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P d A i R lProducer Appointment Renewal

Instructions and Demonstration



SCDOI Home Page

Click “SCDOI Online Services” Link

g

Click  SCDOI Online Services  Link
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SCDOI Online ServicesSCDOI Online Services

Click on 2010 
Appointment Renewals
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SCDOI Connect Login PageSCDOI Connect Login Page

Select “Company” from the drop 
box below

Enter the company user ID and Password and 
click “Login”
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SCDOI Welcome PageSCDOI Welcome Page

Select “Renew Appointed Producers”
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Terms of Use Pageg

After reading the Terms of use, click “I Agree”
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Security Warning?Security Warning?

If you receive this Security Warning, please select the 
“NO” button to proceed.
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Renew Appointed Producers 
Page Please pay attention if there is a 

warning

Click the “View/Cancel Producer’s” button to viewClick the  View/Cancel Producer s  button to view 
the producer list and/or cancel producer 

appointments.   
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View/Cancel Producer 
A i t tAppointments

Export Producer list to

Mark ALL producer 
appointments for 

Cancellation

Export Producer list to 
Excel

A warning message will g g
appear next to a 

producer with an out of 
date address.

When all cancellations have been checked, 
click on the “Save and Close” button.

A user may periodically save 
changes by clicking “save”
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Update Company Contact

date the Company 
ntact information 
applicable) and hit 
the “Save” tab

Click the  “Complete” button if all the changes to the renewal are complete.  
Changes can not be made once the renewal is marked “complete”.
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Complete the Renewal Processp

If you are sure the Renewal isIf  you are sure the Renewal is 
complete click “Ok”

If changes need to be made to 
the renewal, click Cancel to go 
back to the previous page.
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View/Print Appointment 
R l I iRenewal Invoice

This is the Company invoice. If mailing in a paper check, it 
must be signed and returned with the payment. 
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View/Print Appointment 
R l I i ( ti )Renewal Invoice (continue)

If paying by ACH or Credit Card read the “Appointing Officer’s 
Sworn Payment” and hit “I Agree” and proceed to payment.
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Select Payment Methody

Select your desired Method of 
Payment from the drop box. 
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Credit Card Payment Methody

d d f hEnter your credit card information in the 
fields below.
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Credit Card Payment Method 
( ti )(continue)

Enter the Credit Card Billing and contact information in theEnter the Credit Card Billing and contact information in the 
fields provided, then click “submit”.
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Credit Card Payment Method 
( ti )(continue)

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

South Carolina Department of Insurance



Credit Card Payment Method 
( ti )(continue)

P t t k t fi i t tPayment may take up to five minutes to 
process. Please wait while payment process!
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Confirmation and ReceiptConfirmation and Receipt

Print confirmation and receipt 
for your records.
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Electronic Check Payment 
M th dMethod

Enter all of the necessary Check 
information and click “submit”.
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Electronic Check Payment 
M th d ( ti )Method (continue)

Review Bank Account information and 
click “Authorize” to submit payment
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Confirmation and ReceiptConfirmation and Receipt

Print confirmation and receipt 
for your records.
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