit.pdf
Domestic Instructions pdf
Domestic-11-OPTins-Final-2.pdf
Notary Affidavit.pdf
DPO-HMO-HSC-11-0PTins-Final pdf
Notary Affidavit.pdf

Foreign Instructions pdf
Notary Affidavit.pdf
Foreign-11-0PTins-Final pdf

Fratemal Instructions.pdf
Fraternal-11-0PTins-Final pdf
Notary Affidavit.odf

Actions

View

View

Miew

Miew

Copyright ©2012 National Association of Insurance Commissioners. All rights reserved.
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Maintain Filing Configuration n *  asterisk image denctes required field.

Configure Filing Period: I--Se\ect to configure -- -

Filing Configuration Name:" DE_Captive_Annual
Begin Year:" 2011

End Year:

a Filing Requirements

Forms:

File Name Form Name Required? Parsed?

Captive
Instructions.pdf
Captive-11-0OPTins-
Final.|
SponsorCellCaptive- SponsorCellCaptive-
11-0OPTins-Final.pdf 11

Motary Affidavit.odf Notary Affidavit ]

Captive Instructions

Captive-11 J

Additional Info: The documents in OFTins do need to be completed and uploaded as the electronic version of the tax form. To download click on the download icon
(see legend at the bottom of the screen), once the decument opens, click on File and then Save As, locate a place on your computer to save the file
and rename it to what you would like. Once the file is saved close the electronic version and locate the file on your computer to complete the document. Once the form is complete then
click Upload from OPTins and locate the completed document. The OPTins Notary Affidavit does need to be printed, signed, notarized and then scanned back into OPTins.

8 yendor Requirements

Vendor Company Types:

Field Requirements

=>» State Specific Field Definitions

State Specific Fields gives you the ability to track state specific data elements. Once a State Specific Field is

defined it will display in the OPTins filing as well as the Maintain State Specific Field Data page. Please note:
You must have the State Specific Field Administrator role to have access to maintain these fields.

To add a State Specific Field:

1. Selectthe _I button under the State Specific Fields Definition section.

Add State Specific Field

2. Select the |
Enter a State Specific Field Label in the Label field.

button to begin adding a new field.

4. Select the field type from the Type drop-down. The different field type options are Date, Memo, Money,

Numeric, Text, or True/False.

5. Select the 'Show On Filing' box to indicate a State Specific Field will display on the filing view screen. Deselect
the 'Show On Filing' box to indicate a state specific field will not display on the filing view screen.
6. Select the 'Active' box to indicate a state specific field is active. Deselect the 'Active' box to indicate a state

specific field is inactive. Please note: Only active fields can be updated.
7. Change the order of the State Specific Fields by hovering over the arrows in the Sort column until highlighted
blue. Drag the State Specific Field to the desired location in the State Specific Fields list.

[_save |

8. Click to add the new State Specific Field.

State Specific Field Definitions ‘¥

Sort Label Type show On Filing
[pate Reviewsd Date - 3
Add State Specific Field |[ save |[ cancel |

Active

Copyright ©2012 National Association of Insurance Commissioners. All rights reserved.
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> State Account

The State Account is created by OPTins staff. States can have multiple accounts, based on the different filing types
accepted. Example: Premium Tax, Surplus Lines, Assessments, etc.

Each of the State Accounts will populate when the industry creates their filing, prompting them to choose the correct
account based on the type of filing being submitted.

The State Account will also link the state’s bank account information to the account with the UNID. This number is
specific to each state and directs the EFT funds to the correct bank account.
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Lesson 3

In this lesson, we will review how to audit a filing within OPTins. This lesson assumes that the state has already updated
their State Configuration Settings and User Preferences.

This lesson covers the following topics:

e Locate New Filings
e Assign Filings
o Batch Update
o Within a Filing
e View SBS Licensing Data
e Update Filings
o Request Additional Taxes or Fees
o Assess a Penalty
o Update the State Status
= Batch Update
=  Within a Filing
e Filing Revisions
o Amend Filing
o Reallocate Funds
e Create Paper Filing
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> Locate New Filings

Each time you log into OPTins, you will be directed to the Search screen. Any new filings that have been submitted since
you last logged into OPTins will automatically populate in Search Results. This includes filings that have been amended
by the industry.

If you’ve been logged in for a period of time, new filing submissions will not automatically generate. You will need to use
the Search tool to locate new filings that were submitted to the state after you logged into a current OPTins session.
Make sure the Search Status is “New.”

Search |
Click on the —I button.

Search %

Entity Name: Tracking Number: Fiscal Year:

Entity Identifier: Date Submitted: i Filing Period Type:

ID: |NAIC Company Code ~| |!start Date:
ling Period:

End Date:

Company Type: State Status:
w| [new v
State Of Domicile: Assignee:

search Quick Export | Complete Export Clear

=

Search Results
®

<< First < Previous 1to20of 206 MNext> Last=>

NAIC Company P— National Producer State ID Fiscal — Date Payment

Code Number Number Year Submitted Amount
Month @ 11/03/2010 $0.00

2010 T;“th 11/03/2010 $100.00

Entity Name

52-
0891929
Month 11/03/2010 $0.00

13- Month 5 06/10/2010 $0.00
2125003 2005159 2010
Month & 07/13/2010 $0.00

[ o R Y |

The Search Results will update, listing any companies containing a new or amended filing submission. Amendments will

be indicated with an icon - - next to the Filing Period.

Hover your mouse over the filing on the Search Results field. If you mouse to the left, by the Entity Name, you can view
all filings for that company for a fiscal year. If you mouse to the right, by the Period, you can choose the specific Filing
Period for that company. The field will turn a light shade of grey. Click to select the desired filing view and open the

filing.

OPTins will display twenty (20) Entities at a time in the Search results. Users can page through the results by clicking on
the “Next” link or “Last” link found at the top or bottom of the Search results.
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> Assign Filings
There are two ways to assign filings to a specific reviewer or reviewers: Batch Update or Assign from within a filing.

=>» Batch Update
1. From the Search screen, select the box to the far right of each filing to be assigned to a specific reviewer.

Batch Update '
2. Click on the button.

3. When the Batch Filing Update box appears, choose the name of the reviewer, and click on the right arrow

=
J button to select them. Click “Save.”

4. Once a filing has been assigned, the & icon will appear next to the filing in the Search results.

Ceatchriing Updzte |

Available Assignees: Assign To:
Kelso, Rick
Kieras, Bridget
McCumber, Kelly
State, CNeff

State Status:

Save Cancel

S
Scarch Results
Batch Update | %
. NAIC Company National Proy State ID Fiscal . Payment
Entity Name Code FEIN Number Number Year LI Submitted Amount 2]
E 25- Semi-Annusl P -

51182 e 2011 5 01/03/2011 s3.487.00 &
Annually 1 03/22/2011 §15,020.00 &
Annually 1 03/10/2011 $1,500.00 &

44- . Inas
eriaia 2010 Quarterly L 01/04/2011 s5,855.00 &
Quarterly 2 01/05/2011 $951.00 &
Quarterly 3 03/10/2011 $15,020.00 &

41-

23582 sii7aso 2011 Quarterly 1 03/24/2011 $500.00 &
10060 PP 2011 Annually 1 03/24/2011 $85,481.00 &
Annually 1 03/22/2011 $45,100.00 &

- 23- . Jaa
64327 Tennsss 2010 Quarterly 1 03/22/2011 $8,561.00 &
Quarterly 2 03/22/2011 ses4.00 &

. 23- oas
10674 Sisasza 2011 Quarterly 1 03/24/2011 $89,924.00 &
Annually 1 03/22/2011 $15,000.00 &

2345265 2010

GQuarterly L 03/22/2011 $5,200.00 &
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=>» Within a Filing
1. With the filing open select the ; button to assign the filing for review.
A list of active reviewers will populate in the left box. Select the name(s) and then the right arrow button

to move the reviewer(s) into the right (active) box.

3. Select the ;' button.

© Quarterly 2

| Filing Information

Filing Tracking Number: DEZ012Q200215033

Original Submission Date: 06/02/2012 State Status: NMNew
Company Type: Surplus Lines Broker Assigned To: Mone as=zigned.
Assigned To: Brush, Kelkzy _ Jackson, Laurs

Once the filing has been assigned, an & icon will appear next to the filing in the Search Results.

> View SBS Licensing Data

OPTins allows states using State Based Systems (SBS) to view licensing data for Entities from within a filing.

Once you've selected a filing from the Search screen, look for the View Licensing Data icon
name. Click on the icon to open up the Licensing Data details and confirm their licensing status.

next to the Entity

(Onine Premium Tax for Insurance e
Filings Setings || Transactions Tieas 2R -

Search Filings  CreateFiling  Financial Repots ] 0 Number: : :
ﬁ;‘.’:&:ﬁ’ - Legacy State ID: o NAIC Group Number:
NAIC
Company A% State Of Incorporation: v Domicile Type: Foreign
Number.

incorporation Date: 05/13/1074 Domicile State:
L5
Saled ol dimmas i Lsstigemmiyy Company Status Eff. Date Exp. Date Status Date Line(s) O Business
NAIC Company Code: ... Active 05/13/1974 05/13/1972 1: Life, Disability and Annuities

FE 3
State Of Domicile: Michigan
Filing Year: 2011
©Quarter 1
Assign AmendFiling | UpdateFiling |

| Filing Information

Filing Tracking Number: 11Q10015389¢
Original ission Date: 05/07/2011
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> Review Filings
Once you are within a filing you can begin the filing review process.

From within each filing record, an overview of each Filing Period will be displayed, including any prior filings submitted
via OPTins on behalf of the company. To hide Filing details for a Filing Period that is not currently being reviewed, select
the “-” sign next to the Filing Period. The “-” symbol will change to a “+.” To display the Filing details for a Filing Period
that has been hidden, select the “+” symbol next to the Filing Period. The “+” symbol will change to a “-” and the Filing
details will be displayed. NOTE: If there has been no filing for a particular period, the message “No OPTins Submission
Made” will list underneath the Filing Period. There will not be a “-” or “+” symbol to select.

1. Filing Information provides an overview of the filing information. This section lists Filing Tracking Number,
Original Submission Date, Company Type, State Status, and the state reviewer that the filing is Assigned To.

2. The State Notes are available to keep notes throughout the review. These notes cannot be seen by the industry.
If there are prior notes for the entity they will be shown in the banner area with the current State Notes.

3. Scroll down to the “Payment Information” header for an overview of payments submitted. All funds are
submitted via EFT from the user bank account to the state bank account on the business day after the filing
submission. You can run an EFT Report to confirm the fees remitted by the industry (See EFT Reports.).

4. Scroll down to the “Filing Summary” header for an overview of Filing Information, and to review any forms or
attachments submitted. Click on the blue hyperlink (form name) under Filing Attachments to open the form.

5. While the form is open on your screen, complete the audit process. If you need to save the form to your
network follow these steps:

a. Click on the “Save” button on the Adobe Acrobat toolbar.
b. Choose the area on your network or hard drive to save the form.
c. Confirm the name of the form is correct, and click “Save.”

If you need to make changes to a form and/or the submitter information fields, see Amend Filing.

6. Review the information included in the “Additional Info” field. Note: Updating the “Additional Info” field is
optional for the industry, so there may not be any information to review.

7. OPTIONAL: State users can retrieve the Schedule T and State Pages for companies that have filed an NAIC
Annual Statement. This option will be available for annual premium tax filings only. If there is no Annual
Statement Data available, the “Available NAIC Annual Statements” field will indicate so. If there is data available,
the links directly to the forms will be populated.

> Update Filings

Update Filings and Amend Filings are two separate processes. Update Filings includes the initial audit process. Amend
Filings will allow state users to make changes to forms after their original submission.

To Update Filings:

Update Filing ||
1. Once you have reviewed the filing and its attachments select the button to initiate the

review process.
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2. An Update Filing pop-up opens to begin the process.
3. The State Status is a drop down field offering several options: “Complete,” “Pending Industry,” and “Under
Review.” Change the State Status from “New” to “Under Review.”
a. Under Review — select this option when you are reviewing a filing for audit (See Audit New Filings.)
b. Pending Industry — select this option if you've requested additional information, an amended form,
additional taxes or penalty fees (See Requesting Additional Taxes or Fees.)

c. Complete — select this option if the audit process is complete (See Audit New Filings, Requesting
Additional Taxes or Fees, Assessing a Penalty, or Amending Forms.)
4. The State Notes field is available to keep notes throughout the review. These notes cannot be seen by the
industry.
5. The Comments field allows you to send information directly to the filer. If you’d like to e-mail these comments
to the filer, select the box next to “Email comments...” OPTins has incorporated a one-way email tool, allowing
the states to email the user. The industry cannot reply to this email. By selecting the box next to “Email

)

comments...” your signature from your User Preferences will be inserted into the Comments field.

6. Add any attachments you wish to send to the filer by selecting the button.
7. The Requested Funds section will allow you to either Request Additional Taxes/Fees or Assess a Penalty (see
below for instructions on how to process either).

8. Once you have completed all necessary fields click on the —' button.

Once you click “Save,” your email is sent to the user notifying them of the requested revisions so they can then take
necessary action (if you chose to email the comments).

— State Status

IHew 'I

[~ State Notes

|»

State notes are placed here and are not viewable by the industry. -

— C L

[Comments can be submitted to the filer through OPTins and directly to their email. -
[Thank you,
Laura Jackson

MATC
Crei

a

EmaH comments to filer <bad.address@naic.org> Q

— Attachments

Browse...

Dat ed Funds

Requested Amount:

-

-
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> Request Additional Taxes or Fees

1. Change the Status to “Pending Industry.”

2. Enter details in the Comments box. The comments should explain what the filer needs to correct. In this
example, the request IS NOT an assessment of penalties, but a request for additional taxes. The
reasoning behind the request should be included.

3. Click the box next to “Email comments to filer...” This will also populate your Signature you created in
your User Preferences.

4. Inthe applicable Requested Amount Type box, enter the amount due.
Or

> Assess a Penalty

The steps for assessing a penalty are the same as above, except the details entered in the Comments
box should reflect the reason for the penalty.

Once the industry has submitted the additional payment or fee due, you should be notified by either a phone call or an
email (whichever you requested in your comments). From that point, you should Search for and update the filing.
1. Run an EFT Report confirming receipt of the funds. (See EFT Reports).
Click on the button in the original Filing Revision.
Change the filing Status to “Complete.”
Mark the box next to the “Paid” field.
Enter the date the payment was received in the “Date Paid” field. Enter in mm/dd/yyyy format or use the

vk wnN

calendar drop down button.

6. Click onthe !' button.

> Update the State Status

While the OPTins Status automatically changes based on specific changes in status (only viewable by the Industry), states
are responsible for keeping the State Status field updated. Status is a searchable field, so keeping the status correctly
updated will assist in narrowing down your search range.

There are two ways to update the State Status, through a Batch Update, or from within the filing post-audit.
=>» Batch Update

1. From the Search screen, select the box to the far right of each filing to be updated.

Batch Update i
2. Click on the button.

3. When the Batch Filing Update box appears, choose the Filing Status from the State Status drop down menu.
Click “Save.”
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D
Available Assignees: Assign To:
Kelso, Rick
Kieras, Bridget
McCumber, Kelly
State, CNeff

State Status:

[
Complete Save | Cancel
Draft
New AI
Pending Industry
Under Review 2011 |

> Filing Revisions

OPTins allows states the flexibility amend previously submitted forms and to reallocate funds. All revisions are
incorporated in the original filing, maintaining the integrity of the filing.

> Amend Filing

OPTins allows the state the flexibility to request or make changes to forms after the original submission. States can
either amend the form themselves, or request the industry filer amend the form and resubmit the amendment to the
state via OPTins.

Steps for a state to amend a form:

Amend Filing |
button.

If you need to update the Submitter data, change the information in the applicable fields. Completing this
information enables you to utilize the one-way OPTins e-mail system to communicate to the filer, if necessary.

3. Several fields will appear, including a listing of all of the forms provided by the state and those originally
submitted by the filer. The “State Provided” forms will be on the left, the industry filed forms will be on the
right.

1. While viewing the Filing Details, select the
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— Upload Form(s)

State Provided Forms

# Filing Instructions.pdf Upload

& # OPTins Quarterly Tax Payment # OPTins Quarterhy Bemove

2010.pdf Tax.pdf Replace
Supporting Documents

E Upload

’7 Legend

©. Required & . Download Form

You will need to save the form to your network or hard drive in order to make changes to the form, and then
upload the amended form. To initiate the process, click on the paperclip icon - # _ next to the form submitted
by the industry.

The form will open up in Adobe Acrobat or Microsoft Excel (if the document is in Excel format). Click the Save
button on the toolbar to save the form to your network or hard drive. Save the form with a similar, but different
name, indicating an amendment. For example: Amended OPTins Quarterly form.pdf.

Make the necessary amendments to the form and resave the document to your network or hard drive.

Amend Filing l
Once the amendments are complete, you’ll need to click on the button again, scroll to

the “Upload Form” section, and click on the “Replace” link. This will replace the form originally submitted by the
industry with the form you just amended.

Upload the amended form into the filing by selecting the button, then choose the amended form
from your network or hard drive, and select “Open” to add the form to the filing.

— Submitter Information:

Name: |Laura Jackson

Email: IUackson @naic.org

Phone #:

Submission Date:

[Ei5)7a3a950
[osios/zot2 (=)

— Upload Form(s)

State Provided Forms

@ # 5L-1917-11-0PTins-Final.pdf # SL-1917-11-OPTins-Final.pdf  Remove
Replace
Supporting Documents
Upload

@ - Required & . Download Form

” Legend

9. You have the option of entering comments regarding the amended form in the “Provide Additional Information”

field.

10. Click on the - button to save your changes.
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An overview of the Current Amendment and Original Submission will appear under the Filing Summary. The

s
amendment icon 8 will appear, indicating an amendment to the filing.

Filing Summary

Current Amendment [ _

Filer Information: Kelly McCumber
(816)231-2200
kmccumbe@naic.org

Date Created: 01/25/2010
Created By: Kelly McCumber

Filing Attachments: ~
9 Amended- OFTins Quarterly Tax.pdf

Additional Information: Mo Additional Information

Original Submission

Filer Information: Kelly McCumber
(816)231-2200
kmccumbe@naic.org

Submission Date: 01/25/2010

Filing Attachments:
OFTins Quarterly Tax.pdf

Additional Information: No Additional Information

Once you’ve amended the filing, the Filing Status will default to “Complete.” (See Update the Filing Status).

Unless changes are minimal, in most cases the industry will be amending the form. Following are steps to request that
the industry amend a form:

1. Confirm that the filing Status is marked “Pending Industry.”

Update Filing l
Select the button.

3. Scroll down to Comments field and enter your request. Be as detailed as possible with your request.

4. Select the box next to “Email comments to filer...” Make sure your email address is included in your signature if
you want confirmation once the form has been amended and submitted via OPTins.

5. Click the - button to save your changes.
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hments

— G ts:
kion:
[These comments can be submitted to the filer through OFTins and directly to their email. -
Thank vou,
Laura Jackson
MAIC =
-
vios e | [PJEmail comments to filer <bac.address@naic.org>
daddre  — Attachments
kd to the | ” Browse:

-- Mo Forms Uploaded --

— Reguested Funds

nium Ta Requested Amount:

Premium Tax: g [10000.00

o

Create This Filing |

> Reallocate Funds
If the user submitted fees, but allocated them to the wrong Payment Type, states can reallocate the funds.

1. Under the Payment Information header, select the IL&“ button.
2

The “Payment Reallocation” box will appear. Enter the fee amount in the correct Payment Type field. For
example, if fees were submitted as Annual, but were actually Installment fees; delete the fees in the Annual field

and type the amount in the Installment field.
3. Confirm the amount in the “Total” field is correct.

[_save ||

4. Click the button.

** NOTE: Reallocation is for the audit of the filing and for the state to document what the monies are for. Reallocation
has no impact on EFT and does not transfer funds between bank accounts.
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| Payment Information

Filing Payments:

3% Premium Tax $126.00
1% Additional Premium Tax e —
1% Annuity Tax

W Fire & Casualty Surcharge

Workers' Comp. Debt Reduction 3% Premium Tax: 126.00
Workers' Comp. Surcharge 1% Additional Premium 2500
Total: Tax: ;
1% Annuity Tax: 56.00
— WV Fire & Casualty 173.00 N
Filing Summary surcharge: |
. i Waorkers’ Comp. Debt 174.00
Filing Information Reduction :
Warkers' Comp. 183.00
Filer Information: Thea i Surcharge:
(816)] Total:
tcookt
Submission Date: 09/29,
Cancel Save
Filing Attachments:
9 A

=>» Create Paper Filing

States may choose to use OPTins for all tracking and reporting of the accepted types of filings, even those filings not
submitted via OPTins, thus creating a “paper filing” in OPTins. For example, a company may submit an interim filing to
the state via paper because they had not yet implemented OPTins. This means the state user will take the filing originally
submitted in paper and re-create in OPTins. This will allow states the ability to store and search for all of their filings in
one location — OPTins. It will also allow states to combine paper filings to electronically submitted filings (see Combine
Paper and Electronic Filings).

**NOTE — OPTins staff will load all entities for states upon initial implementation of paper filings. The following
process explains how to enter individual entities should it be necessary.

Before states can create a paper filing, the company, or Entity, must be entered into OPTins. Only users with a specific

role are allowed to enter Entities into OPTins. To have this role added to a user please submit a Request User Update
through OPTins.
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=> Add the “Paper Entity” into OPTins

1. Click on the “Settings” tab and the “State Account” link.
. Entity ||
2. Click on the button.

3. The “Filing Entity Maintenance” screen will appear. Choose whether your Entity is a Company or Individual,
Confirm the check box next to Active is selected and then fill in all of the company information. A red asterisk

denotes a required field.

Filing Entity Maintenance %)

Entity Type:  Company " Individual

Active: ™

Name: * |DE Premium Tax Company

NAIC Company |12345 |
Code:

NAIC Group Code:  [172 |

FEIN: LE-RRERARRERR |

MNational Producer HEE}'- |

Number:
Annual Statement * |Property & Casualty ;l
Blank Type:
State Of Domicile: |Maine =1
Add State Licenszes below:
State State ID Number
Delaware [o-n-
|"‘“71 | Add State

| Save || Cancel |

Add State

4. Enter the company’s State ID number for your state and click on the | | button. OPTins will
automatically populate your state name. If you are adding an individual such as a surplus lines broker, the
agent’s license number should be entered in the State ID Number field.

5. Clickon !' .
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=>» Edit the Entity data
1. Hover your mouse over the data until the line turns grey, then click to select.
2. Make the necessary changes. **NOTE: The NAIC Company Code cannot be edited.

s )|

3. Click
Once you've entered your “Paper Entities” into OPTins, you can then create a “Paper Filing.”

1. From the “Filings” tab, click on the “Create Filing” link.
“Create Filing: Select Entity will appear. This step will allow you to search for the Entity to create a paper filing.
You can enter data into one or all of the fields, but the least amount of data entered will return the broadest
search. Once you’ve entered the data, click on the Search button.

3. Please note: search fields are exact match. To widen your search results add an asterisk at either the beginning
and/or end of your search criteria.

Create Filing: Select Entity ¥

NAIC Company I National Producer I
Code: Number:
FEIN: I Entity Name: I

State ID Number: I

4. The Entity Search Results will appear at the bottom of the screen. This is a list of companies that have submitted
electronic OPTins filings, as well as the company that your state has entered as a “Paper Entity.”

5. The Paper Entities are denoted by the paper icon D If the search results return both a Paper Entity and an
electronic entity, please choose the electronic entity to create your filing. This will ensure that the data
generated by the industry will match the state Paper Filing data.

Entity Search Results
Click to select the correct filing entity.

NAIC Company Code | FEIN Mational Producer Number | Entity Name State ID Number
D 72052 23-2999999 KMz Health Insurance Company 12355
72052 23-2999999 KMc Health Insurance Company

6. The “Create Filing” screen will appear. Filing Year, State and Filing Entity will be pre-populated on the Create
Filing Wizard.

7. Make changes to the Filing Year, if necessary.

8. Choose the Company Type from the drop-down menu.

9. Choose from the available Filing Period Types in the drop-down menu.

10. Choose from the available Filing Periods and then click “Next.”

11. The “State Instructions for Submission” and “Submission Steps” fields will appear.
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12. Under “Submitter Information,” enter the name, phone number and e-mail address of the industry filer. If you
do not have all of the information, enter as much as possible. Entering this data will allow the state to utilize the
one-way e-mail system in OPTins to communicate with the industry.

13. Choose the date the filing was originally submitted from the “Submission Date” calendar picker.

— Submitter Information:

Name:  [Jane Doe Phone #: |555-555-5555
Email: |emailaddress@insurance.org Submission Date: |:jg_.-'2.j_.-'2.j12 ’E

— Upload Form(s) uSEp jl20'|2 j -

Su Mo Tu We Th Fr Sa

State Provided Forms :
() & Quarterly Prepayment Form

2 3 4 5 [ 7 8
Supporting Documents
9 10 11 12 13 14 15

16| 17| 18| 19| 20| 21| 22
Legend 23| 24| 25| 26 27| 28| 29
’7 ©. Required # _ bownload Form 30

14. A list of State Provided Forms will appear under the “Upload Form(s)” field. Choose the paperclip icon 7 next
to the form to download the document, save it to your PC, and complete.

15. Once the form has been completed and re-saved, upload it back into OPTins.

16. To upload the document, click on the “Upload” link next to the form name.

— Upload Form(s)

State Provided Forms

#  Filing Instructions. pdf Upload
& # OPTins 2009 Annual Tax Payment.pdf ‘ Upload
Supporting Documents

Upload

Legend
’7 '@' - Required @ . Download Form

17. The “Upload Form” field will appear. Click on the button to search for the form. When you locate

the form on your network or hard drive, select the form, then click “Open” to add the form to the OPTins filing.
18. Once the form has been uploaded, it will appear next to the “State Provided” form.

— Upload Form(s)

State Provided Forms

# Filing Instructions.pdf Upload

& ¢ OPTins Quarterly Tax Payment ' Amended- OFTins Remove
2010.pdf Quarterly Tax.pdf Replace

Supporting Documents
? Upload

Legend
’7 © . Required & . Download Form
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19. OPTIONAL: Enter data into the “Provide Additional Information” Field.

20. Click “Next” to go to the payment information screen.

21. Enter “Filing Payments” received in the correct fields. If no payment was required, select the radio button.
OPTins will automatically total the fees in the “Total” field.

22. After entering the Filing Payments, you can enter the check payment information for the paper filing. Enter the
Check Number, Check Amount, Check Date and Reference Number then click Add.

23. Click on the - button to complete the process.

— Enter Filing Payments

Amount: 3% Premium Tax: & I S.IIIDD.'JDh
1% Additicnal Premium Tax:

1% Annuity Tax:
Worlkers' Comp. Debt Reduction:
Workers' Comp. Surcharge:

W Fire & Casualty Surcharge:

Total:
No State Payment Required: r
Check Number Check Amount Check Date Check Reference
55555 % 5,150.00 06/04/2012
| | | | | (=

Enter Filing Submission Date

&3]
Process Date: [06/05/2012 (e

Click Submit to have this filing submitted on the Process Date. Please note
that full processing of the payment could take 2-5 business days. To avoid
potential late filings and payments, please schedule accordingly. NAIC is
not responsible for late filings and accompanying paym,

Previous Save as Draft Submit Cancel

A message will appear at the top of the screen, confirming that you’ve submitted the paper filing. An icon will appear
next to the Filing Detail confirming that it is a Paper Filing.

2 Annual [ |

From this point, you should assign the filing and update the status as you would an electronically submitted OPTins filing
(see Assign Filings and Update the Filing Status).
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Lesson 4

This lesson will review the Search and Export functionality and EFT Reports available in OPTins.
This lesson covers the following topics:

e Search

e Quick Export and Complete Export
e EFT Reports

e Transaction Reports

-> Search

Each time you log into OPTins, a list of filings with the state status of ‘New’ will automatically display in the Search
Results field.

States can search for filings on several sets of criteria, including: Entity Name, Company Type, Fiscal Year, Status, ID
(NAIC Company Code, FEIN, National Producer Number, and State ID Number), State of Domicile, Filing Period, Tracking
Number, Assignee and Date Submitted. You can search on any of these criteria individually, or a combination of the
criteria. If you unsure of the exact information you are searching for, add an asterisk to the search criteria to include all
results. The more criteria used in your search, the narrower the results provided by OPTins.

Search I

Once you've entered the search criteria, click on the button. Each filing that matches the search criteria

will display in the Search Results.

OPTins will list a summary of each filing, including the Entity Name (company/individual) submitted on behalf of, NAIC
Company Code, FEIN, National Producer Number, State ID Number, Fiscal Year, Period, Date Submitted, and Payment
Amount. To view the Filing, move your mouse over the Filing on the Search Result field. The field will turn a light shade
of grey. You can choose to view the entire filing record from a filing entity, or a specific Filing Period. Click to select the
Filing.

OPTins will display twenty (20) Entities at a time in the Search results. Users can page through the results by clicking on
the “Next” link or “Last” link found at the top or bottom of the Search results.
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Search %

Entity Name: Tracking Number: Fiscal Year:

Entity Identifier: i Date Submitted: Filing Period Type:

ID: | NAIC Company Code ~| ! Start Date: =R ]
i . Filing Period:

{ End Date: = :

Company Type: State Status:

v [mew -
State Of Domicile: Assignee:

v -

Search |  QuickExport | Complete Export Clear
Search Results
»

<< First < Previous 1to 20 of 206 MNext> Last>>

) NAIC Company National Producer State ID Fiscal .
Entity Name Code FEIN Number Number Year | Peried

Date Payment
Submitted Amount
Month § 11/03/2010 $0.00

— s2- Menth 11/03/2010 $100.00
1854 0381929 2010 1o :
Month

10 11/03/2010 $0.00

Month 5 06/10/2010 $0.00

Oo0Oooog

13- -
419 2005159 2010
#125002 Month &  07/13/2010 $0.00

> Quick Export and Complete Export

Quick Export provides a subset of data useful in creating custom reports. Complete Export provides a report in several
formats based on the states preference. The Complete Export’s default is an XML file; a standard file format which can
be used to import data into a legacy system. The Complete Export results include all data elements from the selected
filings and tax forms. The data elements in the Complete Export will be populated with the filer’s form data if the
premium tax filing was submitted via TriTech or if the form was marked as parsed.

> Quick Export

Once you've completed the search and are prepared to export data and create a personalized report, if desired, from
the list of static fields that are returned:

Quick Export ||
Select the button.
The Windows confirmation box will appear, requesting that you either “Open” or “Save” the data download.
Select “Save” to save the document to your network. The document will export in Microsoft Excel format.
The Quick Export will return the same information in every export but once the document is in Microsoft Excel
format, you can personalize the display of the data to serve your needs.

PonNE

> Complete Export

The Complete Export is typically run in an XML format. For states that prefer their data be exported in a .txt format or
format other than XML, our staff will work with each state to gather their reporting business requirements. **Note:
States must contact the OPTins Marketing Team in order to implement an export format other than XML.

For states that wish to export data in an XML format, once the search criteria has been chosen:

Complete Export ||
1. Selectthe button.

2. The Windows confirmation box will appear, requesting that you either “Open” or “Save” the data download.

3. Select “Save” to save the document to your network. The document will export in XML format.

The Complete Export is essentially the same for states that have provided the OPTins team with their business
requirements and chosen to modify their report options to export data in either an XML or a .txt format. There will be
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additional options once the “Complete Export” button is clicked. If you are interested in utilizing this functionality please
contact the OPTins Marketing Team.

Once you've completed your search and are prepared to export the data:

Complete Export l
1. Selectthe button.

The Complete Export Transformation box will appear. Choose from the pre-determined formats created by the
OPTins team to be included in the export and then click “Export.” By selecting “No Transformation” the export
will deliver an XML file.

Fier: Date Submitted: Filing PJ
e e m [
rmplete Exoa o lEl Filing Pg
iNo Transformation  ia
..................................... AL'EGGQ'&H”U&'S.HS' =
AL-2010-qtrly.xsl
Alabama Annual sl M
Export Cancel
F-
Search | Quick Export Complete Export | Clear

3. The File Download box will then appear. Choose to either open the .txt file in Notepad, or save it to your
network to convert to a Microsoft Excel format.

File Download

Do you want to open or save this file?

Mame: Ffiling-export. txk

Type: Texk Document
Fram: eapps-int.naic.org

Open ][ Save ]| Cancel

|--' Ww'hile files from the Internet can be useful, some files can potentially
harm pour computer. IF wou do not trust the source, do not open or
- zave thig file. "What's the nzk?
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i & filing-export[1].txt - Motepad

File Edit Format ‘Wew Help

ALZ0100200031335; 71471; Quarter 2;08/03/2010;PD; E; 2010; 722.07;
ALZ0100200031330: 220950; Quarter 2;08/03/2010;; PE-Y; 2010; 0. 00;

HlaL2 0100200031331 22950; Quarter 2; 08/03/2010; ; PF—v; 2010; 0. 00;
AL20100200031257; 31380; Quarter 2;08/02/2010;;PF-v;2010;2, 515. 00;
lALZ 01062000313 00; 26310; quarter 2;08/02/2010; PE; ¥; 20°0L0; 0. 00;
ALZ0100200031301; 26310 Quarter 2:08/02,/2010; PF:v; 2010:4,170. 01;
ALZ0100200031285; 65412; quarter 2;08/02/2010;PA:B; 2010; -66, 066. 45;
Ml ALZ 01002 00031288; 14454 ; quarter 2;08/02/20010; PF; v; 20010;10, 514. 50;
AL20100200031327; 66265 Quarter 2:08/03/2010; ; PD-B; 2010; 848, 00;
AL20100200031304: 65132 quarter 2;08/02/2010;;FD-B; 2010; 20, 504 . 00;

Data exported into Notepad

4. In order to import the data into a Microsoft Excel spreadsheet, save it to your network, then open up a blank
Excel spreadsheet.

5. Choose “File,” then “Open,” and then search for the .txt file. When the file is chosen, it will open the Text
Import Wizard box. Choose the “Delimited” option if it is not already selected, then click “Next.”

Text Import Wizard - Step 1 of 3

2/

The Text Wizard has determined that vour data is Delimited,

If this is correct, choose Mext, or choose the data type that best describes your data.
Criginal data bype
Choose the file tvpe that best describes your data:

@gehmﬂ:ed - Characters such as commas or tabs separate each field,
() Fied width - Fields are aligned in columns with spaces between each field.
Skark import at rowe 1 : File: origin: 437 1 OEM United States ™

Prewview af file C:\Documents and Settings\kMoZumbe!\Deskiopifiling-expart[1].bxt,

LLZ010QE000313585;77875 ;Quarter
LLz0l0QEO00231335;7147] ;Quarter
BLEOLOQZ000ZL330 ;22980 Juarter

Z;08/05/2010;PD;B;;43,515.03;
Z;02/02/2010;PD;B;2010;722.07;
Z;08/03/2010;;PE-Y,-2010:0.00;

BLEOLOQZ00031321 ;22250 0uarcer Z:08/02/2010;;PF-Y:Z01l0;0_00;
BLZO10QE00021402 ;42757 ;0uarter Z:02/0E/2010;PF;T;2010;0.00; ™

B

[ [Tm e Jer oo [

Cancel

Next> || Fnish |

6. Depending on your state’s business requirements and implementation choices, choose either “Tab” Delimiter or
“Semicolon” Delimiter, then click “Next,” and then click “Finish.” The data will automatically import into the
Excel spreadsheet.
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Text Import Wizard - Step 2 of 3

This screen lets vou set the delimiters wour data contains. You can see
howe wour text is affected in the presiew below,

Delimiters . L
[ Treat consecutive delimiters as one

Semicolon [ comma -
[1space  []other: Text qualifier: i 1]

Daka preview

RLEOLOQZOO03LZEE 7879 uarter 2 QESO0E/2010 PD E M3, E15])
RLEOLOQZOOOZLEZE 1471 Puarter Z QE/0Z2/2010 PD E EOolo Pzz.07( =)
RLEOLOQEZOOOZLE20 E29E0 Puarter Z QE/0Z/2010 FE-T [E0l0 .00

RLEOLOQEZOOOZLE2] Ez9E0 Puarter Z RE/0Z/2010 [F-T 010 0,00
RLZOLOQZO00031408 BETET fuarter £ PE/0572010 PF i EOLl0 0. 00 'v'

£ (2]

Cancel ][ < Back H Mk = H Finish

> EFT Reports

OPTins users have two Financial Reports which can be viewed in two formats: The EFT Report can be viewed as a Web
Page or a CSV File, which can be converted to a Microsoft Excel document and the Payment Report can be viewed as an
SBS Revenue Report or a Raw XML file. States can use the EFT report and Payment Report to confirm receipt of
payments and reconcile their bank statements. Only states with the SBS Company Module can run the Payment Report.
Both reports can be run at any time and will show all transactions issued to the state.

To run an EFT Report:
1. Select the “Financial Reports” link from the main OPTins Workspace.
Select “EFT Reports”
Enter the Begin Date in mm/dd/yyyy format, or choose the date from the calendar button option.
Enter the End Date in mm/dd/yyyy format, or choose the date from the calendar button option.

ik wN

Choose the Report Format.

6. Click on the -I button.

OPTins EFT Report for Premium Tax

Please choose the parameters for your report.

Begin Date | | v|
{inclusive):
End Date | | vl

(inclusive):

Report format: & weh page © CSV file

| Submit || Cancel |
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An EFT report is generated, providing all of the transaction details for the period requested. The EFT report will also
display the total number of transactions for each day that a fee was received, as well as the total amount of fees
received for that day.

To run a Payment Report:
1. Select the “Financial Reports” link from the main OPTins Workspace.
Select “Payment Reports”
Enter the Begin Date in mm/dd/yyyy format, or choose the date from the calendar button option.
Enter the End Date in mm/dd/yyyy format, or choose the date from the calendar button option.

vk wnN

Choose the Report Format.

6. Click onthe - button.

OPTins Payment Report for Delaware Surplus Lines

Flease choose the parameters for yvour report.

Begin Date | ||E|
{inclusive): o

End Date | ||E|
(inclusive): o

Report format: ¥ 35BS Revenue Report ) Raw XML

| Submit || Close |

> Transaction Reports

There are two Transaction Reports in OPTins which will assist states in their audit process: State Transaction Balance
Report and Entity Transaction Balance. Only users with the State Transaction Maintainer or State Transaction Viewer
role(s) will see the Transaction tab and have access to the Transaction Reports. If you would like to implement this
report function, please contact the OPTins Marketing Team at optinsmktg.org.

> State Transaction Balance Report

The State Transaction Balance Report is an overview, or snapshot, of current balances for all Entities that have filed to
your state account. When you first click on the “State Report” link, the list of Entities which have submitted filings with

[ Refresh Report ]
payments will appear, “real time.” Click on the button to retrieve the most recent filing data. Check

the “Include entities with a zero balance” box for a listing of all Entities that have submitted filings, regardless of
whether there was a payment toward tax liability included.

The “Total Balance” represents the overall tax liability due to the state account. This figure is the sum of all payments
itemized below and will include offsets or adjustments entered by the state on the Entity Balance page.
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Negative figures, indicated with a “-” sign represent payments submitted by the Entity toward their overall tax liability.
The figure will show as a negative until the state has entered an offset or adjustment showing the total tax liability due
from the Entity. The offset or adjustment will need to be entered by the state on the Entity Balance page.

To view Entity details, hover the mouse over the name. A dialogue box appears, listing the Entity name, NAIC Company
Code, FEIN, National Producer Number, State of Domicile, State ID, and NAIC Group Code.

State Transaction Balance Report ‘¥ u
State Account: New York Premium Tax
Run Date: 03/29/2011 08:45 AM Include entities with a zero balan
Total Balance: $1,294,954.12 3
Balance

Name Entity ID Type Entity ID Value

NAIC Company Code =3 50.00
FEIN $19,520.00
NAIC Cempany Code $6,854.12
NAIC Company Code $-500.00
NAIC Company Code $-500.00
NAIC Company Code 5-85,481.00
NAIC 5-54,515.00
NAIC 50.00
NAIC de $1,409,576.00
National Producer Number e 50.00

> Entity Transaction Balance

This page allows you to view the current balance for any Entity that has filed to your state. You may also view the
transactions that have led up to that balance within a date range.

To view the Transaction Balance for an Entity:
1. From the Transactions tab, click on the “Entity Balance” link.

2. Select the Entity from the “Select Filing Entity” dropdown.
3. Select the Transaction Date range.

Search
4. Click the L_b button.

In addition to viewing the Entity Transaction Balance as described above, users can view the Transaction Balance from
within a filing by clicking on the “View Entity Transaction Balance” link located in the upper right-hand corner.

Vime | s ili0 dtmmas meteem | seringemety of Phew _See e View Entitv Transaction Balance

NAIC Company Code: 42500
Group Code: 0253

FEIN: 23-225366%

State Of Domicile: New Jersey

Filing Year: 2010 Annually 1
@ Annually 1 Return to top

Assign | AmendFiling | Update Filing

|Fi|ing Information

All of the transactions submitted by the Entity to the state will list under “Entity Details.” To see the details of a
particular transaction, simply click on that transaction in the table.

e Transaction Date: Date and time the filing/transaction was submitted to the state.

e Transaction Description: If the transaction is system generated (a filing submitted by the industry) the
description will be filing information related to the transaction, i.e. year, filing period and filing type. If the
transaction was entered by the state (an offset or adjustment) the detail will be whatever data was entered by
the state user.
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Transaction Performed by: If the transaction was system generated (a filing submitted by the industry) “OPTins”
will appear. If the transaction was entered by a state user (an offset or adjustment) the name of the state user
will appear.

Transaction Amount: The amount of the specific transaction. The negative figure indicates payment toward the
overall tax liability.

Entity Balance: The sum of all of the transactions submitted within the chosen date range. The figure will show
as negative, indicating payment toward the total tax liability, until the state enters an offset or adjustment.
Transaction Notes: State users can enter notes on each transaction to keep track of the audit process. When

[

can add/edit/delete notes, regardless of who originally added the note.

there is a note on a transaction, the icon will appear. All users with the State Transaction Maintainer role

> Entering an Offset or Adjustment

All transactions submitted will show as a negative, indicating payment toward the Entity’s tax liability due, until the state

completes their audit and enters an offset or adjustment. Users with the State Transaction Maintainer role can enter an
offset or adjustment.

To enter an offset or adjustment:

1.
2.

3.

Select the Entity from the “Select Filing Entity” dropdown.
Select the Transaction Date range.

Search
Click on the [—b button.

All of the transactions submitted by the Entity to the state will list under “Entity Details.”

4.

[ Create Mew Transaction ]
Click on the button. The Entity name (based on the Entity chosen in Step 1) and

time/date stamp automatically populate.

Enter the Transaction Description, or why you are entering the Transaction. For example: “Adjustment,”
“Credit,” “Tax Liability Due,” etc.

Enter the Transaction Amount. This could be an overpayment due to the Entity or the total tax liability due
based on the audit, among other reasons.

Enter detailed information about the transaction in the Transaction Notes field.

vl

Click
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ni Entity Transaction Information ‘% T
Entity Name: — """
e Transaction Date:  06/06/2012 02:54 PM
Transaction Description: * |Ta.\' Liability
Transaction Performed By: Laura Jackson
L . e |
= Transaction Amount: 5| 0000.00
Transaction Notes: Tax liakbility due by entity. N
Save Cancel Lile
(4] | E— —— -.Z:.i.w

The Transaction entered by the state user will list under “Entity Details” and will offset any payments submitted by the
Entity. The Entity Balance and Balance Due will reflect the transaction entered by the state, indicating an overall figure
still due to the state by the Entity. **NOTE: Once a Transaction has been entered, it CANNOT be edited or deleted. If a
mistake was made, a separate Transaction must be entered to correct the entry.

Entity Name: i sl i b dn
NAIC Company Code: 372257

FEIN:

National Producer Number:

State of Domicile:  Chio

State 1D Number:

NAIC Group Code: e

Entity Details i
Entity Balance Amount: §4,519.00

Date Transaction Detail User Performed Amount Balance Notes
03/29/2011 10:56 AM Total Tax Liability Kelly McCumber £4,519.00 &
03/24/2011 08:52 AM 2011 Annually 1 Filing and Payment OPTins § -85,481.0 £ -85,481.00
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