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Creating a Donor Annuity Filing in IRFS

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

Tom Smith  0:14:63 e workbench (@ create Filing [ copy Fiing §7 Actess Filing ID (D My Account )

WORKBENCH

[Bekow s # st of creal

[ Data Collection [ Product Review

Fllter: Ay v Grid Settings: Save ) Resat

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

Filing Status

File Log Number

Filing ID |

Select “+Add Entity”

ENTITY MANAGEMENT

Bedow is he ls! of entities associated with your account

Select “Company” and click “Next”.

Entity Type Selection

Select the type of entity you wish to add.
(@] company

search by identifiars such as FEIN, Florida Company Code, NAIC Company Code, and NAIC Group Code

| Licenses

search by Licensea/Agency name
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Type in the name of your company and click on “Search”.

ADD COMPANY

Select your company and click on the “Add Selected” button at the bottom of the page.

Tom Gmith 01468 xmm () Create Fiirg Q}cupyr.u.g  Access Fiing 1D £ Entiy Managemen: (0D My Account @ )

ADD COMPAMY Workbench /Lty Managemest ¢ Add Campary

Return to your Workbench and select “Create Filing”.

Tom Smith  0:14:54 S Workbanch (P Create Filing [ copy Fiing (7 Access Filing ID i Entity Management @

WORKBENCH
Balow i @ It of creatad fiings

Fiiter:| [ Data Collection [ Product Review

Drag a column headar and drop it here 1o group by that calumin
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Select the “Begin” button in the “Data Collection” tile.

CREATE FILING

Data Collection Product Review
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

Property & Casualty

Select “Companies”. Then Select your company and click the “Next” button in the lower right-hand
corner of your screen.

Step 1 - Entity 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.

Q

If the entity you are locking for is not
listed, click here to add it

Then select the Create Filing option again
when done.

Page 4 of 11

E'l'.":ll'.'.t::l]\. L
Insumance Recurarion


http://www.floir.com/

Step 2; select your data call and hit “Next”. Note: if you see a data call shaded in pink, that means
someone associated with your company filed that previous year’s data call.

Tom Smith  0:14:55 b ® Workbench ""'II": Copy Filing "-l:., Entity Management
Purposa Module Event Period
@ Data Donor Annuity Swom Statemant Donor Annuity Agreements Donor Annuity Annual 2020 Filing
Data Donor Annuity Sworm Statement Daonor Annuity Agreements Donor Anndiity Annual 2013 Filing
Pravious Naxt
Insurance Regulation Filing System [IRFS) © 2019 - Flonda Office of Insurance Regulation

In Step 3 click “Next”.

Current Selections:

En[ii Name(s):

Module:

Event:

Feriod,

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

Are you sure you want to create this filing?

*® Cancel

You will be automatically returned to your workbench; be sure to deselect the “Product Review” box
then select your filing by clicking the “Filing ID” number.

Tom Smith  0:14:56 e workbench (%) Creat Filing CopyFilng [ ActessFiingiD &} EntityManagement @ Myaccont () (D
Workbanch

WURnoCIGn
Barlenw = i fist of croated Wings

Fitter: | Ay v [ Daia Collection [ Product Review Grid Settings: Save || ) Reset

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

FilingiD } Fila Log Number Filing Status Submission Status Submission Status Date Entities

WUUURN TR R |

=]
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Working Your Donor Annuity Data Filing in IRFS

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

optional and not required.

‘om Smith ;1457 K Workbench -6—) Create Filing [ﬁ Caopy Filing Gg] Access Filing 1D l]:l—l Entity Management @ My Account @) @

Filing Purpose: Data
9 Donor Annuity Annual 2020 Filing

Review this filing Add 1o Submitted Fiing

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

D ission Type Submission Status Created Date
—_ 1120511 Original Not Submitted 022712020 12:18:33 PM
Component Name Status
Contacts
Incomplete
+ Contacts for this filing 3
+ Donor Annuity Survey Incomplate
+ Donor Annuity Sworn Statement Upload Incomplete
+ Other Information/Documents { Cptional |
Miscellaneous information or documents voluntarily provided by the submiting entily
s Resp to Req for Clarification ( Ciptional | fra
A formal reply from the submilter to & request from an internal analystireviewer for additional information
Insurance Regulation Filing System (IRFS) © 2010 - Flonda Office of Insurance Regulation Version 7309 22772020 1225 PM

Click on the plus sign to the left of the “Contacts” component; review the contact information 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.

Contacts
- Incomplate
Contacts for this fling

© Select the +Add Contact option below to display the list of individuats subscribed to
entites associated with this filing.

© Add any that you would like 10 be included on all comespondence pertaining to this

filing.

© When finished select Save to complate this companent, whather or not chanoes
have been made.

£ Nate - If indi listed are not with entitias in this filing, contact the

Offica at (850) 413-3147 to have their accass removed,

Cc | Full Name Email Address

P
ﬁ @ - Tom Smith tom. zutedl @floir.com

© I you would like to include any individuals not listed above as Cc contacts, enter

their email below (sep d by i ).
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Click the minus sign to the left of “Contacts” to close the window. Note the status for Contacts is now

shown as Completed.

Select the plus sign next to the “Donor Annuity Survey” component and fill it out.

Tom Smith ~ 0:14:57 yé Waorkbench @ Create Filing @ Copy Filing ﬁ? Access Filing ID ._3(:3 Entity Management @ My Account @ (_D'

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

Submission 1D Submission Typa Submission Status Created Date
—_— 112061 Original Mot Submitted 02/27/2020 12:18:33 PM
Component Nama Status
Contacts
+ o Completed

Cantacts for this Ring

— Donor Annuity Survey Incomplete

Provide answers to the questions below. Those
marked with an * are required,

& Survey

General Information - Sworn Statement in Lieu of Annual Statement for Issuers of Donor
Annuity Agreements

¥ g Streat Address

Once completed, click Save and then the minus sign next the “Donor Annuity Survey” to close that
window.

Tom Smith  (:14:57 %’{ Warkbench (—1—) Create Filing |~’]] Copy Filing l]f Access Filing ID :‘Ii'iifl Entity Management @ My Account @ O

Filing P - Data
ng Purpose: Da Donor Annuity Annual 2020 Filing

Review this filing Add to Submitied Filing

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

(2] ission Type Submission Status Created Date
- 112061 Qriginal Mot Submitted Q22772020 12:18:33 PM
Companant Namsa Status
Contacts
Completed
- Cantacts for this filing pl
- Donor Annuity Survey Completed
+ Donor Annuity Sworn Statement Upload Incomplate
Other Information/Documents | Optional |
+ M il fioe o dt tarily provided by the submitting enfity.
+ Response to Request for Clarification ( Optional |
A formal reply from the submitfer fo a request from an infernal tewer for addit
Insurance Regulation Filing System (IRFS) @ 2018 . Florida Office of Insurance Regulation Version 7308 2272020 1240 PM
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Select the plus sign next to the Donor Annuity Sworn Statement Upload component, select “Download”
and click on the .pdf icon. It is advisable to save the template to your desktop for easy access. Follow the

instructions and fill out the .pdf template; you can save your work, close the template and come back to

it at any time.

_ r=h ™)
Tom Smith  0:14:58 Workbench {4) Create Filing .U Copy Filing ":!' Access Filing ID
- 1120511 Original Not Submitted
Component Nama
Contacts
ling
+ Donor Annuity Survey

Donor Annulty Sworn Statement Upload

= Download

Template
Corrected the
County/State
Fialds as well
as vas

:-';’;-l Entity Management ([, My Account

02/27/2020 12:18:33 PM
Status
Completed
Completed

Incomplete

The next component asks for the filer to upload the document. Open the component, click on “Upload”,

select the “+ Add Document” button and follow the upload instructions.

® Industry Data Reporting x| (§) IRFS | ingernad Search x | @ Home x X e = a *
£ fe fl iling/Indeg?id=1101193 2
& C 0 & idsfdiscomFiling/inds * /GO e =
Hoapr @ G @ite pMcmel @ OB WMoty @ Pespon @ Bl A mrime G RSPy < 1 MyFed G s P royPel B wordof s g weter " Dbt bookmarks
Tom Smith  0:14:57 >4 Workbench “reate Filing ':"‘ij Copy Filing (¥ Access Filing ID ."-;.:-I Entity Management (@D My Account \/\'
-_ 1120611 Original Mot Submitted 02/27/2020 12:18:33 PM
Component Name Status
Contacts B
+ " ” Completed
Cantacts for this fing
+ Donor Annuity Survey Completed
—_ Donor Annuity Sworn Statement Upload Incomplete
€8] Upload |
Uplaad the file you wish 1o include with this companant.
© Select the appropriate item tions, fink, g
sample, or template).
© Select the +Add Document button below and follow the
instructions provided in the document upload window.
> o Add Document
Document Name Document Titie Creal..
Mo documents found
Insurance Regulation Filing System (IRFS) © 2019 - Flonida Offico of Insurance Regulation 30
=R oir-83-1209.0d1 ~ Show all x
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Select “Browse” and find your completed Donor Annuity Sworn Statement.

%mm:-mmmmmmum

© Select Browse and choose the file(s) you wish 1o upload.

© Then provide an alternate Title (if desired) and choose the applicable Document Type for each
document.

© When finishad select Save to upload files and completa the component.

Supported types: .pdf
Maximum individual file size is 14.31 Megabytes 14648
Kilabytes

Double click on your document to upload it.

@ Open
« “ 4 Hl ThisPC » Desktop
Organize = MNew folder
Name / Date mod;hed Type Sare
o Quick access
B Desktop .

T oir-a3-1209

LT LITPM  Adobe Acrobat D.

Press the “Save” button to complete the component.

@ Add Document - Donor Annuity Sworm Statemant Upload

© Selact Browse and choose the file{s) you wish to upload.

© Then provide an alternate Title (if desired) and choose the applicable Document Type for each
document,

© When finished select Save to upload files and complete the component.

Supported types; .pdf
Maximum individual file size is 14.31 Megabytes 14648
Kilobytes

File Size Title Type

ﬁ oir-a3-1208. pdi 17.28 KB oir-a3-1208 Cariification

“\
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Now that all the required components’ statuses are Completed, click the “Submit” button to submit

your filing.

Status: Not Submitted Doner Annuity Agreements

Filing Purpose: Data :
Doner Annuity Annual 2020 Filing

Review this filing Add to Submitted Filing

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

o ission Type Submission Status Created Date
—_— 12051 Original Not Submitted 02/27/2020 12:18:33 PM
Companent Name Status
Contacts
+ Canfs:‘fs for thizs filing Cofmplated
-+ Donor Annuity Survey Completed
+ Donor Annuity Sworn Statement Upload . Complete
i Other Information/Documents [ Optional | . =

or untarily provided by the submitting entity.

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

submit your filing.

HiH
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