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Getting Started Using REFS

What is “REFS”?

Insurance companies writing policies in Florida and other related entities are subject to
regulation by the Florida Office of Insurance Regulation (OIR). One aspect of this
regulation is that the companies are required to provide the State with information
regarding their financial status and other statutorily required information. The OIR has
created a computer-based application that will transfer the majority of reporting
activities to an electronic format. REFS (Regulatory Electronic Filing System) is the
system which will allow companies to electronically submit their financially-related
documentation, requests, and other correspondence to the OIR.

How do I find the REFS web site?

Access the OIR web site by entering the following address into your web browser:

http:/ /www.FLOIR.com. Select the “Company Filing” tab at the top of the page and
choose “Industry Portal”. From the Industry Portal home page, select the Regulatory
Electronic Filing System (REFS) link, which routes you to the “Welcome to REFS” log on
screen.

What is this document?

This User Guide describes REFS’ functionality; it does not address the other skills
necessary to satisfy your financial reporting requirements. The REFS User Guide
begins with the assumption that you already know how to access and report your
company’s data. It shows you how to use the REFS application as an electronic
reporting tool. You should be familiar with using typical Microsoft Windows-based
applications in an Internet context.

What kind of notifications will I receive from the REFS system?

During your use of REFS, the system sends e-mail to your I-Portal account e-mail

address in association with certain events.

e When you create a new filing, an e-mail is sent to verify the details of that filing. The
content of the message will include all of the information shown on the “Filing
Summary” screen.

e When you submit a filing, an e-mail is sent to verify the details of your submission.
The content of the message will include all of the information shown on the
“Confirmation of Submission” screen.

What if I don’t understand some of the terminology in this manual?
A glossary of relevant terms is located at the end of this User Guide.

Who do I contact if | have questions regarding my filing?
e You should contact the analyst assigned to your company. The phone numbers for
the two (2) financial oversight business areas are:
o Life & Health Financial Oversight — (850) 413-3153
o Property & Casualty Financial Oversight — (850) 413-3148

What are the system requirements?

e REFS requires Internet Explorer version 5.5 or higher, Mozilla Firefox, or Google
Chrome.

e REFS requires Adobe Acrobat Reader version 7.0.7 or higher.

o The website is viewed at an optimum screen resolution of at least 1024 x 768.
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Using REFS — An Overview

REFS is used to create, work on, track, and submit financial filings. There are 14 basic
steps to follow in submitting a new filing and nine when working from an existing filing.
Follow these steps to successfully submit a filing:

1) Log on to the REFS system using the Industry Portal (I-Portal).

2) Choose whether to start a new filing or work on an existing filing.

If starting a new filing...

a) Search the OIR database to locate the company for which you
are creating the new filing.

b) Select the company (typically from a list).

c) Read and accept the terms and conditions governing electronic
filings.

d) Select the type of filing you intend to prepare and submit.

e) Indicate your contact information for the filing.

f) Verify your choices, and assign a Filing Name and password
(optional) for the filing.

If resuming work on an existing filing, select the filing on the Filing

Workbench.

4) Select a component of the filing you wish to complete.

5) Attach any files that have been created to satisfy component
requirements. (Some components, such as Interrogatories and NAIC

components may reach completion through other means.)
6) Review and verify the components before submitting to OIR.
7) Print the “Filing Summary” page for your records.
8) “Attest” to the accuracy of your filing.

9) Print the “Confirmation of Submission” page for your records.

In addition to the basic steps listed above, REFS may be used to:

e Amend a filing after it has been submitted; and,

e Respond to the OIR analyst’s request for additional information related to a filing
that has already been submitted.
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Getting Familiar with the Layout of REFS Screens

This is the log on screen for the REFS system.
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Regulatory Electronic Filing System - Help - Contact

_ © 2013 - Florida Office of Insurance Regulation

If you do not have an I-Portal account, create one by clicking on the “Sign up now” link
below the “log in” button. There is also a “click here” link to access if you have forgotten
your password Be aware of any special notifications that may optionally appear as
bulletins below the login area.
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Creating a New I-Portal Account

Register

Email address*
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City*

In order to log on to REFS, you must have an [-Portal Account. Any active I-Portal
account will work. It doesn’t have to be an account that was created specifically for the
REFS system. If you already have an I-Portal account, skip this step and continue with
“How to Log On to REFS,” below. To create an I-Portal account, follow this procedure:

Click “Set up an Account” from the list of Common Tasks.

You will be asked to provide, at a minimum, the following information:

E-Mail Address

Password

Name, First and Last

Phone Number

Street Address

City

State

Zip/Postal Code

Country

Click “Register” and follow the instructions from the confirmation screen. You
will be asked to reply to a message sent to the e-mail address you entered during
the application process. Access the e-mail sent by the system to your account.
Click on the hyperlink displayed in the e-mail (it should look similar to this link:
“http://dfsaspsintd01/ ifile/ account/ activate.asp?txtActivationCode=17939%).
You must do this within seven (7) days or the account will be deleted.

If you do not receive an e-mail in your inbox, check your spam or junk mail folder
first, and then contact your assigned OIR analyst or the appropriate Financial
Oversight Unit.

Page 7 of 38



REFS User Guide

How to Log On to REFS

Once you have established your I-Portal account, you may log on by entering your User
Name and Password. Your User Name is the e-mail address associated with your
[-Portal Account. Type these into the appropriate fields and click the “Log in” button.

REFsS

IPortal account
User name

Password

Don't have an IPortal account? Sign up

now

Forgot your password? Click here

N
\

N
AR
N

RN

\

Regulatory Electronic Filing System - Help - Contact

®© 2013 - Florida Office of Insurance Regulation
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Using the Home Page

Upon logging in, you will be directed to the REFS Filing Workbench Page.

RE FS Hello, | Log off
Fromoa Orrtce or e ‘ \
Q ; Workbench
Filing Workbench. From here you may create or choose a fiing.

InsurANCE REGUIATION - i
: Tz
;2 — ///

Create afiling

Company Name Authority Category

>

Mg n PN No items to display

© 2013 - Florida Office of Insurance Regulation
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Creating a Filing

1. Search for a Company

REFCS e -

Q Imknn(hll 1CE OF -

NSURANCE REGUIATION -
"z

_ A— ////

Create a filing. Use this form to search for and choose a company.

© Anywhere © Starts With © Exact Match
Company Name

NAIC Comp. Code Company FEIN

NAIC Group Code FL Comp. Code

© 2013 - Florida Office of Insurance Regulation

To begin a new filing, click on the “Create a filing” button on your workbench. You will
then be prompted to locate the company for which you are filing. All companies
regulated by the OIR are listed in the REFS database.

You can find your company by searching in several different ways. You may search
using any combination of:

Company Name

NAIC Company Code (entire number required for match)

FEIN (numbers only; entire number required for match)

Florida Company Code (entire number required for match)

NAIC Group Code (entire number required for match)

A note on the Anywhere, Starts With, and Exact Match criteria:
e Anywhere — Search for criteria using a sequence of letters or numbers that
appear anywhere in the desired search results (e.g., “state” in Allstate).
e Starts With - Search for criteria using a sequence of letters or numbers that
appear at the beginning of the desired search results (e.g., “all” in Allstate).
e Exact Match - Search for criteria using a sequence of letters or numbers that
exactly match your search result (e.g., Allstate Insurance Company).

To Search for an existing filing:
1. Enter search criteria.
2. Click “Search.” The results of the search will be displayed on the subsequent

page.
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2. Select a Company

T
. ERe— .
EFS ' J
o —
Q Piomt Gl — =
e R Ea—— Workbench contact
3 = = RLELS 2l =
Create a filing. Use this form to search for and choose & company.
O Anywhere @ Starts With @& Exact Match
Company Name allstate
MNAIC Comp. Code Company FEIN
NAIC Group Code FL Comp. Code
BT
Company Name Authority Category MNAIC Company Code Florida Company Code @ Authority Status
ALLSTATE ASSURANCE COMPANY LIFE AND HEALTH INSURER 70866 05488 ACTIVE
ALLSTATE FIRE AND CASUALTY PROPERTY AND CASUALTY
_ 29688 09388 ACTIVE
INSURANCE COMPANY INSURER
PROPERTY AND CASUALTY
ALLSTATE INDEMNITY COMPAMNY 19240 09019 ACTIVE
INSURER
PROPERTY AND CASUALTY
ALLSTATE INSURANCE COMPANY 19232 09020 ACTIVE
INSURER
ALLSTATE LIFE INSURANCE
COMPANY LIFE AND HEALTH INSURER | 60186 05037 ACTIVE
MIPANY
L] <ﬂ2 - 1-5of 7 items
© 2013 - Florida Office of Insurance Regulation

The list of results from your search will be displayed on the “Select a Company” page. If
you searched using a partial name or an NAIC Group Code, a list of matches will
appear. Select the company you are seeking from this list. .

If your company has dual authority categories or statuses shown, it is important that
you select the correct company.

To select a company:
Click the desired Company Name in the list of search results.

To return to the Search for a Company Page with your previous criteria preserved:
Click “Search Again”.

To return to the Home page and abandon your search:
Click “Cancel”.

To reset your selection:
Click “Clear”.
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3. Accept the Terms and Conditions

view the following terms and conditions.
Company Name: STATE FARM ANNUITY & LIFE INSURANCE COMPANY
NAIC Company Code: 24428 NAIC Group Code: 0176
Florida Company
Code: 05755 FEIN: 371111502

Terms and Conditions

This Is & legal agreement governing the use of the REFS System.

Please Read this Agreement Carefully.

By using REFS, rhe ser agrees o be bound by the terms of this agreement. By accessing, browsing and/or using this site, you acknowledge
@ & -8 0-F Y 35S S0 S A N I'I\ i -y -0 &
GEMNERAL

This agreement shall be construed and enforced in accordance with the laws of the State of Florida. This agreement contains the entire
agreement of the parties and may be changed or modified, at the Office’s sole discretion, the Office shall add or remave any terms or
conditions of these Terms of Use without notice or liability. Any changes to these Terms of Use shall be effective immediately following the
posting of such changes on this website.

After selecting a company, you will be prompted to review the Terms and Conditions
under which companies file electronically. If you do not accept the Terms and
Conditions, an electronic filing will not be created. Contact the appropriate OIR
business unit if you have any questions regarding the Terms and Conditions.

To continue with the filing creation process:
Click “Accept”.

To return to the Home page and abandon the filing creation process:
Click “Do Not Accept”.
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4. Select a Filing Type and Name the Filing

| ——

Tl e Hello, | Log off
REEST= B

SLHES = — ————— Workbench Help Contact

Create a filing. Please select a filing type to create.

Company Name: ALLSTATE INSURANCE COMPANY

MNAIC Company Code: 19232 MAIC Group Code: 0008
Florida Company

Code: 09020 FEIN: 360719665

Specify Filing Details
We do not currently have any filings for your company. You may create a Periodic Filing by entering an As of Date below.

As of Date | pep 19, 2013

Please assign a name for this filing. The name must be unique across any filings for this company in your Filing Workbench.

*Filing Name

© 2013 - Florida Office of Insurance Regulation

Clicking on the “Accept” button displays the “Specify Filing Details” page. This page
allows you to choose the type of filing you want to create.

Note:
e Periodic filings are always available and may be created at any time.
e Monthly, Quarterly, and Annual filing options will be available only within the
proper filing timeframe. For example, Annual filings will be available for creation
beginning the second business day after 12/31 or Fiscal Year End (FYE).

To select a filing type:
1. Select the filing type by clicking the radio button next to the desired filing type.
2. If you selected “Periodic,” enter an “As-Of Date” in the appropriate format;
Otherwise skip to step 3.
3. Please enter a filing name. This name is for your benefit and the OIR does not
have access to this name.
4. Click “Next”.

You must provide a Filing Name unique to your Workbench in order to proceed with the
creation of the filing.

Please note that only the Originator, the person who creates the filing, may submit a
filing.
To return to the Terms and Conditions page:

Click “Back”.

To return to the Home page and cancel the filing creation process:
Click “Cancel”.
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To reset your selection:
Click “Clear”.

** The Office recommends creating the filing as soon as reasonably possible. Once a

filing type for a company is selected and a filing is created, this filing type will not be
available to another user.
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5. Input Contact Data

- el |
REES— WS =

Create a filing. Enter your contact information here.

Filing Contact Information

Company Name: ALLSTATE INSURAMNCE COMPANY
NATC Company Code: 19232 MNAIC Group Code: ooos
Florida Company
Code: osozo FEIN: 250719665
Please provide the filing contact information. If you would like to use your IPORTAL account information, click here. To use
contact infermation from a previously submitted filing, click hers.
Contact Name =]
Professional
Designation
Organization
~Ceontact Email
Street Address
AddressDelivery2
P.O. Box
ity
State [=]

Zip Code
Country | United States =]
FProvince

MNon U.S. Postal
Code

Phone Number Ext.
Fax Number Ext.

Toll Free Mumber Ext

_“

Filing Contact Information should be provided for the person the OIR should contact if
questions arise about the information contained in the filing. This may or may not be a
user working to complete or submit the filing.

There are three (3) ways to complete the Filing Contact Information Screen:

1. Copy the information from your I-Portal account by clicking the first click here
in the paragraph above the boxes.

2. Copy the information from a previous filing by clicking the second click here link
in the paragraph above the boxes. Please note that the “Copy From Previous
Filing” option will not be available on the first filing being created for this
company.

3. Directly key the information. If using this option, navigate between fields by
clicking with your mouse or by using the <TAB> key to advance one field and
the <SHIFT-TAB> key combination to go back one field.

Fields marked with a red asterisk * are required for submission of a filing.

The “Clear” button will reset the data.

When finished entering the contact information, click the “Next” button to proceed.
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6. Verify Filing Information

Hello, Log off

Please verify that the options identified below are correct for the type of filing you are submitting to the Office for review. If
yvou hawve any guestions regarding the appropriateness of your choices indicated below, please contact the appropriate
business area for your company (see below for contact information) before continuing. Please refer to the Filing Checklist
provided by the Office for additional information regarding the documents to be submitted.

B =
© REFS =
T Rty

i =

Create a filing. verify your filing information here.

Filing Information:

Originator:

Company Name: ALLSTATE INSURANCE COMPANY
NAIC Company Code: 19232

NAIC Group Code:: 0008

FEIN: 360719665

Florida Company Code: 09020

Authority Category: PROPERTY AND CASUALTY INSURER
Filing Type: Periodic

Filing Name: test

Filing Period: 2012P1231

As of Date: Dec 31, 2012

m Create Fiing

Property & Casualty Financial Oversight (850) 413-3148
Life & Health Financial Oversight (850) 413-3153

© 2013 - Florida Office of Insurance Regulation

Verify the information listed on your screen and click the “Create Filing” button.
This will take you directly to the filing component listing.

You will receive a confirmation email that you have created a filing.
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Completing Filing Components

Using the Filing Workbench

RE FS = e o

—
0 :uun\l)\Iu{l L OF e
NsURANCE REGULATION = — ] Workbench Hel Contact
i B Zz s =

Filing Workbench. From here you may create or choose a filing.

Create a filing

Company Name Authority Category
4 ALLSTATE INSURANCE COMPANY PROPERTY AND CASUALTY INSURER i
Filing ID Due Date Filing Period Filing Name Filing Status
F12-000162621 2012P1231 test Filed i
[} 1» » 1-1of 1items

© 2013 - Florida Office of Insurance Regulation

After you have created a filing, you will be able to access the Filing Workbench. All of
the filings you have created and are currently working on, as well as those filings
already submitted to the OIR, will be stored in the Filing Workbench.

By default, the Filing Workbench will automatically display the filing you most recently
worked on or created. Basic company information, including the Company Name,
Authority Category, etc., is displayed for each company in which you have filings.

If you have multiple filings with one company and authority category, they will appear
as line items in the same table. Note that each line item within the table can be sorted
using the table’s header information (e.g., Filing ID, Filing Type, etc.). For definitions of
the column headers, refer to the glossary at the end.

1. Select a Company:

Click on the arrow next to the company name. This will bring up all the filings for
the company.

2. Access the Component List for a Particular Filing:

Click the Filing ID. The Filing Component List for this filing will be displayed.
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The Filing Component List

_———— = = —
g
e
Filimg Componemnt List. work on = filing
ALLSTATE INSURANCE €O M BT
1=z MAIC Group Coda: ocoos
osozo FEIN: Zs07is66S
Fiz-oo0is=2s=1 Filing Mame=: st
Component Last Updated Daoe Status Is Amendeas
- Company Contact Information Fab 19. zo1= cComplata Mo
- Reinsurance Surmman w Staterment Feb 19, 2013 Mo
- Holding Company Registration Statement Feb 1S, o1z Mo
- Feguest for Exemption to File Audited Fin Feb 19, 2013 Mo
- Reguest to = = olidated Audited Fina Feb 19, 2o1s Mo
. Regqusast for Exarmption to Fila Statarmant of Actuarial Opinion Fab 19, 201z Mo
- Independent CPA/ Avmareness Letbar Feb 19, 2013 Mo
. Corrective Action PlansRisk-Basad Capital Plan Feb 19. 201z Mo
- Reinsurance Cower Notes/Agrearmen = Feb 19, 2013 Mo
- Pramium Growth Report Feb 19, 2oi= Mo
. Disclosure of Material Transa ctions Feb 19, 201z Mo
- Flan of Operation Feb 19, 2013 Mo
. Ermrm Report OIR Fimancis ' Fab 19, 2o1= o
- Exarm Report OIR Markeet Inw Feb 19, 2013 Mo
- Excarm Report Other Feb 1S, o1z Mo
. Dividend Reguast Feb 19, 2013 Mo
- Custodial Agresmen € Feb 19, =013 Mo
- Feb 19, 2013 Mo
- Feb 19, 2o1: Mo
. Fab 19, 201z L
- Feb 19, 2013 Mo

Components are the individual elements that make up an individual filing (e.g., contact
information, jurat pages, etc.). The Filing Component List shown above is for a Property
& Casualty insurer. Each Filing Component List is unique based on a combination of
authority category, business area, and origin (domestic, foreign, or alien).

There are five (5) component types that may appear in the component list:
Contact Information

NAIC

Document Upload

Interrogatories

Adobe LiveCycle Web Form

SR e

Each component type is discussed in detail on the following pages.
To View a Component Detail Screen:

Click the arrow next to each component name in the component list located in the
left-hand column.
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NAIC Components

This component is available to access documents for review, but no other action is
required.

e NAIC Components are only found on filings associated with the Property & Casualty
and Life & Health business areas. Only those authority categories that file with the
NAIC will have this type of component.

o The status of an NAIC component can be either “Pending from NAIC” or “Received
from NAIC.”

o “Pending from NAIC” means that the NAIC has not yet provided
documentation related to the selected component. It will not be possible to
submit a filing containing a component with a status of Pending from the
NAIC unless the Due Date is after the Filing Due Date.

o “Received from NAIC” means that NAIC documents related to the selected
component have been downloaded from the NAIC and are available for review
and submission. If you submit a filing containing an NAIC component that
has a Component Due Date after the Filing Due Date, REFS will continue to
monitor the NAIC for documents related to that component. When all the
components have been received and the status of the component changes to
“Received from NAIC,” you will need to resubmit your filing.

Note: Due to the limited processing by the NAIC, it is recommended that companies file
their electronic data with the NAIC at least one (1) day prior to the due date.

To view an NAIC document in its original format: Click the document’s name.
Note: The screen above shows documents associated with a Received NAIC component.

If the status of the NAIC component is Pending, no documents would display.

Note: Documents are available for 30 days after the filing has been submitted.

Document Upload Components

- — — —

E — ———

Filimg Component List_ wwork on 2 Filing.
Company MNames ALLSTATE INSURASMNCE S M By
AT Company
Code: 1s=2== MATES Sroup Codes ocoos
Flaridas Campany
Code: osozo FEIr: zZsoF1265S
Eiling ID: Fiz - ooois=e=1 Eiling rames: e

Conmpomnent Last Uipdated Date

= i Feb 1

Feb 19,

Io of the file on wour compurer. and click Open. The document will upload surtomarically and then wou maw

= the name of the decument by simely clicking on the doecumen: title and changing ies cicle.

Holding Company Registration Statement Feb 19, Zo1=

For Ecemption to File Statement oFf
Opinian

Feb 19, zo1=

F=b 19, 2o1=
Feb 19, 201=
F=b 19, 2o1=
Feb 19, 201=
F=b 19, 2o01=

Feb 19, 2o1=

Feb 13, 20132
Exam Report ©IR Markers Tnw Feb 13, 2013
Exam Report Ocher Feb 13, 20132
Crividend Request Feb 19, 2013
Susrtodial Sugreement Feb 19, Zo1=
Feb 13, 2013
Feb 12, zo1=

Feb 19, Zo1=

Feb 19, Zo1=
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e Document Upload components are found on filings associated with all business
areas.

The status of a required Document Upload component is either “Incomplete” or
“Ready for Submission”.

The status of an optional Document Upload component is either “optional” or
“Ready for Submission”.

File Types allowed for document upload are: PDF, DOC, DOCX, TXT, RTF, XLS
and XLSX.

e Documents are allowed a maximum file size limit between 1K and 10 MB.

To Upload a Document:

1 Click “Browse,” and select the file you wish to upload. Users of newer browsers
such as Mozilla Firefox, Google Chrome or Internet Explorer 10 may also drag
and drop the file(s) on to the component to initiate an upload.

2 The document appears in the List of Documents Uploaded.

To Rename a Document:
1 Click on the name of the document. The document name will become a text box
that will allow you to edit the document name.
2 To save the new document name, either press the “Tab” key on your keyboard or
click outside of the text box with your mouse.

To View a Document:
Click on a document name to view the document in its original format.

To Delete an uploaded document:
1 You can only delete documents that have not yet been submitted (no
information listed in the “submitted date” column.)
2 Click on the “Delete” button next to the document you wish to delete.

To proceed to the next component, click on the arrow by the component name and
follow the above instructions.
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Interrogatories

Some entities will be required to fill out Interrogatories, which are a series of questions

that may trigger the creation of new components, require a free form text response, or

both. Clicking on a component labeled Interrogatories will display an Interrogatories

page.

e The status of an Interrogatories component is either “Incomplete” or “Ready for
Submission.” Interrogatories are considered incomplete until all questions have
been addressed and the list of Interrogatories is saved.

e CAUTION: A list of Interrogatories cannot be edited after it has been saved.

To Complete an Interrogatories Component:

1 Respond to each question in the format displayed. This format could be either
Yes, No, N/A, or a free form text field, which will allow you to provide a short
response to the question. A response is required for all text fields in order to
save the information.

2 Additional free form text responses may appear in the list of Interrogatories as a
result of your answer to a particular question. Again, a response is required in
all text fields in order to save the information.

3 Click “Save” to save responses to the Interrogatories. Note that additional
components may have been added based on the answer to a particular question.
Once the Interrogatories list is saved, the status of the Interrogatories will
become “Ready for Submission”. You will not be able to edit the Interrogatories
component after it has been submitted.

Adobe LiveCycle Web Forms

R http://158.229.200.B1/pdfform/OIR-A3-492.pdf - Microsoft Internet Explorer

Fe Edk GoTo Favortes Help
X B €| Pserch Fervoits @ BB FELA S AR

iress | ) hitp://158.229.200.81 /pdfform/OIR-A3-492.pdf v ElGo Loks @ Snaght b1

Bsemacopy = @ P searcn | |IhSalect g | E v § cq © 125% | @ wt |

= PontFom|  [Jeighghtfieds [ bl requied fieds

i
\\g' Company Name: My HWA Company Period Ending: June 30, 2008
H STATEMENT
You can notarizs this form elsctronically by entering the Notary Public, Commission Number and Expiration Date on the form prior to submitting
OR f you chaose not to notarizs electronically then print this page, complste and notarize, and mail it separately to the Office of Insurance
Regulation.
Company Name: My HWA Company
Company FEIN:  12-3456780 Florida Company Code: 70123
State and Date of Incorporation/Organization: (State/Prov) - | (Date):
Date Licensed by the Office of Insurance Regulation (Date)
Date Commenced Business. (Date):
Address of Home Office:
Street
City State/Prov: _=| Zip/Postal Code:
Phone: Ext: Fax:
» BSIXMBON & 3
sl I 4| 301 ] A
Done & Unknovn Zane

Adobe LiveCycle Web Form components are only found on filings associated with
certain authority categories!. To access an Adobe LiveCycle Web Form, select it from
the component list.

e The status of a required Adobe LiveCycle Web Form component is either
“Incomplete” or “Ready for Submission”. The status of a required form must be
complete for the filing to be submitted, unless the component due date is after the
filing due date.

! Residual Markets, Multiple Employee Welfare Arrangement, Prepaid Health Clinics, Prepaid Limited Health
Service Organizations.
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e The status of an optional Adobe LiveCycle Web Form component is either (empty) “--
————— ” (means that the optional form is not present) or “Included”.

To complete an Adobe LiveCycle Web Form:

1 Click the link that opens the Adobe LiveCycle Web Form in Adobe Reader.
(Adobe Reader Version 7.0.7 or higher is required).

2 Complete all required fields. Note that calculations and validations occur
automatically within Adobe LiveCycle Web Forms.

3 Scroll to the last page of the form. To return to work on the form later, click the
“Save, Finish Later” button to return to work on the form later. To submit data,
click the “Submit Final” button. If you click “Submit Final”, the data within the
form will automatically be validated according to business rules established
within the form. If you click “Save, Finish Later” the form will save your changes
and repopulate itself with your data upon your return.

Please note:

e After you click on “Submit Final” the form cannot be edited.

e Adobe Reader 7.0.7 or higher is required to use Adobe LiveCycle Web Forms.

e Any validation that returns an error will provide a message about the allowed
information for that field.

e You must save or submit Adobe LiveCycle Web Form data prior to the expiration
date listed at the top of the form or you will lose the information entered.

e Adobe LiveCycle Web Forms cannot be downloaded or saved to your desktop. These
forms must be completed on-line.

e If another user attempts to edit a web form component that is already open on
another user’s machine, the second user will receive a warning. If the second user
proceeds to access the form, the existing user’s data will be lost.

Completed Filing Component List

ER———— e — [

A e Y
roup Codes: ooos

=ZsoF 1o65S
Filing Mames cest

Last Lipdated Date

Feb 19, zo1=

=pit=
ooooo Segresmencs Feb 19, 2012

Bremium Growth Repore Feb 19. zo1=

Plan of S peration
Emam Repors OIR Einancial Feb 19, 2013
Exam Report OIR Market Inw Feb 19, zo1=

Exam Report Other Feb 19, =o1=

Erment Sugresment Feb 19, 2o1=
Managing General Sgent Sugresment Feb 19, Zo1=

Orher Sgresment Feb 19. 2013

= 2013 - Simrims Demoe oe fnzursnos Sesusssisn

In order to submit a filing to the OIR, each required filing component must have a
status of either “Ready for Submission” or “Received from NAIC.” However, there is one
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exception to this rule: if a component’s Due Date is after the Filing Due Date, the
component’s status may be “Incomplete” or “Pending from NAIC” at the time of
submission. The Next button will be enabled only after all components meet the criteria
required for submission.

The status of optional components, those with “optional” or “ready for submission” in
the status column, does not restrict the user’s ability to submit a filing.

After you have verified that all information is accurate and completed in full, click the
“Begin Submission Process” button to proceed with the submission of your filing.
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Submissions

1. Review Filing Summary

—— = - e ——— [ Leg =F
.R\ EES— /—a
= b ——

Submit a filing. rReview the following information for errors.

Please rewview the following information for errers. If the information is correct, then click "Next” to proceed.
Filing Id: F1Z-000162621

Company

ALLSTATE INSURANCE COMPANY
Mame:

MNATC
Companwy 19232
Code:
FEIMN: 560719565

Florida

Company 03020
Code:

Authority

i PROPERTY AMND CASUALTY INSURER
Category:

Filing Twvpe: Periodic
Filing Name: test
Date
Cremtors Feb 19, zo13
Filing Period: 2012P1231
As of Date: Dec 31, 2012

Filing Contact Information

Department:

Email:
Address:

Phone:
Faxc:
Toll Free:

Document Mame Component Amended Date Submitted

Reinsurance Summary Statement Reinsurance Summary Statement MO

Retunn o Conmpoment List

Clicking the “Begin Submission Process” button will display the Filing Summary page
shown above. This page presents a summary of the filing’s demographic information
(e.g., Company Name, FEIN, etc.), the filing originator information (e.g., contact name,
title), and the filing contact information (e.g., contact name, title). It also displays all
documents that will be submitted, and the name of the component associated with each
document. Notice that filing components not yet submitted will have an Amended
Status of “No” and will not have a Date Submitted.

To begin the submission process:
1. Review the Filing Information.
2. Print a copy of this screen for your records.
3. Click “Next” to continue.

To change the component information being displayed on this page, click on the

“Return to Component List” button. Make the necessary corrections or modifications to
the filing.
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2. Agree on the Filing Certification / Attestation Page

REFET & e v -

| —
e :-'\uum\l!lIl{n I OF -
B " Workbench |l Hel Contact
= —_— == OrkDe elp 0

Submit a filing. Agree or Disagree to the following.

Filing Certification/Attestation

Company Name: ALLSTATE INSURANCE COMPANY

NAIC Company Code: 19232 NAIC Group Code: 0008
Florida Company

Code: 09020 FEIN: 360719665
Filing ID: F12-000162621 Filing Name: test

By clicking "I Agree,” you are attesting that:

1. The information contained in this filing is true and accurate.
2. You are duly authorized to submit information on behalf of the company show above; and
3. The Office reserves the right to require additional information and/or documentation.

@ 2013 - Florida Office of Insurance Regulation

Clicking the “Next” button from the Filing Summary page displays the Filing
Certification/Attestation page. Carefully read the terms of agreement before proceeding
with your submission.

To finalize the submission process:
Click “OK/I Agree” to submit the filing. Note that clicking this button is the final
step in sending your filing to the OIR. A confirmation e-mail will be sent to the
e-mail address used to create the I-Portal account.

Note:

Clicking “I Disagree” will return you to the Filing Workbench and will effectively cancel
the submission. However, all work on the filing will be saved.
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3. Confirm Submission Details

REEs —— e N

Fi ™

orioa OQFrice oF
Q InsURANCE REGULATION — —

Filing submitted. you have svccessf\.lly submitted this filing.

Originator: F12-000162621
Filing Id: F12-000162621
Confirmation
Number:
Date
Submitted:

49803

Feb 19, 2013

Company .| STATE INSURANCE COMPANY
MName:
NAIC
Company 19232
Code:
FEIN: 360719665
Florida
Company 09020
Code:
Authority oo 0pERTY AND CASUALTY INSURER
Category:

Filing Type: Periodic
Filing Name: test
Date Created: Feb 19, 2013
Filing Period: 2012P1231
As of Date: Dec 31, 2012

Print this page Return to Workbench

© 2013 - Florida Office of Insurance Regulation

The Confirmation of Submission page is pictured above.

To print this page for your records:
Click “Print This Page”.

To exit the submission process:
Click the “Return to Workbench” button if you need to complete another
submission. Otherwise, click the “Log off” button in the upper right-hand corner.

This ends the submission process.
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Responses and Amendments

1. Return to the Filing Workbench and Select the Filing

Hello, | Log off

TR
REfS == '
Frompa Orrice o
Q INMLRMMM} — : ,‘/‘///4//, Workbench |l Help Jll Contact

Filing Workbench. From here you may create or choose a filing.

Create a filing

Company Mame Authority Category
4 ALLSTATE INSURANCE COMPANY PROPERTY AND CASUALTY INSURER 1
Filing ID Due Date Filing Period Filing Name Filing Status
F12-000162621 2012P1231 test Filed i
] 1» L 1-1of 1items

© 2013 - Florida Office of Insurance Regulation

After a filing has been submitted, you may amend a previously submitted component or
add a response component to the filing. The filing status must be either “Filed” or
“Filed Incomplete.”

NAIC components may not be amended by a user; however the OIR will receive the
amended documents from the NAIC.

A response component should be added to the filing when the company is providing
additional information and/or documentation at the request of the OIR.

To make an amendment, select the filing by clicking the filing ID.
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2. Select the Filing Component to Amend

= N -
EFS 3 — -
4 e e ——
Filimg Componemnt List. work on = filing
CompBany MName: ALLSTATE INSURANCE €O M BT
1=z MAIC Group Coda: ocoos
osozo FEIN: Zs07is66S
Fiz-oo0is=2s=1 Filing Mame=: st
e Last Updated Date Status Is Amendeas
- » Contact Information Fab 19. zo1= cComplata Mo
. einsurance Surmman v Staterment Feb 19, 2013 Optional Mo
» Holding Company Registration Statarmant Fab 19, zo1i= Optional Mo
»  Reguest for Exemption to File Audited Financia | Staterments Feb 19, 2013 optional Mo
»  Request to File Consolidataed audited Financia Feb 19, 2o1s Optionsal Mo
»  Regusast for Exarmption to Fila Statarmant of Actuarial Opinion Fab 19, 201z Option=l Mo
»  Independent CPAfAwmwarencess Letter Feb 19, 2013 Optional Mo
»  Corrective Action PlansRisk-Basad Capital Plan Feb 19. 201z optional Mo
»  Reinsurance Cowver Motes/Agrecrmen = Feb 19, 2013 Optional Mo
» Pramium Growth Report Feb 19. 2o1= Optional Mo
» Disclosure of Material Transa ctions Feb 12, 2013 Cptional Mo
»  Plan of Oparation Feb 195, 2o1: Mo
. Report OIR i ' Fab 19, 2o1iz= o
»  Exam Report OIR Market Inw Feb 15, 2013 Mo
> Excarm Report Other Fab 19, zo1i= Mo
»  Dividend Reguest Feb 19, 2013 optional Mo
»  Custodial Agreemen © Feb 19, 2o1s Options=l Mo
r Investment Mansgsment Agre=men & Feb 19, 2013 Cptional Mo
>  Mansging Genera | Agent Agreermen € Feb 19, 2o1: Oetionsal Mo
» Other Agrearmen - Fab 19, 201z Optional Mo
» Miscellancous Drocumen tation Feb 19, 2013 Optional Mo

= =913 — Srames Smos ot tnsusancs Regusasan

You may select the Company Contact Information Component, or any Document
Upload or Adobe LiveCycle Web Form type of component to amend. You may not
amend an Interrogatories component. If you have inadvertently submitted an incorrect
Interrogatory response, please provide an explanation by uploading a miscellaneous
document.

To amend an NAIC component, file the amendment with the NAIC in a timely manner.
The OIR will receive the amended document(s) from the NAIC.

An amended filing may be submitted until any of the following has occurred:
1 When amending a Quarterly filing, the appropriate timeframe for submitting the
next Quarter’s filing has arrived.
2 When amending a Quarterly filing, the appropriate timeframe for submitting the
end-of-year (Annual) filing has arrived.
3 When amending an Annual filing, once the current year’s Annual filing has been
submitted, only the current and prior years’ filings can be amended.

Select a component to amend by clicking the component name.
If you download a Web Form that has already been submitted to make an amendment,

a new copy of the form will be attached. This copy will contain the data present on the
previously submitted form.
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k e ( Hella, Lag off

gy
e — — - ) —
= = — a Workbench Help Contact

Filing Component List. work on a filing.

Company Mame: ALLSTATE INSURANCE COMPANY

MNAIC Company Code: 19232 MNAIC Group Code: ooos

Florida Company

Code: 09020 FEIN: 360719665

Filing ID: F12-000162621 Filing Name: test

Component Last Updated Date Status Is Amended?

> Company Contact Information Feb 19, 2013 Complete No
Ready for

4 Reinsurance Summary Statement Feb 19, 2013 : No
Submission

Select the file you wish to include with this filing component. To choose a file, click Browse. Navigate to the location of
the file on your computer, and click Open. The document will upload automatically and then you may customize the
name of the document by simply clicking on the document title and changing its title.

Browse...

Document Name Last Updated Date Submitted Date Is Amended?
Reinsurance Summary Statement Feb 19, 2013 Feb 19, 2013 No View
View
Reinsurance Summary Statement 1 Feb 19, 2013 No
> Delete
> Holding Company Registration Statement Feb 19, 2013 Optional No

Ry t fi E ti to File Audited Fi I
N equest for Exemption to File Audite inancia Feb 19, 2013 SETner NG

Statements

You may attach one or multiple amendments to a document upload component of a
submitted filing. Repeat the same procedure you used to complete the component for
the initial submission.

To Attach a Document Upload Amendment:

1 Click “Browse”, and select the file you wish to upload.

2 For miscellaneous and response documents, the system will automatically name
the document as it was saved on your computer. You may change this name by
following the above instructions. To change the title, click on the name and type
in the title you wish to assign to the document by using the Document Name
field.

3 The document appears in the List of Documents Uploaded.

To View a Document Upload Amendment:
Click on a Document Name to view an amendment in its original format.

To Delete a Document Upload Amendment:
Check the box next to the Document Name and click the “Delete” button.
You may not delete a document or amendment that has been submitted. The check
box next to the Document Name in this case will not be enabled.

Note: After submission, the amended status for the component has changed to “YES.”
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3. Select the Filing Component to Add a Response

Filimg Component List. Wwork on a fililmg.

Company Marmea: ALLSTATE INSURAMCE O MM By
MALC Compsny
Coda: 1e=== MAIC Group Coda: ooos
Florida Comeany
: osozo FEIM: ZsoFiosssS
Flz-0001s2621 Filimg Marme: test
T Last Updated Date | Status 1= Amendeas
v Contact Information Feb 19, =013 Complate Mo
. Readyr for
» Reinsurance Surmmary Stat=ment Feb 19, 2013 = Mo
Submission
- e Ce =ry Ragistration Stotarmant Feb 19, 2013 o

Fab 19, 2o01=

Staterment
Request to File Consolidated Audited Financial

- Feb 12, 2013 Mo
Staterments
Request for Exermption to File Staterment of Actuaria 1

- - Feb 19. Zo13 ro
O Epinion
Indepe=ndent CPASM Armreness Latbsr Feb 19, 2013 Mo
Corrective Action PlandRisk-Bas=d Capital Plan Feb 19, 2013 Mo
Reinsurancs Cower Motes/Agresments Feb 19, 2013 Mo
Prermium Growth Reoort Feb 19, 2013 Mo
Disclosure of Material Transa ctions Feb 19, 2013 Mo
Plan of Oporation Feb 19, 2013 Mo

Feb 19, 2013

Feb 19, 2013
Escarm Report Other Feb 19, 2013
Dividend Regu=st Feb 19, 2013
Feb 19, 2013
Feb 19, 2013
Feb 19, 2013
Feb 19, 2013

Feb 19, 2013

T T

You may add a response to a submitted filing by clicking the “Add Response” button.

The screenshot above shows the Component List after the “Add Response” button has
been clicked. Notice that a new Response component has been added with the name
“Response01”. When you upload a document, the name will change to the document
name you assigned to it when you saved the document. If you wish to change the
name, please click on the document name after you upload it and change it.

Click the “Add Response” button.

4. Upload a Response

Click on the arrow next to the response component. You may attach one or more
documents to a Response component. Repeat the same procedure used to complete
any Document Upload-type component.

To Attach a Document:

1 Click “Browse” and select the file from your computer that you want to upload.

2 To change the title, click on the name and type in the title you wish to assign to
the document by using the Document Name field. For miscellaneous and
response documents, the system will automatically name the document as it
was saved on your computer. You may change this name by following the above
instructions.

3 The document appears in the List of Documents Uploaded.

To View an Uploaded Document:
Click on a Document Name to view a document in its original format.
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To Delete an Uploaded Document:
Check the box next to the Document Name and click the “Delete Response” button.
You may not delete a document that has been submitted. The check box next to the
Document Name in this case will be disabled.

Click “Return to Component List” to return to the Component List.

= -
MAIC Company

Code: 1oz232 MAIC Group Codes ooos
Florida Company
Code: osozo FEIMN: =s071966S
Filing ID: F1Z-000162621 Filing Name: test
Component Last Updated Date Status Is Amended?
Company Contact Information Feb 12, 2013 Complete rNo

Ready for
Reinsurance SummMmary Statement Feb 19, 2013 S rNo
Submission

Holding Company Registration Statement Feb 19, 2013 Spticnal No
Request for Exemption to File audited Financial Statements | Feb 19, 2013 opticnal ro
Reguest to File Consolidated Audited Financial Staterments Feb 19, 2013 Spticnal No
Request for Exemption to File Statement of Actuarial .

p— Feb 19, 2013 Opticnal No
Independent CERA/AwWarenass Letter Feb 12, 2013 opticnal rNo
Corrective Action Plan/Risk-Based Capital Plan Feb 15, 2013 Opticnal No
Reinsurance Cower Notes/fAagreements Feb 12, 2013 opticnal rNo
Premium Growth Report Feb 19, 2013 Spticnal No
Disclosure of Material Transactions Feb 12, 2013 opticnal rNo
Plan of Operation Feb 19, 2013 Spticnal No
Excarm Report OIR Financial Feb 12, 2013 opticnal rNo
Exam Report OIR Market Inw Feb 19, 2013 Spticnal No
Exam Report Other Feb 19, Z013 opticnal nNo
Cividend Request Feb 19, 2013 Spticnal No
Custodial Agreement Feb 19, 2013 Opticnal MNo
Inwvestment Management Agresment Feb 19, 2013 Spticnal No
Managing General Agent Agresment Feb 19, 2013 Opticnal MNo
Other Agreement Feb 19, 2013 optional No
Miscellanecus Documentation Feb 19, 2013 Opticnal MNo

Ready for
Response 01 Feb 19, 2013 = o
Submission

Note that the status of the ResponseO1 component is now complete, since at least one
document was uploaded.

Click the “Begin Submission Process” button to display the Verify Component Screen
and begin the Resubmission process.
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Re-Submit a Filing

1. Verify Component Page

Hello, | Log off

Frorioa Orsice oF
Insurance RuGuiarion

___
Submit a filing. Choose the components you wish to submit.

Please check the components you wish to submit at this time.

Component Name Last Updated Due Date Is Amended?
v Reinsurance Summary Statement Feb 19, 2013 No
@ Response 01 Feb 19, 2013 No

Return to Component List Next

@© 2013 - Florida Office of Insurance Regulation

Use this screen to indicate which added or amended components you are choosing to
submit at this time. You may uncheck a component that you do not wish to submit.

Click the “Next” button to proceed or click “Return to Component List” to return that
page
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2. Verify Filing Summary Page

—

Submit a filing. review the following information for errors.

Please rewview the following information for errors. If the information is correct, then click "Next” to proceed.
Filing Td: F12-000162621

Companw
MName:

MNATC

ALLSTATE INSURAMNCE O MBAMNY

Companw 19232
Code:
FEImM: 350719655
Florida
Company 09020
Code:

Authority

PROPERTY AMND CASUALTY INSURER
Categorw:

Filing Twpe: Feriodic
Filing Mame: test
Date
Cremtoc, Feb 19, 2013
Filing Period: 2012FP1231
As of Date: Cec 31, 2012

Filing Contact Information
MNanme:
Title:
Department:
Enail:

Address:

Phone:
Faxc
Toll Free:
Document Name Component Amended Date Submitted
Reinsurance Summary Staterment 1 Reinsurance Summary Statement N
Reinsurance Surmmary Staterment Reinsurance Surmmary Statement NO 2/19/2013 1:20:10 BM
letter Response O1 NO

Note the revised Amended statuses and additional documents listed. At this point, the
filing has not yet been resubmitted.

Click the “Next” button to proceed or click “Return to Component List” to return to that
page
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3. Agree on the Filing Certification / Attestation Page

RE FS }‘ el ( Hello, | Log off
Q :-'\ nkn-\lh'l{u.l oF
NSURANCE I:ﬁUMTIoh‘ T l;//' B ~ .
3 = = Workbench |l Help

Submit a filing. Agree or Disagree to the following.

Filing Certification/Attestation

Company Name: ALLSTATE INSURANCE COMPANY

NAIC Company Code: 19232 NAIC Group Code: 0008
Florida Company

Code: 09020 FEIN: 360719665
Filing ID: F12-000162621 Filing Name: test

By clicking "I Agree,” you are attesting that:

1. The information contained in this filing is true and accurate.
2. You are duly authorized to submit information on behalf of the company show above; and
3. The Office reserves the right to require additional information and/or documentation.

@ 2013 - Florida Office of Insurance Regulation

Select the “OK/I Agree” button to resubmit the filing, or Click the “I Disagree” button to
return to the Filing Workbench. If you click “I Disagree”, the filing is not submitted, but
the amendments or responses you added are preserved. You may chose to submit them
at a later date.

Click “OK/1 Agree” to proceed with the submission.
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4. Confirm Submission

Originator:
Filing Id:
Confirmation
Number:
Date
Submitted:
Company
Name:
NAIC
Company
Code:

FEIN:

Florida
Company
Code:

Authority
Category:
Filing Type:
Filing Name:
Date Created:
Filing Period:
As of Date:

orioa Orrie
Insvmance REGuULATION ——
e - —
= /%//

e .
REES— s

= ——

Filing submitted. vou have successfully submitted this filing.

F12-000162621
F12-000162621

49803

Feb 19, 2013

ALLSTATE INSURANCE COMPANY

19232

360719665

09020

PROPERTY AND CASUALTY INSURER

Periodic

test

Feb 19, 2013
2012P1231
Dec 31, 2012

Hello,

| Log off

Print this page Return to Workbench

© 2013 - Florida Office of Insurance Regulation

Print this screen for your records. A confirmation e-mail will also be sent to the e-mail
address associated with your I-Portal account.

Click the “Return to Workbench” button to return to the Filing Workbench.

Click on the “Log out” button prior to exiting the I-Portal application.
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Glossary

Authority Category
An authority category is a classification of the kind of approval granted to a company to
conduct insurance-related business.

Component

A component is an item within a filing used to create the filing, such as a set of
Interrogatories, a signed jurat page, etc. Each item on the filings checklists issued by
the OIR in addition to other required filings, are considered components.

Component Status
The following Component Types may have the following statuses:

1. Contact Information: The status is always “Complete” since this information was
supplied during creation of the filing.

2. NAIC: The status is either “Pending from NAIC” or “Received from NAIC”.

3. Document Upload: If it is a required component, the status is either
“Incomplete” or “Ready for Submission”. If it is an optional component, the
status is either “Optional” or “Ready for Submission”.

4. Interrogatories: The status is either “Incomplete” or “Ready for Submission”.

S. Adobe LiveCycle Web Form: If it is a required component, the status is either
“Incomplete” or “Ready for Submission”. If it is an optional component, the
status is either “Optional” or “Ready for Submission”.

Component Types

There are five component types that may appear in the component list, depending on a
combination of the filing’s authority category and business area:

Contact Information

NAIC

Document Upload

Interrogatories

Adobe LiveCycle Web Form

S

The component type determines the functionality of the system and the completion
requirements for the user.

Due Date

The filing date on which a component is due within REFS.

Last Updated Date
e Filing Component List - Denotes the date the component was last updated by
using the latest date shown on the component detail screen.
e Component Detail Screen - Denotes the date a specific document was uploaded
for that component.

Filing ID
The system generated number associated with a specific filing. This number is
generated after clicking “Create Filing”. The Filing ID is a unique number; companies
will use this as a reference when contacting the OIR.

Page 36 of 38



REFS User Guide

Filing Name

The user created name associated with a specific filing. Users are required to assign a
name for their filing during the filing submission process. The filing name must be
unique for each user’s Filing Workbench.

Filing Period

The Filing Period shown on the Filing Workbench is related to the As-Of Date and the
Filing Type for the filing. For example, an Annual filing based on an As-Of Date of
12/31/2005 would, for a calendar-year filer, have a Filing Period of “2005A”. A
Quarterly filing based on an As-Of Date of 6/30/2005 would, for a calendar-year filer,
have a Filing Period of 2005Q2. A Monthly filing based on an As-Of Date of 1/31/2005
would have a Filing Period of 2005MO1.

Filing Status
The current status of the filing within the Filing Workbench, based on the status of the
components within the filing. There are three filing statuses:
e Draft.
¢ Filed Incomplete — The filing has been submitted, and all required components
whose due date is before the filing due date were Complete or Received by NAIC
at the time of submission. Components exist whose due date is after the filing
due date and those were not yet Complete or Received by the NAIC.
e Filed - Submitted (ALL required components complete no matter what the
component due date in relation to the filing due date — whether before or after).

Filing Type

Indicates whether the period covered is annual, quarterly, monthly, or periodic.
Periodic filings are to be used for the submission of agreements, dividend requests,
reinsurance information, holding company registration statements, as well as other
correspondence.

Filing Workbench

The central location where the majority of work is performed on a filing. All of the
filings created and currently available for completion, as well as those filings already
submitted to the OIR, are stored in the Filing Workbench.

Interrogatories

This component type is a series of questions that may trigger the creation of new
components or require a free form text response, or both, depending on the answers
given to the questions.

Is Amended?
e Denotes whether a filing component has been changed since it was first
submitted.
e When used within the Filing Workbench denotes whether the filing has been
amended by the user.

NAIC

National Association of Insurance Commissioners. Applies only to certain Life and
Health and Property and Casualty authority categories.
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Originator

The Originator is the user who initially created a filing. A user logged into REFS may
submit any filing for which he or she is the Originator. Only the Originator may submit
a filing.

Submit Date
Date the submission process was completed. The submit date is shown in the table at
the bottom of the Filing Summary screen.
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