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OVERVIEW

This user documentation is designed to assist a Surplus Lines Broker in navigating the
Kentucky eServices portal. Below is aby-topic document to assist in the navigation of

your account.

LOGGING IN

To access the system, proceed to the Kentucky Department of Insurance (KDOI) website

at:

http://insurance.ky.gov/ppc/new default.aspx

HOW DO 1?7

choices, and ensures Kentuckians are treated fairly in the marketplace

Contact us at 502-564-3630 or click here for mare contact information CIICk e%rVI ces here-
Consumers Licensees Insurers eServices <emmmmmd
Contact the Department of Insurance

LATEST NEWS QUICK LINKS

The following screen will display:



To access eServices, click here:

“for user credentials (ID and password) and login functionality. click here for more information on KOG.

= Received an Email Invitation
= Individuals with Permission Issue

|9, Your Username and Password will net work. You have to register by clicking on Create Account.

-k below to Request a new role, or Add Click below only if you have successfully created an account
new Entities OR with Kentucky Online Gateway (KOG).
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Enter your broker-specific Username and Password here:

Which will grant access to eServices.

IMPORTANT!!:

The Username and Password must be broker-specific. The Agency (Business Entity)
Username and Password will not work!!

IMPORTANT!!:

If you do not remember your Username and Password contact the Kentucky Online
Gateway (KOG) by clicking here:



Aention ¢ Services Users

2Senices has rarsmonsd b the Kenhucky Onine Gateway (KOG for user credemiils (ID 2nd passennt) and kgin frctionalty. chcs hers or more information on KOG,

Accoum Ssup Iriiructlions - Please Resd
* Business Enilies = Recaied am Emal imiation
= Insurars = Indiwiduals wilh Permission kssue
= Individuas
= COnSumers

M you have orexied an account before September 23rd 2018, Your Username and Password will ned work. You have to register by clicking on Create Accouni

el bk 10 Craale & KOG elorices Cllick: b | Rqusest & fosw raka, o And Click, b oy I pou harsd succasshuly srasied an ace
accauni oR = Enfiies oR wilhs Bephucky Cinline Galewary (HO0G]

If you haven’t set up an account, click here to do so:

Aention ¢ Services Users

2Senices has rarsmonsd b the Kenhucky Onine Gateway (KOG for user credemiils (ID 2nd passennt) and kgin frctionalty. chcs hers or more information on KOG,

Accoum Ssup Iriiructlions - Please Resd

* Business Enilies = Recaied am Emal imiation

= Insurers = Individuas wilth Permission issue
= Individuas

= COnSumers

M you have orexied an account before September 23rd 2018, Your Username and Password will ned work. You have to register by clicking on Create Accouni

el bk 0 Gl & KDG eSomices Click: boboss | Fioquerst & fow ra, oF Ard Click bioss oy if you hard Successiuly eaaled on ace
oR will Eenhucky Dmlien Galeway (HOG]
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FILING AN AFFIDAVIT IN eSERVICES

The system provides two ways to pass Surplus Lines Affidavits to the KDOI:

- Singleentry
- Batch Entry

FILING A SINGLE ENTRY AFFIDAVIT RECORD INTO eSERVICES

To fileasingle affidavit, first access eServices as shown previoudly.

Oncein, the following screen will display:

NOTE:

As this screenshot is taken from atraining environment, not all roles above will display
for a broker.



To load one affidavit, click here:

i Examination License Renewal
* Scheduling and Invoice
Rescheduling
n
aj Report Insurance —
po Surplus Lines Affidavit
Fraud

ne)

(")

Declare you are filing asingle affidavit by clicking here:



Next, enter the data as shown in the following:

SURPLUS LINES AFFIDAVITS
Answer the question

Are you affiiated vith a Business Entity OvYes ® Mo regarding affiliation
Enter the Business Entity Name G (agency) here.

Contact Information

First Name Last Mame Middle Name
John Doe
Address Line1 Address Line2
215 East Main
Zip Code: City State
40601 FRAMKFORT Ky
Phone Phone Extension Fax Fax Extension
0278252395
Email

Ensure your contact information is accurate here:

SURPLUS LINES AFFIDAVITS

Are you affiiated with a Business Enfity O Yes ® No

Enter the Business Entity Name

Contact Information

First Mame Last Mame: Middle Name
John Doe
Address Line1 Address Line2
215 East Main
40601 FRAMKFORT Ky
Phone Phone Extension Fax Fax Extension
5027825295
Email

£ ‘-'—1 Then dlick “submit” .

©



The following screen is designed to enter actual affidavit information, including:

Named of Insured
information here.

Location data here:

Enter the data here. If the
affidavit contains more
than one location, add it
by entering data, then

click “Add Location”.
/ Continue this process
until al locations are
added.

A delete function is offered in
the event of entry error. Click
the checkbox of the improper
record then “Delete” to remove.
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IMPORTANT!!:

If the affidavit contains more than one premium-bearing Kentucky location, then the user
will need to enter each location individually. If the affidavit contains only one risk
location, or if the affidavit does not divide premium between multiple locations, enter the
primary location in which the premium is assigned, and move on to the next section.

The next section concerns demographic policy data, such as policy number, policy
period, and type of policy.

Add the carrier information next. If the policy contains more than one carrier, add the
carrier information, click “Add Carrier”, and proceed to add additional carriers until
complete.
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The delete function works as
above; click the checkbox of
the improper record then
“Delete” to remove.

IMPORTANT:

Surpluslinestax is calculated at 3% of all premium, plus fees.

Lastly, the broker will need to certify that a diligent attempt was made to place the
businessin the admitted market in Kentucky; however, was unable to do so. Therefore,
qualifying it as surplus lines according to KRS 304.10-040.

I drl ol with KRS 304, 10-050 1, & Surplus Lines Bromer Iconsed i Soosniancs wilth KRS 30410 120, dily swear Tl aiffer
= N Ay capaciy a3 8 Kenhacky Boensad Propaty and Casuaity Agent, | was unabie 10 secur sulMciend insunanos coverage ior Me capbonsd insurad per KRS 304 100040; of
= @ Kamucky bodraed Property and Casualy agent has canifed o me Mat iy wens unabie o secure sulican nswance ooverags 10 he caplioned insured par KRS
J4, 10 040,

and | have cased 10 B Bound T insUrance Coverage as described harin

Tiree ELmen (5} wilts Wi INE COWRQE NS Deee PECa MEes) OF exoessn(s) M Misimum Requirements for Supies Lines nsusms &5 prescribed oy KRS0 10-070. 1 or a

Kenucky Icersed Propesty and Casuaity Ban. endeavored i Bacire i inaurance mom insurers. loensed i Kenmacky Bnd, Raying Deen raEcked. Nave sovised Te assuned thal

tieir coverage s being ingured Dy 8 Supius Lines camer which ks nol Rcensed o do business in Kenhucky

| furtmer Siake ek e nsurance placed wils sad UNaumoned iNEUnee(s) was not sought of required 10 Secuns Sovaniae, Simer 23 10 pRmium of [8ms of e insurants convact
1 apgres

Check the box and
click here.
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Once complete, the next screen presents.
The user will have the options of:
- Review and submit the affidavit to exit the system,

-  Review and delete the affidavit, or;
- Review and add another affidavit.

SUHPLUS LINES AFFI0AVITS

Rezmoes Hecoid  FeoedMz  Sdeci Hamm  Address Folcy Bumnier  noopicnitiectes eie  Expirsticn Deie lvecics O
] (= ] Texfing 133 Kam 5§ IEETERERE IHIX &HFLTI 43T Wira Loosbomx
Frandsios By 40681

mmmmmumﬂnmm

Uiy Fod Mot Bladesiod 5ol Seiwsasl ITaaad laavh
In congiiarca weih FRS M4 1035 | & Surpha Lires Brober icesserd e scoordenca with BRS M4 1001531 duly reear dhal sdhare
= e CRAMEY B ) EEAT Bene PrODe e S Oy R, | i ik B St SO Wl 0 ot S i it QL] W] e R Bl 10 o

= nFKprixty kamed Pty ad Covsly sgeni b cedblied ko e thal ey vee vrasse iz seame for e mured par RS
1 10030,
wrd | s [ ta 22 b]
That i S0 WAl T T (AT RRE 1S DEEd PLia i i3 or 35| ey o S Lt TR 5 i oy R0 WLOTH | or & Bendaky
kexread Propesy ard Cazaaly sgerd tha [ n mad ha=e mered thai i cosersge
Do) i el Dy O CaApied Lnes e w0l H rl BOenasd 10 0 Dt in Kenaoky
| brifver s thadi da WIE = sdvarisge, sifver ax fmrma ol e cartzed

| Fgrem
=== O

o e . e Sy

After clicking “Submit”, the user will have one last opportunity with this screen to:
- Delete the affidavit,

- Cancel the order, or;
- Complete the transmission.

Once clicking the “Checkout” icon, the transaction is compl ete.
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You will be assigned aDOI eServices transaction ID and transaction date, to track your
work.

ol Wansackn has been proceesed and aces nol redquie any addianal Paymen nfomation
Egdira A e details of our TANaaction You may prnt & ooy of Ihis 10 your reconds Iy cicking on ine 'Phst copy of inveies’ lisled Deow.

o -

OOl Transachon 10: 1021568 1 Swphs Lines Affdsvit 0,00
Transaction Date: BEARIED

Print Surphus Afidals

Tofal Charged Z0.00

Prind cogry of ivepece | CIck; Mene o refums o e main mesw
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ENTERING A BATCH FILE OF MULTIPLE AFFIDAVITS

The eServices application aso allows a user to data load batch affidavit data. The
following is the process to accomplish this task.

First, access eServices as shown previously.

Oncein, the following screen will display:

NOTE:

Asthis screenshot is taken from atraining environment, not all roles above will display
for a broker.

To load abatch file of affidavits, click here;

15



Examination .
£ Li Re al
; Scheduling and mﬁm“:w
Rescheduling
A S .
Report Insurance . i
Surplus Lines Affidavit
ne) / . .

Declare you are filing abatch file, by clicking here:

16



Search for the text file you wish to upload:

Select thefileand
click “open”..
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The file name will
display here..

IMPORTANT!!!:
The file must format to the template defined here:

If not, the filewill not load.

After clicking upload, the following screen displays:

Click
“upload” to
drop thefile..

Datathat isimproperly
formatted will not
load, and is defined

here:

All data set to load will
be shown here..




Scroll thru the data set to load to check for accuracy, once finished, click “submit surplus
lines affidavits’ at the bottom of the screen...

=

Y ou may also clear
the data and start
again by clicking
here...

Next, all loaded datawill display, and the user will have the ability to delete arecord
before submitting...

Click the box next to
the record to remove,

then click remove...

19



If al set, the user will scroll to the bottom of the screen, and click “submit”, which will
certify that a diligent attempt was made to place the business in the admitted market in
Kentucky; however, was unableto do so. Therefore, qualifying it as surplus lines
according to KRS 304.10-040.

™~

The user may also add
affidavits by clicking here...or
print the list..

After “submit”, the user will have one last opportunity with this screen to:

- Deé€etethe batch
- Cancd the order, or;
- Complete the transmission.

Once clicking the “ Checkout” icon, the transaction is complete.

20



You will be assigned aDOI eServices transaction ID and transaction date, to track your
work.

ol Wansackn has been proceesed and aces nol redquie any addianal Paymen nfomation
Egdira A e details of our TANaaction You may prnt & ooy of Ihis 10 your reconds Iy cicking on ine 'Phst copy of inveies’ lisled Deow.

o -

OOl Transachon 10: 1021568 1 Swphs Lines Affdsvit 0,00
Transaction Date: BEARIED

Print Surphus Afidals

Tofal Charged Z0.00

Prind cogry of ivepece | CIck; Mene o refums o e main mesw
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ALTERING A FILED AFFIDAVIT

The eServices application alows a user to alter afiled affidavit prior to the quarterly
payment. In other words, a broker can change what was filed via eServices, only before
the quarterly billing for the surplus lines tax is posted to be paid.

The following is the process to accomplish this.

Access thistool in your eServices account:

Click on the affidavit...

< .

Which presents the data to be altered.
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Oncethe datais proper, click here to re-submit.

The user will need to re-
certify the due diligence
requirements.... Click
“submit affidavit” when
done.

And the process will cycle the user back thru the typical checkout process.

IMPORTANT!!!!
Only affidavits that are within the calendar quarter/prior to the quarterly billing will be

available for ateration. Any other affidavit will not display here, and will need to be
altered by cancellation or endorsement.
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SURPLUS LINES QUARTERLY TAX

To pay quarterly surplus lines taxes, or submit ano businessfiling, first access eServices

as shown previoudly.

Once in, the following screen will display:

NOTE:

As this screenshot is taken from atraining environment, not all roles above will display
for abroker; only filing an affidavit, quarterly tax payments, and View Transaction
History will display.

Oncein, click “Surplus Lines Quarterly Tax” here:

Order Laws &

Pent

Mo Fault rejection Form Regulations Book ar
(2018 Edition)

Surplus Lines Quarterly Upload Referral Vi

Tax ' Bocuments

Individual Information

Your Individual Profile
ilirenea Fyam MF
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The following screen presents:

Fay CuarErty Taxea
Vedr  Gmans s Dk D Dt Tl Presviimn Suiplud Tai [ed Eavunidl Pl Egvuni®l D
IHD 4 124513 MM M IO SR 1542 ok SMIN

Tidmi Fiven i Dwe LEAE ]

¥ i bty B R flke] B DarSaiiel U W Cored gl o] (i

Tem Taarker Ko B srsas
g ] Tris:
G 1 Trum

Hepou da pof e bunres, P ro s3d ey ano the guarer fon wisch pau 32 nol Brve Suoreas ssd sasnd

e sl wpae w  Gaaer Soburt Jwarbw -
s
IF TAXES ARE OWED

The first section will define the tax obligation. This amount is determined by affidavit
data submitted by the broker within the defined quarter. Pursuant to KRS 304.10-180,
Surplus Lines Tax is calculated at 3% of premium and associated fees. Any overpayment
or credits from previous quarters are carried forward, and the total tax obligation is
presented here:

Surplus Lines Broker Quaneny Ties

Pay Gubiterly Taxes
Year Quartar Imvolcs Date Due Date Total Premium Surplus Tax Due Amouns Faid Aot Dus
24 4 2B A0 $30,712 00 2196 (B2, f kL]

Total Amsount Due: #2108

riow hawe already fled no business for T below year and quarkss

IMPORTANT!!:

According to KRS 304.10-180(1), all taxes are due within 30 days of the end of the prior
quarter. Failureto do so is subject to penalty according to KRS 304.99-085.
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To proceed to payment, click the “ Submit” icon at the bottom of the screen:

i hawe already fiked no business for e below year and quarisrs

fiear Quaarter He Blugireds
2013 2 True
2020 i Tre

1T wedn di nof P Dusiness, Pleass aid the wear and The guanes B which oo 00 nol havs business and submi

e Select Yaor W Cuarter Salart Quarter o -

b | 4

The next screen allows for review (to proceed or remove):

R S —

TRANZACTION /| GRDER INFORMATION

T pemoe amy Remm from your arder, dick on the checkbos: and press "Remoss”.

Paimd Completed By Uiss [Adabala, Praveena)
Rgmave DaReriptian

Feaa)

O Surplus Lines Suarterly Tax £963.35

Tatal Ameunt Due $963.3%

Click hereto continue to payment.




Then select the payment method (E-Check or Credit Card):

If payment by E-Check, then first auser will declare if the payment is an international
transaction.

27



Then entry of the payment follows:

If by credit card, click theicon, and enter the card information in the next screen:

IMPORTANT!!:

A service fee applies to credit card transactions.
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IF A NOBUSINESSFILING

If abroker had no business in the quarter, the KDOI requires the broker to declare that.

filing ano businessfiling, after clicking into the Quarterly Tax Payment tool, click the
following:

i hawe already fiked no business for e below year and quarisrs

fiear Quarter He Blugireds
2013 2 True
2020 i T

If

1T wedn di nof P Dusiness, Pleass aid the wear and The guanes B which oo 00 nol havs business and submi

e Select Yaor W Cuarter Salart Quarter o -

b | \

Enter the Y ear and Quarter here, and
click “Submit”.

Then follow the instructions to check per above. No payment is required.
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VIEW TRANSACTION HISTORY

To view abroker’ s transaction history, first access eServices as shown previoudly.

Oncein, the following screen will display.

NOTE:

As this screenshot is taken from atraining environment, not all roles above will display
for abroker; only filing an affidavit, quarterly tax payments, and View Transaction
History will display.

Oncein, click “View Transaction History” here:

30



Record Correction
R:;rudlzzi:;i:Z:uk Pending Fees (License Request (Form 8303 /
{2018 Edition) and Appointment) Address / SSN /
Mame / Email / Phone)

Upload Referral View Transaction Voluntary License

Documents History T

The following screen presents:

TRANSACTION HISTORY

T wisw 30 days ol fransacions dunng a cerain pericd, Enter e slan dals

e o =

Chch o the Transaction 1D 1o view the details of the Tr Hen, Chek 'C

piete’ o Complete an Incomalete Transaction
Below is & list of all your irensactions within e last 30 days. You must resubmit any rarsadions thal ae isted as incomplete.

Trasimctian |0 aPuy Trams i Transacticn Date Trandactan Todal Trarviacsian Stabes
1021558 BENINI0 Camplets

1021665 SRE020 Incomplete

1021620 BIZSZ020 Incompieis

1017946 SAER Incammplete [Complens]
1017515 L1 Incompieis

Theinitia list will display transactions only within the last 30 days. Search capability is
available to expand that listing here:
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TRANSACTION HISTORY

To view 30 days of transactions during a certain period, Enter the start date.

ertesanote ooy & |

Click on the Transaction ID to view the details of the Tr.

ction. Click 'Complete' to Complete an Incomplet:

Below is a list of all your transactions within the last 30 days. You re-submit any transactions that are listed as ir

N

Enter abegin date, and all transactions
from the begin date to current will

display.
Functionality is offered for the transaction list as follows:
Click the ID to get more
detail on the transaction.
Sk o the: Trggflaction 1D 1o view the details of tha Tr iem, Cheh 'Complete’ o Compléte a0 Incomalee Transaslion

Below i 2 ol al pour irensactions within T last 30 dags. You must re-submit any rarsadions thal ame isted as incompleie

Tras nio Py Trami D Transacticn Dae Trandactan Teasl Trarriactian Sahs
1024958 A2SI020 Complabs

T b Rir L el InCompdiate

1024620 SR257020 Incommpiei=

T Hal

107915 TRAMBACTION DETAILS

Transaction Status : Complete Desorption F
[OC Tearsaion (0 1021558 Transaciion Caie: S0 Surpius Lines At i
Wiew Transaction Details Cumnty 1

Tolal Chranged L]
Pyt S Afidawits

Prink copy of meaice | Click hiere (o retum i ihe main mesm

Allows the user to:
- Recover the DOI transaction ID
- View transaction date
- Print the transaction
- Printaninvoice




Additionally, a user may complete an incompl ete transaction by clicking “Compl ete”
here:

Sk on the Transaction 1D 12 view the of the Tr 1, Stk 'Complete’ o Complete an @iete Transastion

Below is a 15l of &l your irensactions within T last 30 days. You must re-submit any rarsadions thal ame isted as incompleie

Tramiactian 10 #Puy Trasi D Transacticn Date Transactan Teasl Tramiactian Sl
1024558 BIEHIZD Complete

10EVBRS P noamplede

1028620 ARSI Incomplels

107046 SAEAT) e [Convpices]
1017515 RIS Incomplele

BURPLUIS LINES AFFIOAWITS

Femove Record  Recordio  Select Mamae Address Policy HNumber  Incepion/Effective Date  Expiration Date  bnvoios Dade

1 Edit Jdoifm Doe 123 Main = CPGEA1EBE3S 47020 Lot g ] WEZ020 Wi Locations
Frankiar ky S0E0

| |3?E‘:| 1N Fecoid b be remaved and Chck Remove

Onily for Hew Business and Renewal transactions
In compliance with KRS 304 10050 |, a Surplus Lines Broker oensed in accordance with KRS 304100120, duly swear thal sither
+ Inmy capadiy as a Kentucky loensed Property and Casualty Agent, | was unable to secure sufioen! nsurance coverage for the caplioned insured per KRS 20410040, or

A user can:
- Remove an incomplete record - Check the box next to the record and click
“Remove”
- Edit therecord - Click “Edit” to be returned to the entry process explained prior
- Complete the record - Either complete the record in the edit function (to complete
or correct inaccurate data), or hit the “ Submit” tool to transmit asis
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