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GENERAL INFORMATION

“B Print this manual by selecting File = Print, then click the OK button.
“B Use the controls at the bottom of the window to quickly scroll through the pages.

“B The Windows® close button is used throughout this manual as several functions open in a new
window.

“B Use the application’s navigation links and buttons rather than the browser’s buttons—especially
don’'t use the “Back” button on the browser when paying a fee.

“B Allow time for the application’s screens to fully load. This delay is most noticeable in the summary
screens, as there may be a lot of information to compile and display. Watch the browser activity
button; when it stops moving, the page is fully loaded.

“® Return to the ONLINE C€ Welcome page (main menu) from almost any screen by clicking the e
button, or the Home link in the top right corner of the screen.

“® IMPORTANT: SBS States can choose the features of ONLINE C€ that they wish to use. Therefore,
all the features described in this guide may or may not be available in your state.
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Help Desk Information

Please call the SBS Help Desk if you are having any problems
using this Internet application.

n Speak with a Help Desk analyst by calling 816/783-8990 between the hours
ﬂ of 8 a.m. to 5 p.m. Central time, Monday through Friday (except holidays).

Send an e-mail anytime to: sbshelp@naic.org. If the e-mail message is sent
to the Help Desk outside the times listed above, it will be answered the next
business day.

SBS System Requirements

= Intel® Pentium® Pro 200 MHz or higher processor and 128+ megabytes of
memory

& Microsoft® Windows® Operating Systems: Windows® 2000 or Windows®
XP

& Internet browser must be a 32-bit Internet browser such as Microsoft®
Internet Explorer 6.0 with Service Pack 1 installed

> Internet browser must be JavaScript™-enabled and set to accept cookies and
must accept Microsoft® ActiveX controls to view reports
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FEE PAYMENT INFORMATION

This set of instructions is generic to the application and appears when the state department of insurance charges
a fee for the completed process.

Fee Summary Page

vowsreo By @

Fig. 1 THENT
Fee Summary 00

ee Summary

button on the browser if you T ng Fes
need to have the fees itemized SBS Transaction Fee

: : Credit Card Fee $0.00
as shown in Figure 1 for your e 4250

records. This is the only page on

which the breakdown is shown. Credit Card Details

The Fee Summary page is first. This page itemizes the fees for performing certain functions such as adding a
course, and the total amount you must pay by credit card.

Click [ ®bliser=IeNpISIENEN to enter the credit card information.

click to search
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[ Credit Card Details Page

Fig. 2 Credit Card Details

Credit Card Details

Credit Card Mumber ™ | [ Card Type ™ | _Ea{-
Card Hulder Mame * | Amaunt (in §) [2.50 |

Billing Street Name™ |

Billing City * | _ Billing State I
Billing Country |United States . ﬂ Billing Zip Code ™ |
Ermail ¥ | Expiration Date = =

* Denotes Bequired Field

Having a Problem?

All fields are required*, but the Amount field is read only as it is pre-populated with the total amount from the
previous page, and the Billing Country field defaults to “United States.”

Click to continue.

Click to void the transaction and quit. Returns to the Fee Summary page, so just click 9
to return to the ONLINE C€ Welcome page and discard all forms.



|Credit Card Details Confirmation Page

Fig. 3 Credit Card Details Confirmation

Credit Card Mumber 5555555555555555

Halder Name Progressive Ins Co

Arnount F 250

Credit Card Type Ilaster Card

Street Address 123 Street Ave

Eansas City DE 98546

Country TTnited States

Email falkename @fakedomain. com

Expiry Date (mmfyyyy) 072008
ALL FEES ARE NON-REFUNDABLE AND WILL APPEAR AS A CHARGE FROM THE NAIC ON YOUR MONTHLY CREDIT CARD STATEMENT.
The Transaction is not final until you click the Process’ button.
Click the 'Back' button to change any information.
Do not click the ‘Process’ button more than once, on this page, or else it can result in duplicate payment.

=

This page just confirms the information input in the Credit Card Details page. Follow the directions and make note
of the information at the bottom of this page.

Click to process this transaction. Do not push this button more than once.

Click to go back one page and edit the credit card details.

click to search
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Success Screen

Fig. 4 Your record has been submitted successfully.

Dear PROGRESENE INS CO,

Thank you for using MAIC's State Based Systerns Continuing Education Provider services, offered
an hehalf of Insurance Department..

ALL FEES WILL APPEAR AS A CHARGE FROM THE NAIC ON YOUR MONTHLY CREDIT CARD STATEMENT.

Renewal Details for Provider and its courses finstructar licenses
Transaction reference number: 1420250

Card Number: }300000000AE100

Amount: 2.50

Authorization Number: v79F0B5B7 361

Transaction Date: 05/18/2007

Yourapplication has heen successfully submitted and is in pending status. Please contact the State £ District
Insurance Department with questions.

Click here to print application receipt

Close

The success screen consists of a letter with the pertinent transaction data and information, and a self-explanatory
link, Click here to print application receipt.

Click the Close link to close the application and exit.

Click 9 to return to the ONLINE C€ Welcome page.

click to search
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Return to this Welcome
page by clicking the Home
link in the upper right

corner.

click to search
table of contents

WELCOME PAGE

Fig. 5

SBS Web Site | SBS Online Services | HAIC Services | HIPR Services | Help

Home Logout

@nlinelContinuing'Education

REVTE v Commisiones

e = .ﬂ’.)y e S UL el sl o com ..:E\-;;.\f Jﬁ i \

ONLINECE
" Upload Course Roster File \ g Submit Course Application

a Input Course Roster Manually m] View Attendance Roster

—— ::
-_l;g View Course Completions ? Change Your Password
T

-t-:é'f View a CE Transcript

A .
= View Provider Summary

Q User Guide e Logout

Links at the top of the ONLINE C€ Welcome page feature one-click access to several key NAIC, SBS, or NIPR
Web sites and services.

SBS Web Site — Explore the various services available to the insurance industry through SBS. Click on the
Industry tab at the top of the SBS Home page to discover all the ways SBS can benefit you.
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SBS Online Services — Mouseover this menu item to display a list of states currently licensing SBS, then
hover on the state abbreviation to expand the list of SBS services available in that state. Click the service
name to go there.

NAIC Services — Mouseover this menu item to reveal two choices: the NAIC Web site (click on the Industry
link on the right-hand side of the NAIC Home page to access lots of information, resources, and tools) and
the NAIC Portal (search the NAIC or member department sites with a souped-up search engine). Choose
either for a wealth of information pertaining to the insurance industry.

NIPR Services — Go to the National Insurance Producer Registry Web site, or apply for (or renew) a
nonresident producer license.

Help — Click for information on how to contact the SBS Help Desk by telephone or e-mail for this NAIC
technology product.

This page is the main menu page for ONLINE C€. Simply click the picture for the function you wish to
perform.

The Having a Problem? link displays the contact information for the SBS Help Desk.

Fig. 6 SBS System Requirements

Intel® Pentiom® Pro 200 MHz or higher processor and 128+ megabytes of memory

Microsoft® Windows® Operating Systems: Windows® 2000 or Windows® XP

Internet browser must be Microsoft® Internet Explorer 6.0 Service Pack 1

Internet browser must be JavaScript™-enabled and set to accept cookdes and must accept Microsoft® ActiveX controls to view reports

Please call the SBS Help Desk 1f you are having any problems using this Internet apphcation.

s Speak with an SBS Help Desk analyst by calling 816-783-8990 between the hours of § am. to 5 p.m. Central time, Monday through
Friday (except holidays).

s Send an e-mail anytime to Help Desk If the e-mail message is sent to the Help Desk outside the times listed above. it will be answered
the next business dav.

The system may be inaccessible during routine maintenance between 12:00 midnight and 12:30am CST.

Close I

Click the Close button or close the window by clicking .
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}ﬁl SUBMIT COURSE APPLICATION

Click Submit Course Application to add a new course to the provider’s curriculum.

|Add New Course Page — Part A

Fig. 7 Add New Course 000

Provider Summary

Provider Number |

Provider Mame FROGRESSIVE INS CO
Provider Type Provvidear j

Courses
Click the 'Add Row' button to add a new course. To remove one or more of the newly added courses, click the Delete checkbox next to the desired course. You

cannot delete courses that have already been approved.
Delete Status Course  Course Num Course Name Course General Ethic Flood LTC Total Private?

Schedule Credits Credits Credits Credits Credits

Type

Press Submit to Continue

Provider Summary

Read-only information: Provider Number, Provider Name, and Provider Type.

Click | WAGLRzGVANE to add a new course.
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|Add New Course Page — Part B

Fig. 8

Course Details

Course Mumber I

Add New Course
Provider Summary
Provider Mumber I
Provider Mame FPROGRESSINE INS CO
Provider Type Frovider j

Is the course private?

Course Name™ ||

Life Accidernt And Health ﬂ

=
S L Accident And Health Only =

Course Type

hode Of Instruction IAtHome

General Credits I
Flood Credits I

Optional Exam r

Total Credits I

j Application Date™
Ethics Credits
Long Term Care Credits
Optional Exam Credits

Mationally Recognized Course

©00

r

| CL On-line Training facilitated) =]

Beropior
L —
—
A—

r

Courge Description |

View All Attachments)

Attachment Details

Click the '(Upload Attachment)' link to add a course synopsis, course syllabus or any other supporting documentation that pertains to this course.

{Upload Attachment)

File Description Attached B Attach Date

Provider Summary

Read-only information: Provider Number, Provider Name, and Provider Type.

12



Course Detalils

Course Number: Assigned by the system.
Is the course private? r : Click to add a checkmark to this box if the course is private.
Course Name*: Input the name of the course (required*).
Course Group*: Choose from those categories approved for this provider. Hold down the Control key [Ctrl] to
select more than one category (required®).
Course Type: Choose from: (CL= Classroom, SS = Self Study)

CL Online Training (facilitated)

CL Seminar/Workshop

Classroom

SS Correspondence

SS Online Training (self study)

SS Teleconference

SS Video/Audio/CD/DVD

SS Textbook Instruction

Application Date*: Read-only field displaying today’s date.

General/Ethics/Flood/Long-term Care Credits: Fill in the appropriate number of credits granted for successful
completion of this course.

Optional Exam r : Click to insert a checkmark in the box if there is an exam for the participant to take/not take,
depending on individual preference.

Optional Exam Credits: Enter the number of credits granted for successful completion of the optional exam.
Total Credits: Read-only field that totals from all the “credit” fields: General Credits, Ethics Credits, Flood Credits,
Long-term Care Credits, and Optional Exam Credits.

Nationally Registered Course r : Click to insert a checkmark if this is a nationally recognized course.

Course Description: Brief synopsis of what knowledge will be gained from taking this class. (200 characters
maximum)

click to search
table of contents
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Click the Upload Attachment link to add documents to this course, such as course descriptions, prerequisites, or
syllabus, for example. Any attachment (electronic file) must be in a state department of insurance approved format.

Add Attachment Information Page

Fig. 9 Add Attachment Information
Add Attachment
=
File Description I

taximum Description Limit- 200 Characters. Characters Left IEDEI
Attachment File || Browse... |

File Description: Required*. A succinct synopsis of the attachment and/or its pertinence to the course. (200
characters maximum—character counter below indicates how many characters can still be input)

Attachment File: Required*. Include the entire path to the file, or click the Browse button to select from your
available drives and directories. Browse and select as you would in Windows® Explorer.

Click to attach file to course.

Click to close the window and discard the form. Does not attach the file.

click to search
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Back at the Add New Course page, the new attachment is shown in table form as seen in Figure 10 below. Click on
the View icon ﬁjj to open the attached file.

Fig. 10 ~ oL

Add New Course e 9 0
Provider Summary
Provider Number I
Provider Mame PROGRESSIVE INS CO
Provider Type Provvider j

Course Details

Course Mumber I Iz the course private? |

Course Name™® |

Course Group™

Life Accident And Health = - — —
Accident And Health Onlyﬂ Course Type |CL Or-line Training (facilitated) J

Mode Of Instruction |At Home j Application Date™ IW
General Credits l— Ethics Credits I—
Flood Credits I— Long Term Care Credits I—
Optional Exam r Optional Exam Credits I—
Total Credits ID— Mationally Recognized Course [

Course Description I

Click the 'Upload Attachment)' link to add a course synopsis, course syllabus or any other supporting documentation that pertains to this course.

Wiew All Attachments) Attachment Details {Upload Attachment)
File Description Attached B Attach Date
FontTest.doc Fant test far testing attachment feature. Pravider Pravider 05182007 P

Click to add the new course onto the listing of courses on the Add Course Page — Part A.

15
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Fig. 11
9 Add New Course 00
Provider Summary
Provider Number |
PrDVIder Name PROGRESS|VE |NS CO ....................................
Provider Type Provider :1

Courses
Click the 'Add Row' button to add a new course. To remove one or more of the newly added courses, click the Delete checkbox next to the desired course. You
cannot delete courses that have already been approved.

S I Rt

Press Submit to Continue

The course is now ready for submission to the state insurance department for approval. Click the Add Row button
to add another course.

This is the only time you can delete the course. Once approved, it can not longer be deleted. To
delete the course before submitting, simply click in the first column labeled “Delete,” placing a
checkmark in the checkbox before clicking the Submit button. Only select those for deletion that
need to be deleted. All others are submitted.

Click to submit the course(s) for approval.

Fee payment instructions begin on page 5.

16
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[ Success Screen

Tor_choosing

EETRankyou
State Based Systems.

State Bas y Smart Busir

Your record has been submitted successfully.

CE Course Application

Dear BT Kloughn,

Thank you for using NAIC's State Based Systems Continuing Education Provider services, offered
on behalf of the Insurance Department..

‘four application has been successfully submitted and is in PENDING STATUS. Please contact the State / District
Insurance Departrnent with questions.

Provider Name: CKNEBIC
Provider 1D 11274

| Course Name [Total Credits
[Heatthy, Happy Clowns 4

Please Note:
ALL FEES WiLL AFFEAR AS A CHARGE FROM NAIC State Based Systems ON YOUR MONTHLY CREDIT CARD
STATEMENT.

CE Course Application Details

Transaction reference number: 001421314
Card Number: 333000000100
Amount: 2.58

Authorization Number: 010101
Transaction Date: 07/17/2007

Click here to print application receipt

Home
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4 | UPLOAD COURSE ROSTER FILE

First, create the upload file.

This file is a text-only file that has one header row, one trailer (end) row, and one or more student rows. The first
line must be the header, the last line (for each course) must be the trailer, and any number of student rows can
be inserted between these two. The file can contain more than one class roster, but each must follow the same
format.

In the following charts, the rows are explained in detail. The gray area of the chart are descriptive labels for the
chart only; the bold column headings are the field names of the row segments.

Header Record

B

click to search
table of contents

Note: There are five fields in this row, all of which are mandatory.

Completion
Field Record Type State Provider ID Course ID Date
Format Alpha Char (1) | Alpha Char (2) Number (6) Number (10) yyyymmdd
Constraint Mandatory Mandatory Mandatory Mandatory Mandatory
Sample H DE 123456 1234567 20070717
Explanation | Indicates that Standard two- Cannot upload Cannot upload Cannot upload
this is a header | letter state course without course without | course without
record. abbreviation. the provider ID the course ID the course
number. number. completion date.

EXAMPLE: H|DE|123456]1234567|20070717

18



! Student Record

Note: There are nine fields in each student’s row.

State
License License Course First Middle Last
Field Record Type | NPN Number SSN Class Credits Name Initial Name
Format Alpha Number Number Number Alpha Number Alpha Alpha Alpha
Char (1) (10) (10) (9) Char (3) (2) Char (40) Char (4) Char (40)
Constraint Mandatory Mandatory | Optional Optional Optional Optional Optional Optional Mandatory
Sample S 1234567 123456 123456789 PRO 08 or 20 ELLISON B or B. CAREY
Explanation | Indicates Cannot Not Not Not Credits Not Not Last name
that this upload required. required. required. awarded required. required. must match
is a student student are the last name of
record. without a maximum the student
valid for this associated
National course if with the NPN
Producer this field on this row.
Number. is left
blank.
Type in
the
number
of partial
credits
only.

EXAMPLE: S|1234567|123456|123456789|PRO|08|ELLISON|B|CAREY

click to search
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Trailer Record

Note: There are only two fields in the trailer (end) row.

Field Record Type Record Count
Format Alpha Char (1) Number (4)
Constraint Mandatory Mandatory
Sample T 23
Explanation | Indicates that Cannot upload
this is the trailer | the course
(ending) record. unless this

number exactly
matches the
number of
students in
this course
submission.

EXAMPLE: T|23

Create the table first (or import into table form from a database), then convert the table to text—automatically

separating the cells with the pipe character. This procedure inserts the correct number of pipe characters even if a
cell is blank; however, you need to remove the extra pipes at the end of the first and last rows (header and trailer
rows) as shown in the sample files below. There should not be any pipe characters after the last field in any of the

three types of rows.

Fig. 12 Microsoft® Word Table—Showing Gridlines

H DE 11274 25963 20070707

S 1234567 2 ELLISON B CAREY

S 7654321 JUDITH A MILLER

S 1234567 MARGUERITE BROOKS

S 7654321 FARNELL
click to search S 1234567 RAYMOND MANISCALCO
table of contents T 5




Fig. 13

Convert Table To Text X|

¥ Canvert nested tables

ok | cancel

The pipe character (also
referr(_ed to as a vertical line, or sample Files
a vertical bar, can be typed by . . . . .
using the key on the standard The following text file was created using the table on previous page, converting the table to
keyboard (Shift + \, located text usi_ng the pipe character (]) to separat_e the cells (see Figure 13), and then removing the
underneath the Backspace key) extra pipe characters from the end of the first and last rows. Note that not all of the columns
or by typing Alt + 124 if it's not are filled out in the table, and then note the result below when the table is converted to text.
on your keyboard.

Sample File 1

H|DE|11274]25963]|20070707
S|1234567||||02|ELLISON|B|CAREY
S]7654321][||]JUDITH]A|MILLER
S|1234567||||[MARGUERITE|[BROOKS
S]7654321]|]]]|FARNELL

S]1234567| ||| |JRAYMOND||MANISCALCO
T]0005

Any number of courses can be included in a single file, simply append the next course to
the first one by starting with a new header row on the line following the trailer row from the
previous one as in Sample File 2, next page.

click to search
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Sample File 2
H|DE|11274|25963]20070707

S|1234567||||02|ELLISON|B|CAREY
S]7654321|[||]JUDITH]A|MILLER
S|1234567||||[MARGUERITE||[BROOKS
S|7654321][||]]]FARNELL
S|1234567|||||RAYMOND||MANISCALCO
T|5

H|DE|11274]26359]20070717
S|1234567||||02|ELLISON|B|CAREY
S]7654321|[||]JUDITH]A|MILLER
S|1234567||||[MARGUERITE||[BROOKS
S|7654321][||]]]FARNELL

T|4

H|DE|11274]59236]20070710
S|1234567||||02|ELLISON|B|CAREY
S]7654321|[||]JUDITH]A|MILLER
S|1234567||||[MARGUERITE||[BROOKS
S|7654321][||]]]FARNELL
S|1234567|||||RAYMOND||MANISCALCO
T|5

This file can be created in Notepad, or any other word processing program. Tables can be created in word
processing programs; however, Notepad or Wordpad doesn’t provide this function.

Finally, save the file in a plain text/text-only (.txt) format or type on a drive/storage media that is accessible to
your computer. In the next step, you will be browsing through files to choose this file for uploading.

Save as type: Plain Text (*.txt)

click to search
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Next, let's upload the file.

Click the Upload Course Roster menu item on the Welcome page.

|Attach Course Roster File Page

Fig. 14

Attach Course Roster File

Use the Browse button to locate the file that contains your course rosters.

File| ||

You may submit multiple course rosters in one file with each course being separated by the appropriate Header and Trailer records.
Click the link to view/download a Sample File with optional items shown in parens ().

Attach Course Roster File

Insert the file name (and its complete path, for example: c¢:\My Documents\Upload\completion-12-17-06.txt)
where “completion-12-17-06.txt” is the file that has been created for the upload, or click the Browse... button to
search for the file to insert.

23
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=3 Test Data Files

Select the file and click o= ] .

Fig. 16

Attach Course Roster File

Use the Browse button to locate the file that contains your course rosters.

F]Ie] c:hdatahsbs-onlinece'test data files\testd tut

*fou may submit multiple course rosters in one file with each course being separated by the appropriate Header and Trailer records
Click the link to view/download a Sample File with optional items shown in parens ().

Once the whole filename/path is populated on the Attach Course Roster File page:

Click to continue.

Click to go back to the home page and cancel the upload.

24



|Course Roster Upload Results Page

Fig. 17 Course Roster Upload Results
‘ Provider 1D Course ID ‘ Course Hame ‘ Corgzltitinn | ‘ ‘ | ‘ Error Delete?
| | AIC 36 20070110 | | | | | I
‘N_F'N Lic. Mbr ‘SSN_ ‘Lic.-CIass. Credit [First Name m[;e Last Mame ‘ ‘
| 1234567 | | | B E lsalBERS | [=
11234567 | | | [ [PeErrY | laalGasrD | [=
11234567 | | | | ek | pasen | [=
‘ Provider ID Course ID ‘ Course Hame Corg[;ltt:tion | ‘ | ‘ Error Delete?
| [cLAIM BASICS ooeotto [ | | | [=
}N,F'N Lic. Mbr ‘S‘SN Lic. Class. Cradit First Name Rlﬂ;?';\e. Last Nama ‘ ‘
[234567 [asTrupG | Sludert ] d NEN
‘ 1 234567 ‘ ‘ ‘ | ‘DAMELLE ‘ |MSTRUPG mt:tcir:t ast name an not r
11234567 | | TERESA L [BBAS | o
11234567 | | | | meEas | =
(1234567 | | | | lREEsE | laBBE | [=i

[ suomit I Home |

Upload Results

If there are any errors in the data file (in this example, the last name is misspelled and doesn’t match the last
name on file for the NPN), the row on which the error occurs is highlighted in yellow, and the error is detailed in
the Error column. The data can be corrected here without having to go back and edit the original text file. Simply
put the cursor into the applicable white box and make the correction. When the Submit button is clicked, the data
is corrected.
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The row(s) can also be deleted from this screen. Simply click in the last column (checkbox) to place a checkmark
in the box. When the Submit button is clicked, the row(s) selected in this manner are deleted. Make sure you
absolutely want to delete the row as there is no second chance or “Are you sure?” message.

The multiple course upload feature shows two courses in this particular file, each in a separate table. The number
of courses that can be uploaded is limitless and is considered a single submission with one Transaction ID number.
(More about the Transaction ID later.)

Check this page carefully, correct any errors, then...

Click to continue.

Click to return to the Home page and discard the upload.
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Course Roster Fee Summary Page

Credit Card Detalls

This chart summarizes the student count, the total credits and the total amount being charged for this upload
itemized by course. The grand total is the fee charged in dollars.

Click |SEEiRe=ICRPEIENEN to pay the fee.
Click to close the application and discard this submission.

Fee payment instructions begin on page 5.

27



click to search
table of contents

Success Screen

Fig. 20

Dear INSURAMCE,

Thank you for using MAIC's State Based Systems Continuing Education Provider senvices, offered
on behalf of Insurance Division.

[ Courseld | Student Count | Total Credits | Fee Amount

314588 3.0 8.0 §75.00
38641 4.0 400 $40.00
Roster Fee Tatal §118.00

Miscella Fees $0.00
Credit : $0.00
(Grand Total B118.00

ALL FEES WILL APPEAR AS A CHARGE FROM THE NAIC ON YOUR MONTHLY CREDIT CARD STATEMENT.

Course Roster Upload Detail

Transaction reference number: 33581595
Card Number: }300000000RE100
Amount: $118

Authorization Number: %19F0DS5ES7 A
Transaction Date: 01/24,/20058

‘four rosters have been successfully uploaded (Transaction Id: 33651%5). Please contact the State / District
Insurance Department with guestions.

Click here to print application receipt

Home
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After the fee is paid successfully, this page displays with all of the information pertinent to this upload. Click

the Click here to print application receipt link at the bottom of the page to print this page for your records. A
combination confirmation of upload and receipt (Figure 21) is simultaneously sent to the e-mail address entered
on the Credit Card Details page.

Click the Close link to close the application.

Click 9 (top right) to return to the Welcome page.

Fig. 21

SDS State Based Sys%gsﬁ%

State Based Syste mart Bu:

Course Roster Upload

@ SBS Home Page
» Online Licenses Serices| Dear BT Kloughn,
Online Resident
. w Thank you for using NAIC's State Based Systems. For infarmation
about other services offerad through SBS please visit
@ Renew Your Resident http: fAwww, statel SSSamsiom
License -
@ Licensee Lookc Course Id__ |Student Count Total Credits|Total $ Amount
25963 G0 8.0 8.0
2E545 4.0 6.0 6.0
Roster Fee Total 24.0
Other Fee Total 0.0
Grand Total 24.0
Please Note:

ALL FEES WILL APPEAR AZ A CHARGE FRONM NAIC State
Based Systems ON YOUR MONTHLY CREDIT CARD
STATEMENT.

Course Roster Upload Details
Transaction reference number: 001421325
Card Number: X005 101

Amount: $24

Autharization Mumber: 010101
Transaction Date: 07/17/2007

Notice
This is a post-only mailing. Please do not respond to this email
Please ignore this message if you did not perform Course Roster

Upload transaction and someone has mistakenly entered your
ernail address when submitting this transaction

Sent From: http:/fshs-de-int.naic. org!

click to search
table of contents




&
Click here to see an example
of the Course Completions by
Licensee report in Appendix 4,

page 47.

click to search
table of contents

“Z| VIEW COURSE COMPLETIONS

Use this menu item to see a report for a single licensee’s completed courses.

| Course Completions by Licensee Page

Fig. 22
Course Completions by Licensee

Course Completions by Licensee

NPH: | License Number:

Enter the National Producer Number or the License Number, then press the SEARCH button to see the courses completed by the Licensee.

Course Completions by Licensee

Enter the National Producer Number (NPN) or the License Number for a licensee.

Click to load the report.

Click to blank the fields and start over.
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R| INPUT COURSE ROSTER MANUALLY

|Course Roster Data Entry and Update Page

Fig. 23

czaurseluu um rber' _ ]— {@iﬁ%fﬁﬁm agm@ﬁfngg ﬁa@aﬁéw W?W@WWWS‘?}
Course Completion Date: | EE'
Number of Attendees: |

Input the Course Number in the first text field. If unknown, click the magnifying glass icon to search for a
course.

Course Search Page

Fig. 24 Course Search 00
Course ID I—

Course Narme |

Course Type IAII |

Course Group IAII j

Enter the Course ID or Course Name if known. To view a list of all courses for this provider, leave those two
fields blank.

Select a Course Type and/or a Course Group from the dropdown boxes for these two fields, or do nothing to
leave them at the default of All to see all courses for this provider.

Click to execute the search.

click to search
table of contents




Fig. 25 Course Search e e e

Course ID I
Course Mame |
Course Type |AII =
Course Group |AII =
Search Result
Course Ethic Credits
25963 Clown Accident Prevention

& 4]

1to 1 of 1 Record(s)

Configure your search result

Search Result

Results of the search are displayed in table form under the criteria selection field. Do a more/less refined
search, if desired, without leaving the page.

Select the course by clicking anywhere in the row of the desired course. The row turns light blue when
selected, then click the OK button. The Course Search page then closes and the system populates the selected
course number into its proper field.

Enter the Course Completion Date in mm/dd/yyyy format or select the date from a pop-up calendar by clicking @

Enter the number of attendees on your roster that you are inputting this session.

Click :

click to search
table of contents
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Click here

B

&
to see an example of
the Course Participants report in
Appendix 1, page 44.

click to search
table of contents

Fig. 26

Course Number: [25383 (Click the magnifying glass to search for a course)
Course Name: Clown Accident Prevention  Course Attendee Detail :

Course Completion Date: |D?,'1 8/2007
Number of Attendees: f

Input a License Number, National Producer Number, or Social Security Number {one student per numbered row) for each
attendee. Only one of the three numbers is required.

Once you have entered all attendees, click the Submit button to continue.

License Number National Producer Number Social Security Number

| |
| |
3| | |
| |
| |
Submit I Reset | Add Row | Delete Row |

The Course Name is now displayed in read-only format, and there is a Course Attendee Detail link beside it. Click
this link to view a report of previously entered/uploaded attendees.

The number of rows specified in the Number of Attendees box then displays below the criteria boxes, and is now
ready for input of the data.

Enter either a License Number, National Producer Number, or the Social Security Number for each attendee. Only
one of the three numbers is required™ for each row as shown in Figure 27 below.

Fig. 27

Input a License Number, National Producer Number, or Social Security Number (one student per numbered row] for each
attendee. Only one of the three numbers is required.

Once you have entered all attendees, click the Submit button to continue.

License Number National Producer Number Social Security Number
5555855 [ [
[4444444 [

[ [ [545545454
f f f

SN TR N —

33



Once you have entered a number, you cannot enter a number in either of the two remaining boxes in that row. If
you have entered the number in an incorrect field, you must first delete the incorrect one, then input the number
into the correct field.

Click to continue.

Click to blank all the input fields and begin again.

Click to add additional rows—one at a time—for more attendees.

Click to delete any unused rows at the bottom of the form.

| Data Verification Page

Next is a screen with the newly inputted attendee list in a read-only table. Verify that all attendees were input

correctly.
Fig. 28
| screen.
License Number National Producer Number Name
0123123 1231231 GEORGE FARMELL
0123123 1231231 JASOMN MOSHER
0123123 1231231 MARY RYLEE
0123123 1231231 AMTHOMNY ZANW ARELLI
0123123 1231231 RAYMOMND MANSCALCO
0123123 1231231 THOMAS MUNLEY
0123123 1231231 DARLENE WILKINS
0123123 1231231 MARGLUERITE BROOKS
0123123 1231231 JUDITH MILLER
0123123 1231231 TED DREWY
e

click to search
table of contents




Click to go back to the input screen and correct/add attendees.

Click to add these attendees permanently to the roster.

Success Screen

Fig. 29

The success screen displays a message and three links.
Return to Home Menu link returns the user to the ONLINE C€ Welcome page.

Course Roster Data Entry and Update Screen link returns the user to the initial roster entry screen (as shown
in Figure 22, page 30) to add/update a roster for another course.

Course Attendee Detail link displays a printable report of the attendees that were just added to the roster.

click to search
table of contents
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Print the report by using the
browser’s print button/menu
selection, or use Ctrl + P to
print from the Print dialog box.

&
Click here to see an example
of the Course Locator report in
Appendix 3, page 46.

click to search
table of contents

VIEW ATTENDANCE ROSTER

Click the Course Attendance Roster Report menu item on the ONLINE C€ Welcome page.

| Course Locator Page

Fig. 30 Course Locator

Course Locator

Transaction ID: I

Course Locator

Enter the Transaction ID from either the upload Success Screen (Figure 20, page 28) or the confirmation/receipt
e-mail (Figure 21, page 29) from an upload session.

Click to blank the Transaction ID number field and begin again.

Click to retrieve the report.

| Course Roster Locator Report

The header for this report shows the Report Date, the Total Number of Courses, and the Transaction ID number of
this submission.

The report contains the list of licensees with course completions uploaded, the course name and ID, the course
type, the date the course was taken, and the date the course was banked (uploaded).

Close the report by clicking .
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click to search
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VIEW PROVIDER SUMMARY

Click the View Provider Summary button on the ONLINE C€ Welcome page to view a read-only summary of the
information on file with the state insurance department.

[ Provider Summary Page

 ProviderNumber  EffectveDate  Staws
} : Approved

ACADEMIC CE

Country: UNITED STATES Country: UNITED STATES
Phone: Phone:

Ext:

FAX:

This section details the information on file about a provider such as: Provider Name, Provider Number, Effective
Date, Status, and the Business/Mailing Addresses.

This section contains a list of the contacts (designates) for the provider.

Fig. 32

D BT s P A M Ay 2 e
BEMMY ELLIS Contact Yag
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of approximately ,
when this page is first accessed,
the groups are collapsed. The
courses are listed in alphabetical
order.

click to search
table of contents

Fig. 33

Course Mumber: | I (Chick the magnifiying glass to search for a course)

Courses starting with A BASIC ESTATE PLANNING CURSE FOR EVERYONE
Courses starting with THE FAIR PLAN GENERAL RULES & UNDERWRITING

Type in the course number or click on the magnifying glass to search for the course number.

Click on the box at the far left of the course name to expand this category of courses as shown in Figure 34
below. Courses are listed alphabetically, and do not necessarily begin with the words as stated. This is structured
as such to reduce the amount of space taken on the page with course names. Collaspe the group by clicking the
same box, now displaying a[-].

Fig. 34

Course Number- I (Click the magnifying glass to search for a course]

= Courses starting with COMMERCIAL LINES CHANGES
COMMERCIAL LINES

CHANGES 08/16/1985 1824 Pe 3.0 00 00 0.0 Public |
E & O LOSS PREVENTION 02/01/1994 8548 PC 40 00 00 0.0 Public. @
ERRORS & OMISSIONS : : : o
MOCK TRIAL 08/15/1995 9448 PC 3.0 00 00 0.0 Public o
PERSONAL LINES HOT : i : : o
SPOTS 08/15/1995 1823 PC 3.0 00 00 0.0 Public m

Any attachments to this course, such as the syllabus, can be viewed by clicking the paper clip icon in the last
column. If the icon is gray as shown above, there is no attachment.
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This section lists the approved instructors for this provider. The table displays the instructor’s name, ID number,
and status—approved, for example.

Fig. 36

Mo Fee Information Found

This section lists read-only information shown by the column headings for any fees paid by the provider to SBS or
to the state insurance department.
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Click here to view a sample
of the Continuing Education
Transcript in Appendix 5, page

48.

click to search
table of contents

/| VIEW A CE TRANSCRIPT

Click the View a CE Transcript button on the ONLINE C€ Welcome page.

| CE Transcript Search Page

Fig. 37

CE Transcript Search
Enter the National Producer Number or the License Number, then press the SEARCH button to see the courses completed by the Licensee.

If vou do not know the NPN or state License Number, click here to find it.

NPN: License Number: I

CE Transcript Search 9 97 i

CE Transcript Search

Input the National Producer Number (NPN) or License Number of the licensee.

Click to retrieve the transcript.

Click to erase the number field and begin again.

To search for an NPN or license number, see next page.
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To search for an NPN or license number, click the “click here” link as shown in Figure 37, previous page. The

Licensee Look-Up page displays.

Licensee Lookup Page

Business Entity Name*
FEIN:

DBA/Trade Mame*:

Is Resident?:

License Type:

License Status:

Line of Authority:
License Mumber:
National Producer Mumber:
Business Address City:
Business Address State:

Business Address ZIP:

Sort By:

Fig. 38

Licensee Type: Im
First Mame*: |h0||y

Middle Name: |

Last Name®: |smn‘h

Suffix: I—

|
|
|
[ai =

I Active

B E

5

| Cne or more License Numbers separated by commas.

| One or more National Producer Numbers separated by comtmas.

e

|
—

|LaslName _ﬂ

“If less than 3 characters are enterad exact search s used, otherwise a starts-with search 1z used.

Search by name, license type, license status, line of authority, or DBA trade name to name a few (see Figure 38

above).
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and drag until the entire number is
highlighted as shown in Figure 39.
Hold down the Ctrl key as you press
the letter C to copy.

TO PASTE this number into the CE
Transcript Search form, exit from the
look-up results, click in the proper
text input box (NPN or license
number), and hold down the Ctrl
key as you press the letter V.

click to search
table of contents

The results display in a report format (opens in a new window).

Jot down the NPN or license number of the desired licensee to then input on the CE Transcript search form, or
highlight and copy it for pasting in the input box once you've gone back to the CE Transcript Search form.

Fig. 39

* Indicates those agents which have branch offices. Click the link to view.

To view active Company Appointments, click the Licensee’'s Name.

Look-Up Results
e Business
License Res License Sze LOLs (Effective Expiration 28 Business
Cen : n Name i
Number NEH el L Type (Status Date) Date et Tk Fhone
for Appt) Date) State,
ZIP
MALFORD (30D 422-
0110202 ¥ LARRY § SMITH PRODUCER  |AcThvE 1) LIFEQ12/04/2001) 021292012 DE, 4662
10963 =
SMYRNA -
T i 2 2 i
0ssess  |73EESIE | Y S LML PRODUCER  [Iactive  [o0 1O ASSIGNED 02202004 DE, L0269
X 212003) e 3373
\ILFORD EEEY
0112515 7346299 ¥ JEBORAZA PRODUCER  [EXFIRED 1) LIFE(05/10/2001) 0228/2010 DE, D
SMITH - 6194
19963
SFATRNRD
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ﬂ CHANGE YOUR PASSWORD

Click the Change Your Password button on the ONLINE C€ Welcome page.

[ Change Password Page

Fig. 40

Old Password *

Mew Password *

Confirm Password *

oo Il e

Press Submit to Continue

Password is case sensitive, and must be at least seven letters or numbers in length (or a combination thereof).

If you forget your password, click the Forgot Your Password? link on the ONLINE C€ login page.
After the User Name is verified, your password is confidentially e-mailed to you.

Type in the Old Password, New Password, and Confirm (new) Password, all of which are required*.
Click to save the new password. A success screen displays when finished.
Click to blank the inputted fields and begin again.

Click to return to the ONLINE C€ Welcome page and discard the form.
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Appendix 1

: Partici -

Course Participants
Report Date: January 24, 2005
Total Number of Courses = 1

Selected Criteria

Course ID(s) = 31458 Course Status =

Course Name = Course Group =

Course Type = Sort By = Course Name

Application Date From = Approval Date From =

Application Date To = Approval Date To =

Taken Date From = Taken Date To =

Course License Date

D Course Type Course Name NPN Humber Licensee Hame Date Taken @ Posted

31488 |Classroom AlC 36 PAMELA J AALBERS 01402007 |01/24/2008
FPERRY B AALGAARD 01/410/2007  |01,/24/2008
MARK J AASEN 014102007 |01/24/2008
DOMMA J KERSTING 11/08/2006 | 12A12/2006
NICK W ROGERS 110872006 | 12A12/2006

back to Input/Update
Course Roster

click to search
table of contents
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Appendix 2
Provider Summary Page

COLLEEN MCARDELL

back to View
Provider Summary

click to search
table of contents

Designation  Phone  EMal  Prmany?
[ onkact 04624 colleen meardell@cfpedy R
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Appendix 3
Course Locator Report

Course Roster Locator
Report Date: January 24, 2003
Total Humber of Courses = 2

Selected Criteria
Transaction ID =
Course License Banked
1D Course Type Course Name NPN Number Licensee Name Date Taken On

31488 |Classroom AlC 36 MARK, AASEN 011052007 |01/24/72008
31488 |Classroom AlC 36 PAMELA, AALBERS 011052007 |01/24/2008
31485 |Classroom AlC 36 FERRY, AALGAARD 011042007 |01/24/2008
38641 | Classroom CLAIM BASICS DAMIELLE, AASTRUP GROH 01/10/2008  |01/24/2008
38641 |Classroom CLAIM BASICS DANMY, ABBAS 01/10/2008  |01/24/2008
38641 |Classroom CLAIM BASICS REESE, ABBE 0110420058 |01/24/2008
38641 | Classroom CLAIM BASICS TERESA, ABBAS 01/10/2008  |01/24/72008

back to Course
Attendance Roster Report

click to search
table of contents
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Appendix 4
letions by Li

Course Completions For Josephine L. Icensee

Report Date: January 24, 2005 NPHN: License Numhber
Date Course Course Course Provider Provider General | Ethic | Flood | LTC
Taken Type Group D Course Hame 1D Name Credits |Credits Credits Credits
1140172007 | S5 On-line Training Froperty Casualty 24030 | OCEAN MARINE 540 | 360TRAINING. COM INC 8.0 oo 0.o oo
(=elf study) INSURANCE
10/0272007 Classroom Froperty Casualty A45 | QUALITY UNDERWRITING 854 |PROGRESSIVE INS 3.0 0o 0.0 oo
co
050272007 CL Ethics Flood Life 28679 2007 NAIFA DELAWARE 16|DE ASSO0CIATION OF 3.0 1.0 1.0 1.0
Seminar®orkshop) Accident And CAREER CONFERENCE LIFE UNDERWRITERS
Health Long Term
Care Property Casualty
031972007 cL Life Accident And Health | 24177 | MAXIMIZING YOUR 42 |AMERICAN COLLEGE 12.0 0o 0.o oo
Seminar®arkshap) COMMURNICATIONS
STRATEGY
0142372007 cL Life Accident And Health | 24153 | DELAWARE 75|30C OF FINAMCIAL 1.0 oo 0.0 0o
Seminar®orkshop) ADVANTAGED WEALTH SERYICE FPROF DE
o MANAGEMENT CHAPTER
VVVVVYVVVVVVYVVVWVVVYVVVYYYVYYVYYYVedited, for lengthvvvvwvvwvvyvvyVVVVYVVVYVYVVVVVVYVVVVYVVVYVVVVY,
Seminar®arkshop) COMMUNICATIONS
STRATEGY
0142372007 cL Life Accident And Health | 24159 | DELAWYARE 75|30C OF FINAMCIAL 1.0 0o 0o 0o
Seminar®aorkshop) ADVANTAGED WEALTH SERYICE PROF DE
MANAGEMENT CHAPTER
STRATEGIES FOR 2007
1142172006 CL Life Accident And 22251 | TAX UPDATE AND YEAR 75|30C OF FINAMCIAL 1.0 0o 0o 0o
Seminar®arkshop) Health Accident And EMD PLANMING SERWICE PROF DE
Health Only CHARTER
11416/2006 CL Life Accident And 21534 |CURRENT ISSUES IM 16|DE ASSOCIATION OF 0o 20 0o 0o
Seminar®orkshop) Health Ethics FINAMCIAL PLANMING LIFE UNDERWRITERS
ETHICS
1041772006 cL Life Accident And Health | 21772|SPECIAL NEEDS TRUSTS 75|30C OF FINAMCIAL 20 0o 0o oo
Seminar®orkshop) & OTHER ESTATE SERVICE PROF DE
PLAMMING [SSUES CHAPTER
0541972006 cL Life Accident And Health | 21124 |REVERSE MORTGAGES 75|30C OF FINAMCIAL 1.0 0o 0o 0o
Seminar®arkshop) SERWICE PROF DE
CHAPTER
0541372006 cL Life Accident And Health | 21091 |THE ROLE OF LIFE 121 [NEW CASTLE 1.0 n.o 0o 0o
Seminartorkshop) INSURAMCE M RIA COUNTY AIFA ASOC
STRETCH-OUT PLAMMNER EXECUTIVE
050272006 cL Life Accident And 18757 | 2006 MNAIFA DE CAREER 16 |DE ASSOCIATION OF a0 1.0 0o 0o
Seminar®orkshop) | Health Ethics Long Term COMFEREMCE LIFE UNDERWRITERS
Care
04,/20/2006 cL Life Accident And Health | 18534 | AN OVERWIEW OF THE 121 |[NEW CASTLE 1.0 0o 0o 0o
Seminar®orkshop) DELAWARE FRAUD COUNTY AlFA ASOC
BUREAL EXECUTIVE
04/18/2006 cL Life Accident And Health | 18611|THE CHANGING 75|S0C OF FINAMCIAL 1.0 0o 0o 0o
Seminar®orkshop) DYNAMICS OF ASSET SERYICE PROF DE
ALLOCATION CHAFTER
04/01/2006| 55 Correspondence Ethics 7A10|ESSENTIALS OF LONG 42 |AMERICAN COLLEGE 11.0 40 0o 0o
TERM CARE LUTC 255
Total Credits by Licensee a0.0 8.0 1.0 1.0

back to Course
Completions by Licensee

=

click to search
table of contents

47



Appendix 5

Insurance Department Continuing Education Transcript
HOLLY SMITH License Number: 0113522
MNational Producer Number: 2025111
Date of Birth:
License Type Authority Description Status License Expiration Date | CE Compliance Period | Date Compliance Met CE Required
PRODUCER VARIABLE ANNUITY Active 02/29/2012 03/01/2010 - 02/29/2012 Mot Compliant 210 GEN
LIFE 30ETH
HEALTH
COURSES TAKEN DURING THE CURRENT COMPLIANCE PERIOD
PRODUCER CE Compliance Period: 03/01/2010 - 02/29/2012
Date Course Course Total Credits Ethics Credits License Course Date Provider Provider
Taken 1D Name Banked Banked Type Group Banked 1D Name
Carryover from prior period {5 maximum) 5.0 0.0
Total Credits by Licensee 5.0 0.0

COURSES TAKEN PRIOR TO THE CURRENT COMPLIANCE PERIOD: 03/01/2008 - 02/28/2010

Total Ethics
Date |Course Course Credits Credits |License| Course Date  |Provider Provider
Taken 1D Name Banked Banked Type Group | Banked 1D Name
02/17/2010| 2939 PRINCIPLES OF WELATH MANAGEMENT 6.0 0.0 Life/Health|05/07/2010 737|WEBCE
02/17/2010| 32598 ETHICS FOR PRODUCERS: CASES AND 3.0 30 Ethics 05/07/2010 737|WEBCE
COMMENTS

back to View a CE Transcript

click to search
table of contents
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BBS ONLINE Ce —QuikStart

How to Report Continuing Education Course Credits
to the Alaska Division of Insurance

There are two methods of processing rosters, the File Transfer method—best for large volume rosters—
and the Input Course Roster method, which works great for classes with smaller student participation, or

for adding one or more students to an existing roster.

Both of the course roster processing methods happen in real time—no delay in posting. Go to https://sbs-

ak.naic.org/Lion-Web/jsp/login/ext_provider_login.jsp. On the Welcome page, once you have logged in, is
a link to the Users Guide. Use the page numbers listed here to find the complete instructions.

File Transfer

Use for larger course rosters, or to upload multiple
course rosters in a single file.

' Upload Course Roster File I

Create upload file, save as Plain Text (*.txt)
format.|(page 18)

Login to SBS OnlineCE, using the URL above,
and the User Name and Password assigned to
you.

Click Ugload Course Roster File.

Click the Browse... button to locate the upload
file.
-search for file as if opening a document.
-select the file (click to highlight) and click
Open.

Click Submit button.[(page 24)]

Roster(s) display in table form, and if any
errors, correct them before proceeding. [(page]

Click Submit.
Course Roster Fee Summary.

-summarizes uploaded file
-begins fee payment, click Credit Card

Details button.

Print transaction summary and receipt.

Go back to the Welcome page via the Home
button.

View/Print a report of the students/courses
added in this session by clicking the View
Attendance Roster menu item, enter the
transaction ID, and click the Submit button.

Input Course Roster

Use for small course rosters and for adding
students to an existing roster.

Sl_} Input Course Roster Manually

Login to SBS OnlineCE, using the URL above,
and the User Name and Password assigned to
you.

Click Input Course Roster Manually.

Enter the course number (or search for it),
enter the course completion date, and enter

the number of attendees.
Click OK.|l(pgge _32)]

Input the student’s License Number, National
Producer Number, or Social Security Number.

Click Submit.

Verify all data input on this summary screen,
then click Edit to go back, or click Submit to

continue. [pgge 341
Pay fees.
Print transaction summary and receipt.
On the Success Screen, click the Course

Attendee Detail link to view/print a report of
the students that have completed this course.

[l2age 350

If you have a question about this process,
call the SBS Help Desk. The contact
information is:
Phone: 816/783-8990
E-mail: sbshelp@naic.org
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