Correcting Errors
Common Mistakes

1. Large number of errors
2. Embedded Commas

example: John Doe, 1201 Main Street, Suite 1000, Columbia, SC, 20201 should appear as:
John Doe, “1201 Main Street, Suite 1000, Columbia, SC, 20201

Embedded commas — This is common in address fields. If a data field contains a
comma be sure to surround the field with quotation marks. For example: the street
address in the example here should appear quote 1201 Main Street, Suite 1000
quote.



Correcting Errors
Common Mistakes

1. Large number of errors
2. Embedded Commas
3. Incorrect Totals

Incorrect Totals — If the totals fields returned by us appear to be incorrect please
make sure that you’ve rounded the dollar amount on the fields as indicated in the

layout. Remember to round to the nearest dollar; don’t just drop off the amount to
the right of the decimal point.
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Questions on Batch Uploads?
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roker lax Das oar

Please select from the below which best meet your needs.

Manually Add Submizsion
Subenit Policy Risk and Premium information one at a time.

Marwally Add Erdorsement
Submit an Endorsernent for a Policy one at a time.

Barch Upload
Submit multiphe Policy Information and Endorsements through batch file upload.

View/Search/Edit Submi;
Allaws you 10 View or Edt & Submésgion that you submitted for the curment tax year

Cancel Submizzieng
Allows you 1o Cancel a Non-Expared Submission

terly Tc

Allows you to reconcil county destribution and pay premiums taxes due on a curend quaredy
bazis

Penew Subsizsion
Alows you 10 FENEW an expiing policy.

Submizzion Summary
See submizsion summary as of curment yesr

Select View/Edit/Cancel Submissions
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Quarterly Transactions i, s | Logost

R

Breker Mome Jore Dos 5C Indraideal 2: 151515

N N | pre— T T

Submizsie Submission| Pelicy # |Comty | Prsperty | Al Othor | Pabicy Poc | Totel Fromivm | Fromiom Tox
Yeor s Cods ond Pelicy Fee Liabdity

IE|
|
I

| 20 123 945 L4 1500 50 1550 62
201 152 7895 05 2,500 300 50 2,850 14

201, 200 8

400 ]

a0n
4+

Endorsements

I View

Tatel Premiwm Tax Lisbility

|| Endorsements by either Submission #

Search Submissions and

or Policy #

e — = L S

Current Tax Year is set to default

Enderseme Pobcy 8 Effective  Expiration Totel Pebicy Fee  Total Premivm |
z bate Bate Premium and Palicy Fee  Liabiity |

Plus Sign (+) denotes an
endorsement(s) is associated with a
submission

Quarterly Transactions Screen: View/Edit/Cancel

The quarterly transaction screen will allow the user to view all submissions and
endorsements submitted by the broker. Tax year is defaulted to the current year.
In January however, the previous and current tax year will be open.

Initially, the screen will show submissions for the current open quarter. A plus sign
placed to the left of the submission indicates endorsements are associated to the
submission. To view the endorsements click the plus sign.

To search for a single submission user may search by either policy number or
submission number. The submission will display, and again the plus sign located to
the left of the submission will denote endorsements are associated to the

submission.

User will be able to filter by quarters. From the dropdown list users will be able to

select the quarter they wish to view or all quarters if the fourth quarter tax period is

open.
To view detail submission information, click Edit/Cancel.
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Viewl/Edit/Cancel Submission

oo [chular : irsien &1 123
RISK PREMIUM ENDORSEMENT

[ Mudti-state Policy
O] South Caraling the home srate?

Tnsured Type: | Individual I!]

Troured hiome: | BETTY White — B J
— ———— ————

Risk Description: |

Placement Date oz 3
Policy Effective Dater | OHI7/0IZ 3

Folicy Expiration Dater | DHZI/2012

Insured/fisk Address  |1200

ol .

dhen < - 20 1

o [ sm(- -'--;cw:[ b |
County: Adkery v

View/Edit/Cancel Submission Screen

Users will be able to modify all or part of the current submission information. Certain
information is not modifiable if an endorsement is associated to the submission. If there is
an endorsement, only insured/risk information can be modified. If there is no endorsement

all submission information is editable with the exception of submission number, broker
individual number and broker name..

If the quarter is closed and the reconciliation process is complete, submission and
endorsement information for the closed quarter are no longer editable.

The endorsement tab will list all endorsements associated to the submission. The list will
be scrollable and will include the following information :

Endorsement #

Effective date

Expiration Date

Tax Amount
Endorsements will be listed in descending order.

Cancel a Submission

The user may cancel a submission by clicking the ‘Cancel Submission’ button. The
submission status will be set to ‘Cancel. Cancellation does not remove the submission from
the system but does change the status of the submission. To cancel, the submission must

have a status of ‘Accepted’ and the Tax year must be open. Once a submission is canceled,
it is no longer editable. .
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Questions on Viewing/Edit/Cancelling
Submissions?

57



Please select from the below which best meet your needs.

Subeit Policy Risk and Premium information one al a time.

Marually Add Erdorsement
Submit an Endorsemnent for a Policy one at a time.

Batch Upload
Submit multipe Policy Infarmation and Endorsements through batch file upload

Allows you 10 View or Edi a Submission that you submitted for the current tax year

Concel Submissions
Allows. you 1o Cancel a Non-Expired Submission

Process/Pay Quarterly Tax
Allows you 1o reconcil county detribution and pay preméums taxes due on & curend quarerdy
i

Benew Subméssion
Allows you 10 renew an expifing policy.

imippion Sunenary

See subméssion summary as of curment year

Choose Process/Pay Quarterly Tax from the Broker Tax Dash Board
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Quarteriy Transaction Summary

Quarterly Summary shain Many | Logout

Braker Hame. Jors Do SC Individual ®: 151515

Quarter: | Cuntribution of Fromums Writtes for Quarter §4.775
Tutel & of Pebtias Submitted: 4
Tatel & of Endarsements Submitted: 2
Tetel Consallatorns

Quarter L - Commty Gistribution - Proparty Promiums (Codes 32,08, 22,10, 22.30)

Comty IO | Couaty Mame Fremiums Comty ID  Comty Hame Promium |
1 ABBEVILLE $100 I 4 GREENWOOD $40
2 ATKEN I $615 | 25 HAMPTON - $4.000 |

Caloulare Tavel County Distribution: §4.450

Tatal Pramiems Writhen: §4.775
Total Pabiiy Foas: $225
Tatal Prommms and Pebay Foos: $5.000
Currant Total Tax Lisblity . $200.00
What i your Total Tax Uabibty for Priee Year Submissinins Endarsed in 2032 | (ragativa ba - 499
i ek was rafundad to poliybeldar(s) rogording prose yaor polices that wers sonialled i 2012 (ragative s 4499

Admenis trative Fing
Tatal Amsunt Due:

1 other than the beoksr. pleass provids the fellowing:

Principal Comtact hame:

Prancipal Contact Email Addeass: —]

Quarterly Transaction Summary

At the end of each quarter the system will generate a quarterly tax form ; the quarterly transaction summary.

At the top of the screen, quarter cumulative totals are listed:

The number of submissions processed

The number of endorsement processed

The number of cancellations processed

Total distribution of written premiums for quarter (for all coverage).

Users will be able to redistribute property premiums amounts. If property premiums amounts are
redistributed, the system will recalculate the total. If the re-calculated total does not agree with the total
county distribution previously calculated by the system, an error will be posted. You may correct the
redistribution to agree with Department totals but if your records do not match any of our calculated totals
Click ‘View Policy Submissions’.

You will be navigated to the Quarterly Transaction Screen to modify submissions and endorsements.

Once you are done with modifying submissions and endorsement, you can navigate back to this screen.

As the department does not have historical submissions before 2012, current endorsements and

cancellations, premium and fees totals on previous years policies will have to be supplied. The department
tax division will require documentation for this.

Please provide the name of the contact person if other than broker at the bottom of the screen.
If quarterly tax information is correct or you have made the necessary corrections to your taxes click the

Complete and Pay Button

You will be navigated to the Electronic Payment Method Screen.
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Search Submissions and
= || Endorsements by either Submission #
Breker Hame  Jane Doe 5 Indimi | or Policy # or Insured Name

B |{semizsicn & L4 Fitermy 200 |W)[Guarrert Tl

T Subamiastel b bty # " T Gtk oy Tos | Teral T Toy Current Tax Year is set to default
Year s Code and Palicy Fee | Liablity -
View/Ed
| 2om | 123 | ees | 02 | 100 50 1550 e |t
200 152 Tavh 08 2500 300 50 2850 ] Vigw/Gdit
20 162 sist | 12 150 = £ 200 8 View/Edvt
,  zm e B5az | 46 300 100 400 1 View/Edit
Endirzements u
& | by ® | Ettactive | Expieation | Teral Pobicy Fou | Tetel Pramsumcy Plus Sign (+) denates an
* Dets Dete - o fabey foe | ey =] endorsement(s) is associated with a
e submission

Totol Promiwm Tax Liability -

Here, submissions and endorsements submitted for the closed quarter are viewable. Users
will be able to export this data into an excel spreadsheet.

Here, you will click ‘Edit/Cancel’ to view detail information on a specific submission. This
will navigate you to the View/Edit/Cancel Submission screen.



View Edit Cancel Submission
Manually Add Submission ain My | Lot
b s P
speny cot | [ ]

LR —
- Submissivn Catagery: | IO ] : Submizsion 8: 123
RISK | PREMIIM
[ Matti-srate Policy = |
] South Caraling the homs state® ey |
[<I¥]
Tnpared Type | Purchasing Grap [W] compery codes [‘1 |“fv-ﬁ_]
T le.m.— Inared Mot Hors o Sy
Pk it iEnm sk Dascription Here
bolicy Fiambar: | EnTer Policy Phumber Here
Macement Date: Entter Placement Diste Here L]
Policy Effective Darer  Enber Effective Date Here
Pellicy Expinstion Date: | Erter Expeation Date Hare (35
Troured/Bisk Address: | Enfer Street Address Hare
cirpe [ iy vere " <rare [5 I¥] 220 cote [Ermer 2p code s |
Eonty L-\wa.lr v
Have Boan Unchle to oivicin Bngusied Traunmes frem the Follawing Licensd Inmwrers =
[El:‘c- Insurer Here ]
i - — ]
[Emer Tnmurwr e — |

Here you will be able to edit or cancel a submission or edit one or multiple endorsements.

If the submission has endorsements you can only amend insured/risk information.
However, you will be able to modify surplus lines insurers premium adjustments, coverage
description premium adjustments, and policy fees adjustments at the endorsement level.

If no endorsements are associated with the submission, the risk and premium information
are editable.

Once all corrections are made, return to the Quarterly Transaction Summary Screen via the
navigation bar.

At the bottom of the form please provide the name of the contact person if other than
broker

If quarterly tax information is correct or you have made the necessary corrections to your
taxes click the Complete and Pay Button

You will be navigated to the Electronic Payment Method Screen.
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Quarterly

ransaction Summary

Quarterly Summary

Orskar Mams: Jona Cos

Transasvien Jummary

SC Tnduvideal & 161616

Wi Policy Sube

Cuarter: | Gistributien of Fromwms Writtes for Carter: $4.775
Tatal & of Pabicier Submittad:

Totel & of Endersoments Swbmitted: @
Tavel Cansallatins

a

Cmarter L - County Dintribution - Proporty Prommms (Codes 22,80, 22.10, 22.36)

County TG County Hame Fromiems Cownty IO Cownty Home Frommems |
i ABBEVILLE $100 } 24 GREEMW IO Fe0
z AIKEN [ $615 | 28 HAMPTON $4.000
" Caleulate i Totol Comnty Gistribunion: $4.450
Total Pramiums Writhen: §4.775
Tarel Pabicy Pass: FI26
Tatal Pramiums and Feboy Fess: $6.000
Current Tavsl Tax Liability : §200.00
What i yeur Tutal Tax Labiity for Prise Yoar Submissisins Endersed i 2812 | inagative in - 4345
Hom mwih was rofunded te pobirheldor(s) regordmy prisr rasr pobises thot mere concolied m 2812 Gnagabive s - 3997

Az tra e P
Tatal Amswnt Dus:

14 ather than the broker. pleass provide the following:

Princiod Contot Hi | ]

Principal Contact Mhons hiumbar: | | excranason [ i ]

Principal Contact Email Address '____—___—l

At the end of each quarter the system will generate a quarterly tax form ; the quarterly transaction summary.

At the top of the screen, quarter cumulative totals are listed:

the number of submissions processed

The number of endorsement processed

Number of cancellations processed

Total distribution of written premiums for quarter (for all coverages).

Users will be able to redistribute property premiums amounts. If property premiums amounts are
redistributed, the system will recalculate the total. If the re-calculated total does not agree with the total
county distribution previously calculated by the system, an error will be posted. You may correct the
redistribution to agree with Department totals but if your records do not match any of our calculated totals
Click ‘View Policy Submissions’. You will be navigated to the Quarterly Transaction Screen. Here, submissions
and endorsements submitted for the closed quarter are viewable. Users will be able to export this data into
an excel spreadsheet.

Here, you will click ‘Edit/Cancel’ to view detail information on a specific submission. This will navigate you to
the View/Edit/Cancel Submission screen. Here you will be able to edit or cancel a submission or edit one or
multiple endorsements.

If the submission has endorsements you can only amend insured/risk information. However, you will be able
to modify surplus lines insurers premium adjustments, coverage description premium adjustments, and
policy fees adjustments at the endorsement level.

If no endorsements are associated with the submission, the risk and premium information are editable.
Once all corrections are made, return to the Quarterly Transaction Summary Screen via the navigation bar.
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Select Payment Method

Select Payment Method Back to Main Menu Logout
Total Amount Due

Paying by Electronic Check $37,360.00

Paying by Credit Card £37,006.12 ($635.12 processing fee + $1.00 portal fee)

Please select your Payment Method.

-

Credit Card 3
Electronic Check ‘\

Please note, when paying with c}hﬁgﬂj there will be a 1.70% processing fee added to your total amount plus $1 portal fee,

[ Select your desired Method of 1

Payment from the drop box.

South Carolina Department of Insurance

On the payment method screen, you will be shown the total amount due. You will also be
given the option of paying by credit card or electronic check. Please note when paying with

credit card there wil be a 1.70% processing fee and a $1.00 portal fee added to your total
amount.



Credit Card Payment Method

Please enter your Credit Card information in the fields provided below. When finished, click the Submit button ONCE to submit your
payment

55 el S O

Transaction Amount 540780

“Card Type Visa b
*Mame on Credit Card
“Credit Card Number (Mo Spaces

“Expiration Date 1 [yl 2010 » \

“Card Security ID

' ot
Enter your credit card information in the

fields below.

South Carolina Department of Insurance

If you select credit card as your payment method, please select your card type. Enter the
name on your credit card and enter the credit card # with no spaces. Select the expiration
date and enter the card security code. The security code is located on the back of your
mastercard, visa, discover card, or debit card and is typically a separate group of 3 digits to
the right of the signature strip as shown in the picture above.
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Credit Card Billing Address

“Address

*City
“State v
"2ip Codes

Credit Card Contact

"Contact Name:
“Daytime Phone nn an anmn

E Addr :
Email Address: \

“Required Fields \

C¥ Clear | [7) Submit | \

—
e
/ N

Enter the Credit Card Billing and contact information in the
fields provided, then click “submit”.

South Carolina Department of Insurance

Enter your billing address and contact information of the person doing the processing. After
entering the information press submit.



(continue)

After clicking the “Authorize” button, do not close your browser until you receive confirmation that your payment has been I
processed.In the rare event that you do not receive confirmation. please contactthe Department of Insurance at 803-737-6095

Amount: 540780
Hame on Credit Card: Jane Dog
Credit Card Type: Visa
Credit Card Number: 4111111111111111
Security Number: 541
Expiration Date: 09/10
Daytime Phone: 854-065-4485

Address: 123 Jane Doe

City: adfadf
State: SC
Zip Code: 15263
Daytime Phone: 854-855-4485

By clicking "Authorize”, | authorize the South Carolina Department of insurance to debit the Transaction Amount shown
above from the credit card identified.

X change | (7] Autharize

'E:-H_h_

After clicking “Authorize” Do NOT close your browser until you
receive confirmation that your payment was processed.

South Carolina Department of Insurance

After pressing submit, you will be taken to this page to review your acct information. Please
review this information. If information is correct, please chick the ‘Authorize’ button.
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Please wait while we process your payment...

Payment procesing may take upto 5 minutes and 30 seconds. We request you to be patient.

Please do not use your browser's “Stop” or “Back” buttons while the payment is being processed.

( Payment may take up to five minutes to 1

process. Please wait while payment process!

South Carolina Department of Insurance

Please wait while we process your payment. Once payment is processed, you will be

navigated to the confirmation page.



Thiz Page iz yeur receipt for your Surplus Lines Broker CQuarterly Tax payment.

Please print this page for your records.

PLEASE NOTE: When paying by credit card. your credit card statement will reflect a charge in this amount from SCEOV

Broker Mome: Jone Doe
Individual Humber: 151515
S5C0O0TI Receipt Humber: 124556-161
Payment Reference Mumber: 154263
Amount Paid te SCDOTL: $250.00

Mizcellancous Chorges: FPortal fee - $1.00 Processing fee - $4.26

Payment Methed: Credit Card

This page is your receipt for your quarterly payment. Please print a copy for your records.
This page has the following information. Broker Name, Individual #, SCDOI Receipt #,
Payment Reference Number, Amount Paid, Miscellaneous charges, and payment method.



DOLLARS

(123456 789:(123456 7890123} 1175

Bank Ro;tJng Number Bank Account Number
Transaction Amount: $1,700.00

*Account Type: & Checking
*Routing Number:
“Re-Type Routing Number:

“Check Account Number: | T
“ Re-Type Check Account Number; |Fe-T

“Daytme Phone;

“Required Figlds

¥ Clear | ) Submit

Clarcrtvranis Fhacl;s Davnannd
LITLWLLIVIIILC GIITUIN T AQyllicliu
123t et 1175

ORI OF $

[

Enter all of the necessary Check
information and click “submit”.

NOT your ATH, Debit, or Credit Card Number

South Carolina Department of Insurance

If you have chosen electronic check as your payment method, a check from your physical
checkbook will help you fill in the information on this screen. Enter your bank rounting #,
re-enter it to confirm. Enter your check acct #, re-enter it to confirm. Enter your daytime
phone # so we can contact you if there are problems with your electronic check payment.
Please do not enter your check # as part of your checking acct#. If you enter your check #
along with your acct #, your payment will be rejected by our bank and your will assessed a

$35.00 return check fees.

Once you are sure the information entered is correct, press submit.
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¢ Check
Method (continue)

Please carefully review the following information. Witis comect click the “Authorize” button ONCE to authorize your payment. If it
is not correct, choose the “Change” button 1o return to the payment information

After clicking the “Authorize™ button, do not close your browser until you receive confirmation that your payment has been
processed. In the rare event that you do not recefve confirmation, please contact the Depatment of Insurance at §03-737-
5193

Account Type: Checking
Bank Routing Number: 111111111
Account Number: 1111111111111
Amount: $80.00
Daytime Phone: 985-558-9638

By clicking "Authorize”, | authorize the South Carolina Department of Insurance 1o debit the Transaction Amount shown
above from the bank account identified.

7] Authorize } X Change |

—
Nia { Review Bank Account information and
e —

click “Authorize” to submit payment

South Carolina Department of Insurance

After pressing submit, you will be taken to this page to review your acct information. Please
review this information. If information is correct, please chick the ‘Authorize’ button.



Eiectronic Check Payment
Method (continue)

Please wait while we process your payment...

Do not use your browser's " Stop” and "Back” buttons while the payment is in progress.

" )

[ Please wait while payment process!

South Carolina Department of Insurance

Please wait while we process your payment. Once payment is processed you will be
navigated to the confirmation page. Please print this page for your records.
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Electronic C

Confirmation and Receipt hain Mary | Locout

This Page is your receipt for yaur Surplus Lines Broker Quorterly Tox payment.

Please print this page for your records.

PLEASE HOTE: When paying by credit card, your credit cord statement will reflect a charge in this amount from SCEOV

Beoker Mome: Jorw Doe

Individual Humber: 151615

SCOOT Receipt Number: 124556151

If you have a question or problems
with your payment, please contact
Amewat Paid to SCDOL:  $250.00 IRM @ IRMMail@doi.sc.gov and
provide your 5C Individual Number
and Payment Reference # in your
Poyment Methed: Electronic Check email.

Payment Refarence Member: 154263

Mizeellomesus Charges

This page is your receipt for your quarterly payment. Please print a copy for your records.
This page has the following information. Broker Name, Individual #, SCDOI Receipt #,
Payment Reference Number, Amount Paid, Miscellaneous charges, and payment method.
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Please be reminded that there is a cap on credit card payments.
Any payments exceeding $99,999.00 cannot be processed by the credit card vendor.

Brokers paying by electronic check (ACH) that have blocks on their bank account should
use the following information to allow the Department to successfully debit their account:

Trading Partner Originating Company Name: SC State Department of Revenue
Trading Partner Originating Company ID: 5570882454

PENALTY:

A $250 penalty fee will be automatically assessed by the system if payment is not received
Within thirty days after the close of the quarter. At this time buttons on the Broker Tax
Dashboard will be disabled with the exception of the “Process/Pay Quarterly Tax.”

No FTP upload will process until payment is remitted.

Taxation will have the capability to delete a submission or endorsement at the request of the
Broker for an open tax year. Taxation will have the capability to reactivate a submission if the
Submission is canceled in error. User must submit request in writing preferably email.

We plan to enhance the online “Update Individual Demographics” application to allow Brokers
To update their contact information.
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And Finally the end...

Thank you for attending our webinar. If you have additional questions please

Write to irmmail@doi.sc.gov. We will post this presentation on our website at
http://doi.sc.gov/company/Pages/Taxation.aspx. For questions we have not answered
To your satisfaction, we will post them with the presentation.
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Questions and Answers

Mitacktinanm 1.
WUTOLIVILD L. VY

data into the system?

Answer: Municipal data and taxes are filed at the
Municipal Association of South Carolina not with the
Department of Insurance

Question 2: How will BOR (Broker of Record) accounts be
handled? Can a BOR submit an endorsement to a
policy originally submitted by another broker?

Answer: The BOR has to contact the department to
transfer ownership of the submission to him before
he can submit an endorsement.

AT vavs Thivnlia
i W | NMTURNC
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Questions and Answers

Answer: Yes

Question 4: Are ACH payments immediately
debited?

Answer: No. It takes 2 days to clear.

Question 5: When can we try out the batch upload
via FTP (file transfer protocol)?

Answer: No later than Dec 1, 2011

76



Questions and Answers

Additional Questions whose answers we wiii
post at a later date.

1. How do we do endorsement on a previous
year submission if the system begins on
20127
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