
I-File Introductory User Guide
(Property & Casualty Product Review)

Updated April 2008

Florida Office of Insurance Regulation 
David Altmaier, Commissioner



2

Table of Contents
Verify Internet Explorer Version ……………………….……….…………….….. 3

Accessing the Industry Portal ………………………….….……………………… 4

Creating an I-Portal Account …………………………………..……...…….……. 6

I-File ………...………. ……………………………………………..…………..... 9

I-File Options (Home, Help, Contact Us, Account. Filing Search, Logout) … 10-19

Starting a New Filing ………………………….………………………………… 21

Filing Workbench ……………………………….………………………………. 35

Filing Component List /Types ……………………………………………….. 36-37

Filing Component Examples (Company Data, Cover Letter – File Upload, OIR-B1-
582, Explanatory Memorandum, Interrogatories, Rate Collection System) .... 38-63 

Submit Filing ……………………………………………………………………. 64                

Review Filing  …...……………………………………………………………… 68

Response Filing …………………………………………………………………. 70

Review Submitted Filings ………………………………………………………. 76

Logging in with a Work Unit Number ………………………………………….. 79

Common I-File Questions ………………………………………………………. 82



3

Verify Internet Explorer Version

You will need Internet 
Explorer 5.5 or higher to 

use I-File.
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Accessing the Industry Portal (I-Portal)
(http://www.floir.com)

Double Click the     
“Industry Portal”
link found under 
COMPANIES.
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The I-Portal
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Creating an I-Portal Account

Creating an I-Portal 
account gives you 
access to each of 

the listed 
applications

Select “Set up an 
account”, and 

follow the 
instructions on the 

next screen.
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Fill in the form with your 
information (note the 

required fields).

When you’re done, simply 
click “Create Account” at 

the bottom of the page.  
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The next screen will display a 
message notifying you that your 
account has been successfully 

created.

You’ll also receive a VERY 
important email at this time as 

well.  

You MUST click the link in that 
email to activate your account 
before you can proceed with 
creating / submitting filings.

Please send a message to OIR 
through “Contact Us” if you do 

not receive this email upon 
creating your account.
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Click the “Form & Rate Filing Assembly and Submission” link to work on a filing.

I-File
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I-File Options – Home

Clicking “Home” on any page will bring you back to the main I-Portal screen.
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Clicking “Help” will pull up 
the following window.

Here you can access help for 
any of the listed I-Portal 

applications.

I-File Options – Help
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Clicking “Contact Us” pulls up 
the following window. 

Here you can submit comments, 
enhancement suggestions, errors, 

and/or questions to OIR.

I-File Options – Contact Us
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Clicking “Account” will take you to 
a login screen.  

Enter your username and password 
to view and/or update your account 

information.

I-File Options – Account
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I-File Options – Account – Update

Click “Update” to change your user 
information.

* If your email address changes in the 
future, simply make the change here, rather 

than creating another account.
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The “Filing Search” option takes you to a page that allows you 
to search for, view, and receive information regarding Form & 

Rate filings submitted to the Office.

** The Filing Search is the place to view the documents you’ve 
submitted for review.  Keep in mind, you will need a file log 

number to locate the documents in question. **

I-File Options - Filing Search
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Enter a 
file log 

number or 
any other 
criteria to 
retrieve 
filings.

Then 
click 

“Search”
to display 

your 
results to 
the right.
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Clicking on 
one of the 

PDFs to the 
right will 

prompt you to 
enter your 

email address, 
so you can 

receive a link 
to that 

document.  

You also have 
the option of 
requesting a 
PDF of the 

entire filing or 
just the 
stamped 
pages.

Clicking on a file log number will 
display that filing’s contents in the 

window below.



18

Click “Send” to 
process your 

request…

…and an email 
containing a link to the 
requested PDF will be 
sent to the address you 

provide.
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Clicking “Logout” will simply 
log you out of the I-Portal, 

bringing you back to the Login 
screen.

I-File Options - Logout
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Navigating I-File

When working on a filing, it is VERY
important that you use the navigation 
buttons within the application (shown 
above) instead of the Internet browser 

buttons.

Using the Internet browser buttons can lead 
to application time-outs and other filing 

problems.
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On the I-File screen you have the option to start a new filing, work on an in-progress 
filing, or review filings that you have previously submitted.

To start a new filing, simply click the “Start a new filing” link.

Starting a New Filing
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You will then be taken to the New Filing Wizard which will walk you through 
each step of the filing creation process.  Click “Next” to proceed, or click 

“Cancel” to return to the Filing Assembly Submission System screen.

You may be asked to login prior to reaching the wizard.  Do so, and you will 
be taken to this page.



23

The first thing you will 
need to do is select the 

type of filing you wish to 
submit.  

This manual will 
demonstrate how to 

submit a Commercial 
Multi-Peril rate & rule 

filing, so we will choose 
“Company” as our filing 

type.  Check the 
“Company” radio button, 

and click “Next”.

(You can always return 
to the previous screen by 
clicking “Back” and to 

the Filing Assembly 
Submission System 
screen by clicking 

“Cancel”.)
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If you are filing as a P&C Insurer, select “Property & Casualty” as your Area of Insurance, 
and click “Next”.

(Warranty Associations, Premium Finance Companies, Motor Vehicle Service Agreement 
Companies, and other entities that are not licensed P&C insurers should select “Specialty”.)
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Select whether you are making a filing either for one company or for more 
than one company.
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Now you need to associate a company with your filing.  If you know your 
company’s NAIC Company Code, enter it in the space provided.  Otherwise,

use the “click here” link to search for your company.
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You can search by any of the listed fields. Enter your information, and click “Next”.
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Choose the company on whose behalf you are filing.  Then click “Next”.



29

Creating the product for your 
filing is a three step process.  The 
first step is to select your Line of 
Business.  Those listed in bold 

print are the lines that your 
company is authorized to submit.  
If your company’s application to 
market a certain line is currently 
under review, I-File will allow 

you to create your filing, but you 
will not be allowed to submit it 

until the application is approved.

Make your selection, and click 
“Next”.

As you proceed through the 
wizard, you’ll also notice that 

each option is hyperlinked.  Click 
the link to display a description 

for that specific choice.

The number in ( ) denotes the FL 
code for that Line of Business.
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Next you need to select 
your Type of Insurance.

Make your selection, and 
click “Next”.

Depending on the type of 
filing being submitted, you 

may skip the Type of 
Insurance screen and/or 

the one that follows.  That 
simply means there is only 

one option under that 
selection, and you will 

skip to the Filing Purpose 
screen to avoid repetition.
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Now select the Sub Type of Insurance for the product being submitted.  
Once you do, click “Next”.
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Here you will need to select your filing purpose.  Do so, and click “Next”.

If unsure, “click here” to view a list of purpose descriptions.
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The next screen provides 
one last chance to verify 
your selections.  If they 

are correct, click 
“Continue”.  

If you notice that one of 
your choices is incorrect, 

click “Cancel” to start 
over.

Keep in mind, any errors 
may result in your filing 

being returned as 
Incomplete.  If you have 
any questions about your 
submission, contact staff 
by accessing one of the 

links provided.
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Once you’ve verified your choices, you then have the option of giving your filing a name 
and/or a password.  You will also receive an email at this time containing the same 

information. 

After you click “Done”, you will be taken to your Filing Workbench to upload documents
and provide further information on your filing.
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Your Filing Workbench 
contains the filings you have 

started but have not yet 
submitted.  

To submit a filing you will 
need to complete a list of 

filing components.  To access 
your filing’s component list, 
click on the applicable Work 

Unit number in the first 
column.

You also have the ability to 
delete items on your 

Workbench.  Simply click 
“Delete Filing” and select the 

filing(s) you wish to delete 
one at a time.

Filing Workbench
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The Filing Component 
List contains required 

and optional filing 
components.  The 

required components 
are initially marked as 

“Incomplete” in the 
Status column.  As 
you complete each 

required component, 
the Status column will 
change to “Complete”.    

Filing Component List
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Filing Component Types

There are 5 types of components in I-File. Each type is determined by 
how information between the user and I-File is exchanged:

1) Verify Data (e.g., Company Data)

2) Complete an on-line form (e.g., OIR-B1-582, Interrogatories)

3) Upload a File (e.g., Cover Letter, Explanatory Memorandum, 
Manual Pages)

4) Download a template to the user’s computer, complete it, and 
upload the completed version (e.g., Use of Credit, Catastrophe 
Model Support,  Rate Level Indications Workbook)

5) Rate Collection System
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To access individual 
components, click the 

links in the 
“Component” column. 

Within a Filing 
Component list, you also 

have the option to 
“Review this Filing”

(view an HTML 
document of data 

gathered during the filing 
creation process) and 

“Return to Workbench”.

Select “Company Data”
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Here you need to verify that this is the company on whose behalf you are filing and that 
the company is authorized to make this submission.  If you’re satisfied with your selection, 

click “Return to Component List”.  If you have questions about an authority status or 
anything else regarding your filing, view the website or contact us.

Company Data
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Notice that the 
Company Data 
component now 

reads 
“Complete.”

Click the 
next 

component 
in the list 

to 
continue.
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Now you need to upload a Cover Letter.  Click “Add File” to search your 
computer for the necessary document.  Click “Done” to return to your Filing 

Component list.

Cover Letter – File Upload
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Please note the I-File 
document requirements.

I-File will accept the 
following document 

types:

-Hyper Text Markup 
(.htm)

-Hyper Text Markup 
Language (.html)

-Portable Document 
Format (.pdf)

-Text File (.txt)

-Microsoft Word (.doc)

-Rich Text Format (.rtf)

-Microsoft Excel (.xls)

-Tagged Image File 
Format (single page 

only) (.tif / .tiff)

Clicking “Add File” brings you to the screen above.  
Notice, I-File already includes “Cover Letter” as the 
title of your document.  You may change that if you 

wish.



43

Clicking “Browse” brings up the window shown above.  Locate the document you wish to 
upload and click “Open”.  
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View the “File to upload” window to verify that you’ve attached the correct document.  
Then click “Upload”.



45

As your 
document 
uploads, a 
progress 
window 

will 
appear.

After the upload is complete, the page above will display.  Click 
“Continue”.

If you have trouble uploading your document, click the “Contact Us”
option for assistance.
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You also have the 
option of viewing 
the document you 
upload.  To do so, 
click the link in the 

“Title” column, 
and then click the 
icon/link to your 
document on the 
following screen.

If you need to upload an additional cover letter, click “Add File” and follow the 
previous steps.  If you realized you attached the wrong document, click “Delete File”, 

select the file to be deleted, and click “Delete”.  If you’re finished, click “Done”.

Cover Letter.doc
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Click the 
next 

component in 
the list to 
continue.

The Cover 
Letter  

component 
now reads 

“Complete.”
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The first screen displays 
the instructions for 

completing the form.

If you have any questions 
about filling out the UDL, 
visit the website listed or 

“Contact Us”.

Note the navigation 
instructions posted to avoid 

errors while using I-File. 

Click “Next” to proceed, or 
“Cancel” to return to your 

Filing Component List.

OIR-B1-582
P&C Universal Data Letter (UDL)
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You need to provide 
contact information for 
the filing.  In addition to 

filling out the form 
manually, you have the 

option to use your 
account information or  

contact information 
from a previous 

submission.

Complete the form, 
filling in as much 

information as you can.
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Choosing the “re-use 
previous contact 

information” option brings 
you to the following page.  

Select the Originator / 
Contact combination you 

want, and click “Use 
Originator”.
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In addition to a Filing 
Originator, you need to 
designate a Company 

Contact.  This contact will be 
the one to receive 

correspondence from the 
Office.

Click “Copy” to copy the 
Filing Originator information, 

or enter another user’s 
information.

Once you’ve finished entering information, click “Save” to save 
your progress and continue at a later date.  Click “Cancel” to return 

to the Filing Component List, “Previous” to return to the prior 
screen, or “Next” to continue.



52

Answer the questions in Section III, and click “Next” to continue.
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Complete Section 
IV by reviewing 
the information 
provided and 

choosing a File 
Usage.  Click 
“Next” at the 
bottom of the 

screen to continue.
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You may be asked to 
complete other screens 

containing rate 
information.
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The final screen of the 
UDL contains the 

applicable certifications.

To complete, click your 
mouse in the empty 

checkbox to the left of the 
certification, and provide 
the correct information 

below.

When you get to the bottom 
of the page, you’ll notice 

that “Next” is no longer an 
option.  Click “Save” to 

finish the form and return 
to your Filing Component 

List.
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Click the 
next 

component 
in the list to 

continue.

The OIR-
B1-582 

component 
now reads 

“Complete”.
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The Explanatory 
Memorandum 

requires that a file 
be uploaded. The 
steps are the same 

as those for the 
Cover Letter.
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The Explanatory 
Memorandum 

components now 
read “Complete”.

The next 
component is the 
“Interrogatories.”
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The Interrogatories are questions that 
determine whether or not additional 

components are needed in the filing. For 
example, if you answer the question 

“Are you someone other than an 
employee of the company who is 
making this filing on behalf of the 
company?” in the affirmative, the 

Consultant’s Authority Letter 
component will be added to the list of 

required components.

Read each question carefully. Once 
the filing has been submitted, you 
CANNOT go back and change the 
answers to these questions. If you 
are unsure, ask us before filing.

Interrogatories
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Once you have 
answered each of 

the questions, 
click “Save.”

The next screen 
lets you know that 
your answers have 
been saved. Click 

“Return to 
Component List”

to continue.
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The 
Interrogatories 

component now 
reads “Complete.”

Note that the 
Consultant’s 

Authority Letter 
and OIR-583 

components have 
been added based 
on the answers to 

the Interrogatories.
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One of the Interrogatory questions, depending on the line of business and the filing 
purpose, is “Does this filing include rates or rating factors that result in a rate 

change to the Office’s RCS rating examples OR is there an overall rate change 
associated with this filing OR does this filing include the introduction of a new 

program?”

If you answer this question in the affirmative, the Rate Collection System and RCS 
Verification components will be added to the Filing Component List.

Rate Collection System (RCS)
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For instructions on how to use the Rate Collection System, see the RCS Training 
Materials located on the I-Portal screen.

In addition to the User Manual and 
Frequently Asked Questions, there are 
audio/visual training sessions for the 

various lines of business.
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Complete each of 
the components, 
so that all now 

read “Complete.”

Now that you have 
satisfied all of the 

required 
components, the 
“Submit Filing”
button displays.

At this point you 
may either submit 

your filing or 
continue adding 

information.

Submit 
Filing
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Once you’ve submitted your filing, you will receive an initial email as shown above. I-File 
will then run your submission through a series of checks. This includes checking document 

size (less than 999 pages), a virus check, and a check to ensure that the submitted 
documents can be converted to a format used to give them their electronic stamp.  If any 

documents fail…
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If your filing does not 
pass the compatibility 

check, you will 
receive an email 

similar to this one. 

The email will 
include the 

document(s) which 
had problems.   

For help, please 
submit an issue 

through Contact Us, 
and provide the Office 

with the Work Unit 
Number for the filing 

in question.
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If your filing successfully passed the compatibility check, you will receive 
an email with the Florida file log number that has been assigned to it.  Refer 

to this number when corresponding with the Office.
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Review Filing

At any point in the process, you have the option to review your filing.  Click “Review 
this Filing” to view and/or print the information you’ve provided for your filing.
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At the bottom of the page, you can 
click “Printable Version” to print a 
copy of your filing information or 

“Return to Component List”.
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Response Filing

To add to a filing that 
you’ve already submitted, 

click the “Filing 
Assembly and 

Submission” option on 
the main I-Portal screen.

On the next screen, under 
Common Tasks, select          
“Add to a submitted 

filing”.
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By file log number, select 
the filing to which you 

wish to add information.

When you do, you’ll 
receive the message 

below.  Click “OK” to 
proceed or “Cancel” to 
select a different filing.
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I-File will create a new Work Unit Number for your response.  This
number, separate from the file log number, identifies each filing 

submission.  Click the work unit number to continue.
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Since this is a response 
filing, there are no 

required components.  
Everything is optional.  

Select the component on 
which you wish to work, 

and follow the same 
steps as you did for your 

initial submission.
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Once you have 
completed a 

component, the status 
changes to 
“Included”.  

Also, when at least 
one component is 
complete, you will 

again have the 
“Submit Filing”

button.  Click the 
button to submit your 

response.
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After submitting your response, you will see the screen above, notifying you that your 
documents are being checked for compatibility.  You will also receive an email with this 
information.  Click “Return to Workbench” to work on another filing or “Logout” to exit. 
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Review Submitted Filings

You have the ability to 
review filings that you 

have previously submitted.  
To do so, click the 
“Review submitted 

filings” option under 
Common Tasks.
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This screen will list each 
submission (both original 
and response) by Work 

Unit Number.  This screen 
will also display the time 
and date of submission, a 
submission ID, and the 

corresponding Florida File 
Log Number.

To access a submission, 
click on the appropriate 

Work Unit Number. 
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You will then be taken to the 
Filing Component List for this 

submission.  Here you can view 
the components that were 

completed as part of this filing.  

(You cannot add information to 
a filing under this option.)  

As with active filings, you can 
click “Review this Filing” to 

view a page containing detailed 
filing information.

You will need to use the “Filing 
Search” option to view and/or 

retrieve any documents 
contained in your filings.
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Logging in with a Work Unit Number

If you need someone else’s assistance in completing your filing, but you don’t want 
to give them access to your entire account, use the “Log on using Work Unit 

Number” option.
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Once you’ve selected that option, enter the Work Unit Number and the individual 
filing’s password (if you provided one when naming your filing).  Then click “Submit”.
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Notice that many of the 
options on the Filing 

Component List page are 
grayed out.  

Under the work unit 
number option, you may 
add information to the 

filing just as you would 
normally, but you will not 
be able to submit it.  That 

can only be done when 
logged in as the user who 

originally created the filing.
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Common I-File Questions



83

Need Help With Your I-Portal Account?

“I forgot my 
password, 
HELP!!!”

If you ever forget your 
password, simply click the 
“Retrieve lost password”

option on the Login 
screen.

Enter your email address, 
click “submit”, and the      
I-Portal will email your 

password to you.
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Need Help With Your I-Portal Account?

“John Smith used to handle our 
filings, but he no longer works 

here.  I now need to have 
access to that information.”

Simply complete a Question under the “Contact Us” option providing OIR with the 
following:

1 – The name and email address of the user/person who has left the office

2 – The name and email address of the user/person who you want to now have 
access to the account

(Please do not create a new account prior to submitting this request.  If you already 
have an account of your own, we will not be able to merge the two accounts.)
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Need Filing-Specific Assistance?

“How long will my 
unsubmitted filing 

remain on my 
workbench?”

I-File will retain unsubmitted/unworked filings for 6 months 
(180 days).  If you have not submitted a filing or at least 
completed/updated one of the filing’s components, your 

submission will be deleted.
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Additional Questions?

If you have any additional questions that have not been covered in 
this material, please don’t hesitate to contact the Property and 
Casualty Product Review Business Unit @ (850) 413-3146.  


