gk W) Froripa OFrFICE OF
¥ INSURANCE REGULATION

How to Create
and Submit Title
Filings Using the
Florida Office of
Insurance
Regulation Filing
System (IRFS)




@

Contents

The Insurance Regulation Filing System (IRFS) ...................
Creating a Title Filing iN IRFS ......ccoovviieiiiieeeceee e

Downloading Documents from Your IRFS Title Filing .........

Uploading Completed Documents to Your IRFS Title Filing

Frompa Grrice o1
Ivsumance Recuranios

Page 1 of 15



The Insurance Regulation Filing System (IRFS)
Creating a Title Filing in IRFS

Log in to the IRFS system here: https://irfs.fldfs.com/ and add your agency by selecting “Entity
Management”.

arkbench @ Create Filing Dj Copy Filing ? Access Filing ID [-% Entity Management @ My Account ® (D

Workbench

Data Collection [ Product Review

Grid Settings: Save D Reset

Select “+Add Entity”

Tom Smith  0:14:54 x Warkbench @ Create Filing D.] Copy Filing %j Access Filing 1D IA[]Jh Entity Management

ENTITY MANAGEMENT

Below Is the list of entities associated with your account

+ Add Entity
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Select “Licensee” and click “Next”.

Entity Type Selection

Select the type of entity you wish to add.

O Company
search by identifiers such as FEIN. Florida Company Code, NAIC Company Code, and NAIC Group Code
Licensee

search by Licensee/Agency name

% Cancel m

Type in the name of your agency and click on “Search”.

® Tom Zutell  0:14:58 K Workbench @ Create Filing

ADD LICENSEE

Usa the search criteria form below 1o search and add licensees.

Search Criteria

Licensee/Agency Name:
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Select your agency and click on “Add Selected” button at the bottom of the page.

Tom Zutell 01457

ADD LICENSEE

e the 5oy crileria form below 1 seacch 3 ada bogmers.

Waekbench { Entity Management | A Lcarses

Return to your Workbench and select “Create Filing”.

£ Workbench (P createFilng | [ copyFilng  §? Access Filing ID &% Entity Management @D MyAccout (&) (D

Workbench

[ Data Collection [ Product Review Gridsettings: [ Save || ' Resat |

Select the “Begin” button in the “Data Collection” tile.

Tom Zutell 01457

CREATE FILING

h ot Fi
Sedert fhe fype of Sing b creabe from the apbions below Workbencl Creata Filing

Data Collection Product Review

iz %

Select Begin to create a filing. Select an area of insurance or a

specific filing option below and

then Begin to create a filing.

() Life & Health

O Property & Casuaiy
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Select “Licensees/Agencies”.

Tom Zutel  0:14:53

DATA COLLECTION

Comgplote the below 1o create a fiing

Step 2 - Data Collection Step 3 - Additional Entities Step 4 - Create Filing

Companies| Licensees/Agencies

Select the entity for which you are
submitting this data collection,

If the entity you are looking for is :’::u
not lsted, chick here to add it. - 12 - TITLE INS AGENCY - CORP OR FIRM  Status: VALID

Then salect the Create Filing optien

Select your agency and click the “Next” button in the lower right-hand corner of yourscreen.

Tom Zutell  0:14:56

Step Z - Data Codlection Step 3 - Additional Entities Step 4 - Create Filing

Companies Licensees/Agencies

Sedect the entity for which you are
submitting this data collection,

If the entity you are looking for is
not listed, click here to add it 12 = TITLE INS AGENCY - CORP OR FIRM  Status: VALID

£i

Select your data call and hit “Next”.

wl 0145T

Step 1 - Entity Step 3 - Additional Entities | Step 4 - Create Fling

Module Event Pariod

Title Ins. Data Call for Agencies Title Insurance Data Call Events 2018 Title Insurance Data Call

Select one of the lsted data

collections
Previous

Current Selections:
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In Step 3 click “Next”.

Select the “Create” button in the lower right-hand corner of the screen and then select “Confirm” inthe
pop-up window.

G 2 | =
% | @) IRES | Inbox % @ IRFS| Data Collection Filing Wiz: X | 4

Not secure | oirappvintd01/Umbrella External/Create/datacollection

Stop 1 -Enlity Stap 2 - Data Collaction Stop 3 - Addibonal Entibes m

Review the information below and select
Craate to creats tis filing

It you would fike to meale changes. navigale
1o the appropnate stop. make your changes
and proceed

Entity Name-

Module:
Titlo Insuranceo Data Calls for Agencios

Event:
Titie Agency Data Call Events

Period:
2018 Title Insurance Agency Data Call

Purposs:
Data

You will be automatically returned to your workbench; select your filing by clicking the “Filing ID”.

JRKBENCH

>w are a fist of created filings

Filter: \Workable v
Product Review [ Data Collection

(", Refresh

Drag a column header and drop it here to group by that column

Filing ID 4 Filing Status Submission Status Entities

ﬁ 1001285 Incomplete Not Submitted _
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Downloading Documents from Your IRFS Title Filing

Scroll down to the list of filing components. The first three components are mandatory; the last three

are voluntary and not required.

Submission 1D Submission Type Submission Status. Created Date
- 1001306 Cniginal Not Submitted 121272017 11:13:55 AM
Component Name Status
Florida Title Agency Template
Template for ag fo plete the Florida Title Dala Call. Includes Report Lines enltries, Schedule A (Additional Agency
Information). B {Agent ities), and C (Title Agent it ). There are two
—+ Schedule C tabs - one for 1-4 Family Residential and ane for Ci ial. The Ci tab capt if to data

beyond expected limits. YOU MUST COMPLETE THE PREVIOUS YEAR and may OPTIONALLY RE-FILE UP TO FOUR
YEARS PRIOR TO THE PREVIOUS YEAR. Upload each template, one at a fime. into this companen! using the Add/Upload
then Browse and Save features.

+ Company Contacts Incomplete

Title Insurance Agency Filing Certification
+ Official certification of a true and correct agency submission to the "best of my knowledge and beliel” by signature fyped on Vit
form. YOU MUST COMPLETE THIS CERTIFICATION - ONE FOR EACH YEAR - FOR EVERY TEMPLATE UPLOADED s

INTO THIS COMPONENT

Cover Letter e

-+ Other Documents TIE
-+ Response to Request for Clarification —
rance Regulation Filing System (IRFS) © 2018 - Flonda Office of Insurance Reguiston Varsion: 1012 12422017 1138
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Click on the plus sign to the left of the “Florida Title Agency Template” component, select“Download”
and click on the Excel icon. It is advisable to save the template to your desktop for easy access. Follow
the instructions and fill out the template; you can save your work, close the template and come backto

it at any time.

Submission 10 Submission Typo Subsmission Statis Croald Date
1005883 Onginal Not Submitied 1162772016 04:54:48 PM
Component Name Stats

Incomplete

Company Contacts Incompiete

Title Insurance Agency Filing Certification
i

Cover Letter ( Gitonal )

+[+] + |+

Other Documents | Options | ST,

3tion Filing Syswen (IRFS) © 2016 - Flonda Ofice of Insurance Reguation
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Click on the minus sign to the left of the “Florida Title Agency Template” to close that componentand
click on the plus sign to the left of the “Company Contacts” component. Review the contactinformation
and if it is correct, click on the radio button in the “Primary” column. You must then click “Save” at the

bottom of the screen. You can add or remove contacts as needed.

™ (T
'.__D Create Fding [} copy Fitng (1) y Accouns

YEARS PRIOR TO THE PREVIOUS YEAR. Linioad each lempiale, one al 8 ime. inlo e componant using e an Browse and

- Company Contacts Incompiota

& Select the «Add Contact opton baiow o deplay the kst of individuals subscribed 10 enbibes associated with
this fiing

© Add any that you would like 1o be included on all cormespondenca peetaining 1o this filing
© When fineshed seloct Save to complati this companent, whelbr of nol changes have boen madk

£ Note - If ndrduals listed are not associated with entities in Tis filng. contact the Office at (850) 413-3147
1 B hir BCoEss removed

Pri. e Full Nasme Emaid Address

il IO Tom Zuled tom zutesgifioir com

© 1 you wauld ike to inclde any individuais not kstod showe a5 Ce contacts, enter ther email addrosses
befow (separated by semicalons)

L)

Click on the plus sign to the left of the “Title Insurance Agency Filing Certification” component. Clickon
the .pdf icon to download the Certification document. It is advisable to save the Certification toyour
desktop for easy access. Click on the minus sign to the left of the “Title Insurance Agency Filing
Certification” to close that component. You may now close IRFS and work on your templateand

Certification.

submission o the “best of my knowledge and belief
OR EACH YEAR - FOR EVERY TEMPLATE LIP;

sed on form. YOU Incomplete

THIS COMPONENT

Upicad Documents Downioad Templates

Template
Title Agency
Filing

Certification

B

CenificationOMueDataSubmissionExample

Page 9 of 15

Fromioa Orricu o)
Insumamce Becuranos



Open the saved Certification and fill it out: the year at the top for which you are reporting your data

(which will always be the previous year), your name in the middle and your title at the bottom.

DATA CALL
FOR THE CALENDAR YEAR ENDED DECEMBER 31

FLORIDA TITLE INSURANCE AGENCY OR UNDERWRITER DIRE@IL OFFICE

Certification
| hereby certify that:

a. The information contained in attached OIR form OIR-EOQ-2087 data submittal
has been completed in accord with the instructions for such form;

b. That the information contained in such data submittal and in any exhibits,
schedules and explanations thereto, is to the best of my knowledge and belief, for
the year being submitted, true and correct or a reasonable good-faith estimate or
allocation made in accordance with the instructions to the data submittal form;

c: That | am an officer or director of the filing entity empowered to execute this
report and that my name and title appears below.

| am aware that false information submitted in this data submittal may be prosecuted
criminally and subject the filing entity to sanction.

Type Name of Individual Electronically Signing Here:

Save and close your Certification.
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Uploading Completed Documents to Your IRFS Title Filing

Once you have completed the Title Template and Certification, you must upload them to your IRFSfiling.

Login to IRFS and select your Filing ID.

JRKBENCH

»w are a list of created filings

Workber

Filter: | Workable v
Product Review [ Data Collection

(”, Refresh

Drag a column header and drop it here to group by that column

Filing 1D 4 Filing Status Submission Status

1001285 Not Submitted

=1

Incomplete

Scroll down to the Component List.

Add to Submitted Filing

Drag a column header and drop it here to group by that column

o Type Submission Status Created Date
-_— 1001306 Original Mot Submitted 12122017 11:13:55 AM

Component Name Status

Florida Title Agency Template
Tempiate for agencies fo compiele the Flonda Title Dafa Call. Inciuges Repor Lings enines, Schedule A (Additional Agancy informarion),
Schedule 8 (Agant Activitles), and Schedule C (Titie Agent Statistical Information Submission). There are o Schedule C fabs - one for 1-4

+ i Ineamplete
Family Residential and one for Ci ercial. The C is fab captures clarifications lo dala beyond expected limifs. YOU MUST 7
COMPLETE THE PREVIOUS YEAR and may OPTIONALLY RE-FILE UP TO FOUR YEARS PRIOR TQ THE PREVIOUS YEAR. Upload
each femplate, one at a time, into this companent using the Add/Upload then Browse and Save features

+ Company Contacts Incomplete
Titke Insurance Agency Filing Certification

+ Omicial cartification of 8 rue and comect agency Submission fo the “bast of my knowledge and beliel™ by signature fyped on form. YOU Complete
MUST COMPLETE THIS CERTIFICATION - ONE FOR EACH YEAR - FOR EVERY TEMPLATE UPLOADED INTD THIS COMPONENT

+ Cover Letter e

-+ Other Documents [

o+ Response to Request for Clarification —

Insurance Regulation Filing System (IRFS) © 2016 - Florda Ofice of Insurance Regulatan Version: 1012 121132017 14:45 PM
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Click on the plus sign to the left of the “Florida Title Agency Template” component to expand it,select

the “Upload” tab, then select the “+Add Document” button

E; X Workbench @ Create Fiing [j] Copy Filng ® My Account
Comparnant Nema Status

Florida Title Agency Template
Tevmpiate for aQencies {0 Compie

Flonda Tl ), Schedve B (Agent Actvites),

g and Schodule C [Titke Agort Statist farmation Sutvmission). There dr - o for -4 Family Residantal and one for Commedial. The Incomplate
ab caphures clanficatons fo data beyood oxpecied fmils. YOU MUST COMPLETE THE PREVIOUS YEAR and may OPTIONALLY RE-FILE UP TO FOUR

RIOR TO THE PREVIOUS YEAR Upload sach fampiale, one al 8 time, indo (fes component usng (he AddiUpioad then Browse and Save features.

(7] Upload R Download

_
© From the Download tab, salect the appropaate template

© From the Upload lab, select iha +Add Document bulton o add the file you wish 1o
upioad o ths filng component

© To vew an uplaaded fil, chek the documant name

© To delels an uploaded fie, citk (he daketa con i tha Action column in gnd balow.

Created Date

o documents found

+ Company Contacts Complate
Title Insurance Agency Filing Certification
+ Oftieial cariification of a tus and comact agency submission fa the bast of my knowiadge and balai™ by signature yped on foarm YOU MUST COMPLETE THIS Incompiase
FESTIEINATION . ONE ENR EACH YEAR . G EVERY TEAS! ATE L9 OANEN INTO THIS FOLIBON
n Filing System (RFS) € 2016 - Fierida e of isurance Regulaton version 4 0011

anOfTitle..pdf ™

Browse for you template.

@ Upload data extraction document - Florida Title Agency Template

Select Add/Upload and choose the file you wish to upload for data extraction.

Browse

(Supported types. xis, xisx)

Double-click on your template and IRFS runs a validation check on the data in your template; thismay

take up to 30 seconds.

Page 12 of 15

Frompa Grrice o1
Insumance Recurarios



If no errors are detected in the template, you will be returned to your workbench showing the status of
your template component as Complete. Follow the same procedure to upload your Agency Filing

Certification.

Add to Submitted Filing

Drag a column header and drop it here to group by that cofumn

Submission ID Subrmission Type Submission Stat c | Date
— 1001308 Original Mot Submitted 121272017 11:13:55 AM
Component Name Status
Florida Title Agency Template
Temp. for ies to plefe the Florida Title Data Call. Includes Report Lines eniries, Schedule A {Additional Agency
Information), Schedule B (Agent Activit and Schedule C (Title Agent Statistical Information Submission). There are two
+ Schedule C tabs - one for 1-4 Family Residential and one for C ial. The Cy tab caph L todata | Complete

beyond expected fimits. YOU MUST COMPLETE THE PREVIOUS YEAR and may OPTIONALLY RE-FILE UP TO FOUR
YEARS PRIOR TO THE PREVIOUS YEAR. Lipicad each tempiate, one at a time, into this component using the Add/Upiead
then Browse and Save features.

+ Company Contacts Complete

Title Insurance Agency Filing Certification
Official certification of a true and correct agency submission fo the "best of my knowledge and belief™ by signature typed on

+ form. YOU MUST COMPLETE THIS CERTIFICATION - ONE FOR EACH YEAR - FOR EVERY TEMPLATE UPLOADED -

If errors are detected on your template, you will see a window listing them. In this case, it appears cell
116 on the Report Lines page has a False value. The template will not upload if any cell on any page of

the template has a False value.

e et

Florida Title Agency Template
Te for ag to the Florida Title Data Call. Includes Report Lines eniries, Schedule A (Additional
Agency Information), Scheduwe B (Agent Activities], and Schedule C (Tithe Agent Si | infarmation ). Thers
-_ are two Schedule C tabs - one for 1-4 Family Residential and one for C {. The G tab captures Incomplete

clarifications o data beyond expected limits. YOU MUST COMPLETE THE PREVIOLUS YEAR and may OPTIONALLY RE-
FILE UP TO FOUR YEARS PRICR TO THE PREVIOUS YEAR. Uplcad sach tempiate, ane at a time, inta this component
using the Add/Upload then Browse and Save features.

DATA EXTRACTION ERRORS (@) 'y

Error Message

IWOH(Sheet: Report Lines Column: 118 Cell Value: False l

Upload D Download Templ

1) To download the template to be used to fill out, click the Templates tab
and select appropriate download
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You must go back to your template and fix the error; in this case the agent forgot to put in theAgency

License Number.

U" Aral L
By Copy ~
Paste I U
~ Format Painter -
Clipboard & Font
F15 - Koo

Ell Report Lines: By-Line Responses

Line Description

Alignment

Enter Alphanumeric Response

VVIdp 1ext =

Merge & Center COlUmn II jonal Formatas Cell

- ing -~ Table - Styles
Row 16 g

Enter Numeric
Response

I

THIS IS REQUIRED INFORMATION that is to be provided each time the data template is submitted to the Office of Insuran

SELECT AGENT/AGENCY TYPE: Single State Agent

Required
Data Field
Complete?

General Instructions

Parent Company EIN
(if applicable, else enter zeroes,
6 | for Underwriter Direct Operations - TRUE
use
NAIC Group Code)

7 Agency License Number
16 (for Florida)

8 Street Address (Line 1) 123 Main
17

9 Street Address (Line 2) (Enter N/A
18 "N/A" if not used)
19| 10 City TLH

11 State Florida TRUE
20

4 ... | Instructions | Report Lines | Schedule A | Schedule B | Schedule C Residential | Schedule C Commercial | Agency Com

Ready

When the error is corrected, save and upload the template to your IRFS filingagain.
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Once all three component statuses are Complete click on the “Submit” button to submit yourfiling.

) Tom Zutell  0:14:56 e, Weorkbaneh () create Filing 4% User Menu ~8a @
Add to Submitied Filing m

Drag a column header and drop it here to group by that column

Submission ID Submission Type Submission Status Created Date
- 1001306 Qriginal Mot Submitted 1211212017 11:13:55 AM
Component Name Status
Florida Title Agency Template
Template for agencies to compiefe the Flonda Title Data Call, Includes Report Lines entries, Schedule A (Additional
Agency Infe 5 dule B (Agent Activities), and Sch le C (Title Agent S [ Infe Sub ).
-|- There are two Schedule C fabs - one for 1-4 Family Residential and one for Co The C tab fi Complet

clarifications to data beyond expected limits. YOU MUST COMPLETE THE PREVIOUS YEAR and may OPTIONALLY
RE-FILE UP TO FOUR YEARS PRIOR TO THE PREVIOUS YEAR. Upload each femplate, one al a fime, info this
component using the Add/Uplead then Browse and Save features

Com| Contacts. Complete
pany mpl

Title Insurance Agency Filing Certification

Official certification of a true and cormect agency submission fo the "best of my knowledge and beliel” by signature typed
+ on form. YOU MUST COMPLETE THIS CERTIFICATION - ONE FOR EACH YEAR - FOR EVERY TEMPLATE

UPLOADED INTO THIS COMPONENT

Complete

irance Regulation Filing System (IRFS) © 2016 - Florida Office of Insurance Regulation Mersion 1012 121432017

You will receive an auto-generated email from the Office confirming your submission minutes afteryou

submit your filing.

HHH
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