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Welcome to myAgency

What Is myAgency provides agency principals (APs) and their designees (APDs) the

myAgency? tools to manage all their administrative needs with Citizens in one system.
As part of Citizens’ initiative to improve the tools and processes used to
manage an agency’s relationship with Citizens, myAgency will allow 24/7
online access to oversee agency staff and location(s), request commission
statements and book-of-business listings and more.

As the insurer with the largest number of appointed agents in Florida,
Citizens will use myAgency to effectively collect, maintain and make
information more readily accessible

Who Can myAgency was developed specifically for APs and APDs.
Access
myAgency?

What are the myAgency enables APs to manage all their administrative needs with

Benefits? Citizens in one system. It will allow 24/7 online access to view and request
changes to the agency staff and location(s), request commission statements
and book-of-business listings, and more.

Using myAgency, APs and APDs can:

¢ Renew agency and agent(s) appointment agreements and pay
renewal fees

e Add and deactivate appointed agents and licensed customer
representatives (LCRs) to/from our systems and the Agents website

e Request view-only credentials for PolicyCenter® for other agency
staff members

e Submit requests for specific agency actions or items, such as book-
of-business transfers

¢ Request copies of commission statements and book-of-business
listings

e Access, review and download agency-specific communications,
policy files and reports that require action.

myAgency will provide contact information for the agency’s Citizens Agency
Management representative and Agency Field Manager, providing a more
consistent experience for users.

Note: APs and APDs have identical rights to myAgency.

Citizens Property Insurance Corporation 11.29.2023
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Browser Requirements and Access

Browser Citizens recommends the Chrome browser for myAgency. Other browsers
Requirements will limit functionality.

Username APs and APDs use their email address provided during the appointment

and process to access myAgency.
Passwords |

((CITIZENS

PROPERTY INSURANCE CORPORATION

Login Instructions

Sign in
« Citizens' staff and external adjusters with a Citizens account:
TS Select Citizens Account to login.
« External users: Enter your email address and password to

OR sign in. To reset or create a new password, enter your email
address and select the Forgot Password link

Sign in with your email address

Email Address

Password Forgot your password?

By clicking Sign in, | agree to the Citizens Terms and Conditions

Copyright 2023 Citizens Property Insurance Corporation of Florida

Establishing New User Password

APs and APDs will receive an email informing them they will be required to
create their new password. Select the link in the email, then continue to
Step 2 below.

e ITIZENS

Account Registration Confirmation

oa e

e

Anew account has been created for you with Citizens Property Insurance Corporation for the following systems
« CenterPoint
= Extemal Websta
« myPolicy

Below s the shoukd be used for systemis)

Email Address: test cox@yopmall.com

Click the fo structions to comglete you

a3 not automatically redirect you. copy and paste the entira Enk into yous browser windaw.

IRESH

826 RE b af37-4292.8058
sponss_type=_tkenbprompi=iogn

Da not reply ta this emad If you have a question about this email, contact Customer Cars Center at 66 411 2742 or use our Contact Us form

Thissmai s notspam, Yo recaivad tis smai becausa you aa 3 Cizans polcyholdar, and we want o canvay mportant ifomtion aboat your paliy, CAasns uses your passonl formation anly 26
eutharized o required by law and as neceasary 1o provide our products and services 1o you. Clizzns does not use of share your personal informatien for merketing purposes. For mare details please
588 the FPrivacy Poicy on the Citizens websis.

mypaicy
Repart sl verw Clsies. EHON 1 aDereas Oelivaty. Make DEFISALS. ACCERS BOSCY GOCUMENTS
AT 2147

Fporia clalm M348 or
Get specific policy infoemation weekdays from 8:00 am. 15 630 p.m. £

Continued on next page
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Browser Requirements and Access, Continued

Username The process for establishing and/or resetting your password are similar.
and Step Action
Passwords, 1 On the login screen, select [

continued Forgot your password? ((CmZENS

PROPERTY INSURANCE CORPORATION

Result: The Forgot

Sign in
Username/Password
screen displays. on

Sign in with your email address

Email Address

Passwordl Forgot your passwerd?

gy clicking Sign in, | agree to the Citizens Terms and Conditions

Copyright 2023 Citizens Property Insurance Corporation of Florida

2 Enter zour email address, then select Send verification code.
((CITIZENS

PROPERTY INSURANCE CORPORATION

Forgot Password Password Guidelines
Please provide the following details. = Fourteen characters or longer
« At least one uppercase letter (A-Z)
« Email Address - Atleast one lowercase letter (a-2)
) = At least one numeric (0-9) or special character (such as” ~l @
[ ~—— #S%A&*()_+-={}\:";'<>?,./andspace)

For more information see the Forgot/Reset Password Guide.

Copyright 2023 Citizens Property Insurance Corporation of Florida

Result: The verification code will be sent to your email
address.

Continued on next page
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Browser Requirements and Access, Continued

Username
and
Passwords,
continued

Step

Action

3

Enter the verification code indicated in the email.

Forgot Password

Password Guidelines
Please provide the following details. + Fourteen characters or longer
+ Atleast one uppercase letter (A-Z)
CPIC DEV B2C account email verification code
I@yopmail.com 2, Microsoft on behalf of CPIC DEV B2C <msonlineservicesteam@microsoft.coms
(O Monday, November 13, 2023 11:5355 AM

D Stow picues

* Email Address

Verification code

| \| Verify your email address
=

g for verifying your Dyopmail.com account!
Your code 4! 234045

Copyright 2023 Citizens Property Insurance Corporation of Florida

Sincerely
CPIC DEV B2C

Note: The email will be sent from Microsoft on Behalf of CPIC
msonlineserviceteam@microsoft.com. If you do not receive the
verification email, check your spam or junk folders.

Create and confirm new password using the Password
Guidelines displayed on the screen.

((CITIZENS

PROPERTY INSURANCE CORPORATION

Forgot Password

Password Guidelines

Please provide the following details + Fourteen characters or longer
+ Atleast one uppercase letter (A-Z)

+ New Password + Atleast one lowercase letter (a-2)

+ At least one numeric (0-9) or special character (suchas” -1 @
I I #S%A&*()_+-=(}|\:";'<>7?,./andspace)

For more information see the Forgot/Reset Password Guide,
* Confirm New Password

Copyright 2023 Citizens Property Insuran

Note: Refer to the Forgot Password Guide for additional

information.

Continued on next page
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Browser Requirements and Access, Continued

Accessing To access myAgency:
myAgency Step Action
1 Access the Citizens website: www.citizensfla.com.

2 Select Login.

myPolicy | Payments

("

C!I!“ZmEmNé Insurance  Claims ~ Storms Learning News AboutUs [Eme ] Q

myPolicy
Smartphones can do more than make calls.
Report your claim online.

oceo

myPolicy Call Citizens First Coronavirus

Submit a claim online, review policy/claims Don't wait — report your claim 24/7! Citizens'
information and make online payments. e resourcs

myPolicy: Report/irack claims online

Learn about Assignment of Benefits and
submit required AOB documents.

z -

Result: The Login screen will appear.

3 Enter your Citizens Access Gateway (CAG) ID and password,
then select Sign In.
WComzens
Lo gin Make a One-Time Payment

Need Help?

Frequently Asked Questions
Contact Us

Don't have a myPolicy account? Register Now.
o report a claim, call 866.411.2742. Assistance is available 24/7.

Result: The Agents website will display.

IMPORTANT: The myAgency username and password will be
different from the website, Citizens Learning Center and
PolicyCenter username and password.

Continued on next page
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Accessing
myAgency,
continued

myAgency
User Guide

Step

Action

Select myA

Systerns @ Payments

Agency Link

Clearinghouse

Takeout Company Resources
Wind-Only Eligibility (PMVEST)

— e

Note: You also can access myAgency from the myAgency tile
or the myAgency link on the Agents website.

Systerns @

Personal Commercial

ContactUs  FAQs | MySites =

Irams

gency from the Systems drop-down menu.

Training

Training
Result: The Agency tab displays.

Payments

[search la

Commercial

Policy writing and servicing

News

resources

Citizens news, Agent Advantage

i\

blog, alerts an@social media i
9, ¢ ; ‘ | —

1

Programs

Contact Us FAQs

Traini

The latest training and job aidsg

myAgency

Manage y
Citizens

Training News | myAgency

News myAgency

| MySites =

ng
D/

our relationship with
AY
-~

-

-

Result: An additional login screen will display.

Citizens Property Insurance Corporation 11.29.2023
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Browser Requirements and Access, Continued

Accessing Step Action
myAgency, 4 myAgency will temporarily require an additional step to login.
continued

Use your email address and newly established myAgency-only
password to access myAgency, then select Sign In.

\((éITIZENS

PROPERTY INSURANCE CORPORATION

Sign in

o]
Sign in with your email address

Email Address

Password Forgot vour password?

By clicking Sign in, | agree to the Citizens Terms and Conditions.

Copyright 2023 Citizens Property Insurance Corporation of Florida

Important note:
Login Instructions Do not select
+ Citizens' staff and external adjusters with a Citizens account: Citizens ACCOUHt.
Select Citizens Account to login. Th|S iS for Citizens
+ External users: Enter your email address and password to
sign in. To reset or create a new password, enter your email Staﬁ 0n|y
address and select the Forgot Password link Result: myAgenCy
will display.

Citizens Property Insurance Corporation 11.29.2023
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Requests

Basic Navigation

Layout: Tabs
and Tiles

myAgency has various tabs to provide important information. The tabs
include:

Agency: Manage your agency’s relationship with Citizens. Agency
renewals are managed from this tab.

Locations: Manage staff appointments and locations

Requests: Track and view submitted requests.

Search: Locate staff records.

Dashboard: Access agency data and performance statistics.
Payments: View payments and balance due.

Alerts: Access action-required policy lists.

Each tab contains:

Tiles: Each tab is grouped into various tiles with specific topics.
Request Action drop-down menu: You can request various
requests and changes are submitted from these tiles. The available
actions will differ based on the topic of the tile.

] ©

Locations Search Dashboard Payments
Agency Principal Agency Infermation
Request
DFS License *not available* bab dropdown
Active  as of 3/16/2021

Email testapd@gmail.com
Offce (930) 8368388 FEIN Appointedon 5/10/2019
Home *not available* Entity Type Corporation Renewal Date 8/9/2021

EJ Text Messages Enabled?

Citizens Contact Information

@_ Agency Management Representative

Office (?04) 208-7228

& Agency Field Manager
Office (904) 2087228

Phone Agency Email agency5@citizensfla.com

Fax

d with a Captive Agency? Subscribed to an Agency Management System?

Accuagency

Location Access?

vsical Address Mailing Address
Same as the physical address.
JACKSONVILLE, FL 32202

Duval

Copyright 2021 Citizens Property Insurance Corporation of Horida

Errors & Omissions Coverage

E&O Policy# 01234566789 Effective Date 6/3/2020
Single Claim Limit $10,000,000.00 Expiration Date 6/2/2021
Annual Limit $10,000,000.00

United States

Continued on next page
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Submitting
Requests

All agency management-related requests can be submitted from applicable
tiles within myAgency. Some requests are auto approved, while others

require document submission and/or approval/processing from Citizens
staff. Banners and additional information applicable to these requests will
display. If a request requires additional processing or approval, the AP or
APD will receive an email confirming the final status of the request.

Note: The Site Map contains a list of all available requests.

To submit any request:

emzens

Agency Principal

DFS License .
Email nancy.ap@ne
Office (?04) 555-74
Home *not availabl

% Text Messages Enabled?
Is also an Agent?
Writes New Business?

Is Agent of Record?
Lines of Authority
Personal Residential

Commercial Residential

related requests. Select the Requests drop-down menu.

© sample Agency Principal

Commercial Non-Residential

Step Action
1 Access myAgency, then select the applicable tab.
A HH] o
Locations Search Dashboard Payments
2 Most tiles display a Requests drop-down menu to access

Requestsw
+

Change Agency Principal
Change Agency Principal Designee

Agency Principal Info Change Request

Citizens Property Insurance Corporation 11.29.2023
Back to Table of Contents or Site Map

Continued on next page
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Basic Navigation, Continued
Submitting Step Action
Requests, 3 From Requests, select the applicable request.
continued -
Agency Principal
© Sample Agency Principal Requestsw
DFS License .
Change Agency Principal
Email nancy.ap@ng f
Office {904) 555-78 Change Agency Principal Designee
Home *not availabk ¥
Agency Principal Info Change Request

% Text Messages Enabled?

Is also an Agent?

Writes Mew Business?

Is Agent of Record?
Lines of Authority

Personal Residential
Commercial Residential
Commercial Mon-Residential
Result: The applicable request screen will display.
4 Complete the applicable request, then select Submit.

Agency Principal Designee Change Request

© Add/Remove Agency Principal Designee

*Option * Select Staff

Add as APD - Sample Staff Name - Limited Ac v
*Option * Select Staff

Select an option v Select Staff

© Add Staff @ Remove Staff

The Agency Principal Designee (APD) has the same access as the Agency Principal (AP) and can
request any and all agency information, including submitting appointment applications,
terminations, agency changes, commission inquiries, etc.

Result: A confirmation banner will appear after any request is
successfully submitted.

Continued on next page
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Basic Navigation, Continued

Submitting
Requests, Step Action
continued 5 To confirm the status of any submitted change, select the

Requests tab. The request, any uploaded files and the
assigned Citizens’ contact will display.

Note: If the request is auto approved, the AP’s or APD’s name

will display.
A4V;
] o
Dashboard Payments
Requests (3) \\
Y« Created On or After: 06/20/2020 » Created Beforedd 3733730
= Sample AMR | supplemental
00023613 \ &7 Attachments

Requested on &/26/2020 5:00 PM

Add Staff Request for existing Location.

B sample Agency Main Location Active

ST AUGUSTINE, Florida 32084

# CONTACT LMS STATUS ~ AGREEMENT STATUS  PAYMENT
. e Limited Agent o =
Office: (813) 555-1234 2 days 0 go
Email
Total: $0.00

Continued on next page
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Site Map Use the site map below to assist with myAgency navigation:
Tab Function Tiles Actions
Agency Manage agency and | Agency Principal | e Change Agency Principal
agency principal e Change Agency Principal
information. Designee
e Agency Principal Info Change
Request
Citizens Contact | View assigned Citizens
Information representatives
Agency _ e Agency Information Update
Information e E&O Information Update
and e Name/DBA/TIN Information
Errqrs .& Update
8?\/':?;%? ° Buy/SeII/Transfer.Busines's
Information e Agency Commission Inquiry
e Electronic Payment
Information Update
e Password Reset Request
e General Inquiry
Locations View and manage Agency Locations | e View Locations
’ ‘ staff appointments e Add Location
and location details Staff o Add Staff
Staff Member e Staff Information Change
Details Request
e Transfer Staff to a New
Location
e Update Line of Authority
e Remove Staff
| Requests | Track status of Request Filters N/A
previously submitted | Requests N/A
requests
Search Search and manage | Contact Filters

staff

o Staff Information Change
Request

¢ Transfer Staff to a New
Location

e Update Line of Authority
* Remove Staff

Citizens Property Insurance Corporation 11.29.2023
Back to Table of Contents or Site Map

Continued on next page
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Site Map,
continued
Tab Function Tiles Actions
Dashboard Access and/or export | Policies in Force | ¢ Agency’s total policy count
agency data about (book of e Count by policy form type
policies in force, new- | business)
business New Business e Agency’s total new-
submissions, claims, | Written in the last business policies
and performance 12 months e Count by policy form type
e Count by month
Claims Filed e Agency’s total claim count
withinthe last 36 | ¢« Count by month
months e Count by policy form
Additional Number of requests for
Document additional documents by:
Requests o Activity date
e Transaction type
e Reason
Performance ¢ Number of performance
Violations violations received in each
category for each month
¢ Running count of
performance violations for
the agency
e Summary of running totals
for each performance
violation type
Payments View fees and Pending e Make payment
payments Payments
Completed e View recent payment
Payments amounts
Expired e View past payment amounts
Payments
Alerts Access action- Alert filters e Filter alerts by date or status
required policy lists Alerts e Access important policy
and/or claim information
e Download alert files
e Resources and useful links

Continued on next page
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Locations Requests Search Payments

Agency Tab

Function
Overview

Manage your agency’s relationship with Citizens using the Agency tab.
Agency renewals are managed from this tab.

The Agency tab will appear once logged in to myAgency. The following tiles
display:

e Agency Principal

e Citizens Contact Information

o Agency Information

e FErrors & Omissions Coverage

s o~
= ClzEns ﬂ E il e
———

Locations Requests Dashboard

Agency Information

Payments

Agency Principal

© sample Agency Principal

Requestsw B AMS Training Agency 2 Requestsw
DFS5 License Active as of 5/4/2020
Email charles.agent@noemail.com | o0 e i
. FEIN Appointed on 5/4/2020
Office Guhes Entity Type Corporation Renewal Data 5/4/2021
Home not available’ Phene (904) 555-4567 Agency Email amsagency2@noemail.com
Text Messages Enabled? Fax

Is also an Agent?

Writes New Business?
Is Agent of Record?
Lines of Authority
Personal Residential
Commercial Residential

Commercial Non-Residential

| Affiliated with a Captive Agency?

[=| All Location Access?
Physical Address

SAINT AUGUSTINE, FL 32084
Saint Johns

Errors & Omissions Coverage

ICitizens Contact Information I

2 Citizens' AgencyRep  Agen<y Menogement Representative
Office (904) 208-

& Citizens' AgencyFieldManager  Agency Ficld Manager

Office (904) 208-

E&O Policy# 288

Single Claim Limit $1,000,000.00
Annual Limit $1,000,000.00
E&O CO.

PONTE VEDRA BEACH, FL 32084

Subscribed to an Agency Management System?
(ol¢]

Mailing Address
Same as the physical address.

Effective Date 1/1/2020
Expiration Date 17172021

United States

(888) 555-7777

‘Copyright 2019 Citizens Property Insurance Corporation of Florida

Continued on next page
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Agency Tab, Continued

Agency The Agency Principal tile includes basic AP information, including:
Principal Tile e Agency Principal Name

e DFS License number

e Email, office, and home contact information

e Lines of Authority

Additional details about the AP also display, including:
e [s also an Agent?
o Writes New Business?
o s Agent of Record?

A red X indicates no, a green check mark indicates yes.

To update the information listed above, submit a request.

Agency Principal

@ sample Agency Principal Requestsw
DFS License

Email charles.agent@noemail.com
OHfice (204) 454
Home *not available®

Text Messages Enabled?
Is also an Agent?
Writes New Business?
Is Agent of Record?
Lines of Authority
Personal Residential
Commercial Residential

Commercial Non-Residential

Continued on next page
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Locations Requests

Agency Tab, Continued

Search

i o

Dashboard

myAgency
User Guide

Payments

Request: To request a change to the AP:
Change Step Action |
Agency 1 Access the
Principal Agency tab, Wermgens —- ks |
then navigate to myAgancy Locations
the Agency

Principal tile.

Note: The new
AP must be
listed in the
Staff section in
the Location tab
before
submitting a
Change Agency
Principal
request.

2 Select the
Requests drop-
down menu,
then select
Change
Agency
Principal.

Result: Agency
Principal
Change
Request screen
appears.

Agency Principal

o Sample Agency Principal

Requestsw

DFS License Al

Email nancy.ap@noemail.com
Office (904) 555-7878
Home *not available*

% Text Messages Enabled?
Is also an Agent?
Writes New Business?
Is Agent of Record?
Lines of Authority

Personal Residential

Commercial Residential

Commercial Mon-Residential

"‘("‘((.:”.LZ_E_N.S ﬂ

myAgency

Locations

Agency Principal

o Sample Agency Principal

Requestsw
DFS License A289159
Change Agency Principal
Email na , ., -
Office (?04) 555-7  Change Agency Principal Designee
Home *not availak

Agency Principal Info Change Request
% Text Messages Enabled?
Is also an Agent?
Writes New Business?

Is Agent of Record?
Lines of Authority
Personal Residential
Commercial Residential

Commercial Non-Residential

Continued on next page
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Locations Requests Search Dashboard Payments User Guide

Agency Tab, Continued

Request: Step Action
Change 3 Select the new AP from the Select Staff drop-down menu.
Agency

Principal,
continued Agency Principal Change Request

If this request is not for an existing staff member, the new staff member must be added to a
location before submitting a Change Agency Principal request.

*New Agency Principal \/
Select Staff A4

Sample Staff Name -LCR
. Sample Staff Name Limited Agent
Sample Staff Name Full Agent
Sample Staff Name Support Staff

=3

4 Indicate if the current AP no longer works for the agency.

Result: If checked, the Agent receiving book of business field
will appear.

Agency Principal Change Request

If this request is not for an existing staff member, the new staff member must be added to a
location before submitting a Change Agency Principal request.

* New Agency Principal

Sample Staff Name Full Agent v

Complete this field.

Click here if the Agency Principal ( Sample Staff Name | no longer works for the agency.

Indicate any additional updates neaded in the field balow

m Cancel Request

Continued on next page
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E & i © myAgency

Requests Search Dashboard Payments User Guide

Agency Tab, Continued

Request:
Change
Agency
Principal,
continued

Step

Action

If applicable, select an eligible staff member to transfer the
book of business to.

Indicate if any additional updates are needed, then select
Submit.

Agency Principal Change Request

If this request is not for an existing staff member, the new staff member must be added to a
location before submitting a Change Agency Principal request.

*MNew Agency Principal

Sample Staff Name Full Agent -

Click here if the Agency Principal ( Sample Staff Name | no longer works for the agency.

* Agent raceiving the book of business

Select Agent A4

Sample Staff Name

any " TP L T Do

m Cancel Request

Result: The new AP must sign a new agency agreement.
Citizens will email it to them. Once signed and returned,
Citizens will process the request.

Continued on next page
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Locations

Requests Search

Agency Tab, Continued

Pat
il

Payments

myAgency

Dashboard User Guide

Current staff can be added or removed as an AP designee.

To request a change to the AP designee:

Action

Access the
Agency tab,
then navigate to
the Agency
Principal tile.

Note: The AP
designee must
be listed in the
Staff section on
the Location tab
before submitting
an Agency
Principal
Designee
Change request.

Locations

Agency Principal « SSSSmmm

(2] Sample Agency Principal

Requestsw
DFS License A™777°77

Email nancy.ap@noemail.com
Office (?04) 555-7878
Home *not available*

% Text Messages Enabled?
Is also an Agent?
Writes New Business?
Is Agent of Record?
Lines of Authority
Personal Residential
Commercial Residential

Commercial Non-Residential

Request:
Change
Agency
Principal Step
Designee 1
2

Select the
Requests drop-
down menu, then
select Change
Agency
Principal
Designee

Result: Agency
Principal
Designee
Change request
screen appears.

Locations

Agency Principal

9 Requestsw
DFS License.
Change Agency Principal
Email nancy.ap@n¢
Office (904) 555-78] Change Agency Frincipal Designee
Home *not availabl

Agency Principal Info Change Request
# Text Messages Enabled?

Is also an Agent?
Wirites New Business?
Is Agent of Record?
Lines of Authority
Personal Residential
Commercial Residential

Commercial Mon-Residential

Continued on next page
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Locations Requests Search Dashboard Payments User Guide

Agency Tab, Continued

Request: Step Action
Change 3 Indicate if an AP designee (APD) is being added or removed.
Agency o .
Principal Agency Principal Designee Change Request
Designee,
continued © Add/Remove Agency Principal Designee
*Ootion * Select Staff
Select an option v Select Staff v
Add as APD
Remove as APD
4 Select the APD to add or remove.

Agency Principal Designee Change Request

© Add/Remove Agency Principal Designee

*Option *Select Staff
Add as APD v sample Staff Name - Limited Ac | w ]
°Add Staff Sample Staff Name LCR

m m ~/ Sample 5taff Name Limited A...

The Agency Principal Designee (APD) has the same
request any and all agency information, including st
terminations, agency changes, commission inquiries, etc.

Sample Staff Name Staff

Continued on next page

Citizens Property Insurance Corporation 11.29.2023
Back to Table of Contents or Site Map



B E & i © myAgency

Locations Requests Search Dashboard Payments User Guide

Agency Tab, Continued

Request: Step Action

Change 5 If additional changes are needed, select Add Staff, then repeat
Agency Steps 3 and 4. Select Submit.

Principal o .

continued

© Add/Remove Agency Principal Designee

*Option * Select Staff

Add as APD v Sample Staff Name -Limited Ag
*Option * Select Staff

Select an option v Select Staff v

© Add Staff (@ Remove Staff

The Agency Principal Designee (APD) has the same access as the Agency Principal (AP) and can

request any and all agency information, including submitting appointment applications,
terminations, agency changes, commission inquiries, etc.

Note: Up to five ADP’s can be added per request.

Result: A confirmation banner will display, and the status of the
request can be viewed on the Requests tab.

Continued on next page
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Agency Tab, Continued

Request: Agency principal information, including phone number, email address, and
Agency other information can be updated using the Agency Principal Info Change
Principal Info  request.

Change

Request Note: Any name changes will require supporting documentation in order to

submit the request.

To change this information:
Step

1 Access the Agency
tab, then navigate to

= = Locations
the Agency Principal
tile. —
Agency Principal « S5
o Sample Agency Principal Requestsw
DFS License A289159
Email nancy.ap@noemail.com
Office (904) 555-7878
Home *not available*

»| Text Messages Enabled?
Is also an Agent?
‘Writes New Business?
Is Agent of Record?
Lines of Authority
Personal Residential
Commercial Residential

Commercial Non-Residential

2 Select the Requests
drop-down menu, then Requests w
select Agency = =
Principal Info

Change Agency Principal
Change Request.

it Change Agency Principal Designee
Result: Agency

Principal Info Change
Request screen
appears.

=

Agency Principal Info Change Request

Continued on next page
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Locations Requests Search Dashboard Payments User Guide

Agency Tab, Continued

Request:

Agency Step Action

Principal Info 3 Information currently on file displays. Select a field to update
Change applicable information.

Request,

continued If the AP’s location has changed, select from an existing

location listed in the Change Location drop-down menu.

Agency Principal Information Change Request

o

Any name changes will require supporting documentation in order to submit the request. To
change locations, select from a list of existing locations below.

*Change Location

l Sample Location - Main v

Location Phone * Email

agencyprincipal@noemail.com

*First Name * Last Name
Sample Agency Principal

*Office Phone Extansion
999-555-5555

Fax

m Cancel Request

4 Select Submit.

Result: A confirmation

banner will display, and m
the status of the request
can be viewed on the

Requests tab.

Continued on next page
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Agency Tab, Continued

Citizens To provide a more consistent experience, each agency will be assigned two
Contact Citizens contacts to manage their relationship:

Information

Tile ¢ Agency Management Representative (AMR) - process

administrative requests
¢ Agency Field Manager (AFM) - handle requests for additional
education, support, and advocacy

Contact information is listed.

Citizens Contact Information

ﬁ SEI'I"IFIE AMR Agency Management Representative
Office (?04) 208-7228

ﬂit?':l- SEII'I']P|E AFM Agency Field Manager

Office (?04) 208-7228

Continued on next page
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Agency Tab, Continued

Agency The Agency Information tile includes the following information:
Information Agency name

Tile Last four digits of the FEIN

Entity type

Appointment and renewal date

Phone, fax and email information

Physical and mailing address

Errors and Omissions coverage information

In addition, the Agency Information tile will indicate if an agency:
o Is affiliated with a captive agency
e Has subscribed to an agency management system
e Has all location access

A red X indicates no, a green check indicates yes.

To update any of the above information, submit a request.

Agency Information

gy Sample Agency Requestsw
Active as of 5/4/2020

FEIN s Appointed on 5/4/2020

Entity Type Corporation Renewal Date 5/4/2021

Phone (904) 555-4555 Agency Email amsagency2@noemail.com
Fax

% | Affiliated with a Captive Agency? Subscribed to an Agency Management System?

QOSolutions - Quick File

| All Location Access?

Physical Address Mailing Address
Same as the physical address.

Saint Johns

Errors & Omissions Coverage

E&O Policy# Effective Date 1/1/2020
Single Claim Limit $1,000,000.00 Expiration Date 1172021
Annual Limit $1,000,000.00

E&O CO.

101 Library Blvd
United States

(888) 555-7777

Continued on next page
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Agency Tab, Continued

Request: Use the Agency Information Update request when any of the following
Agency agency information needs to be updated:
Information e Agency email address
Update e Phone number
e Fax
o Captive agency status and affiliation
e Location access
e Mailing and/or physical address

To update any of the above agency information:
Step Action

1 Access the Agency tab, then navigate to the Agency
Information tile.

Agency Information

\
g sample Agency D Requestsw
Active as of 5/4/2020
FEIN bl Appointed on 5/4/2020
Entity Type Corporation Renewal Date 547202
Phone (904) 555-4555 Agency Email amsagency2@noemail.com
Fax
=] Affiliated with a Captive Agency? Subscribed to an Agency Management System?

QQSolutions - Quick File

*| All Location Access?

Physical Address Mailing Address
Same as the physical address.

Saint Johns

Continued on next page
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Locations Search Dashboard User Guide
Agency Tab, Continued
Request:
Agency Step Action
Information 2 Select the Requests
Update, drop-down, then
continued select Agency
Information SR Requestsw
Update. ' "
Agency Information Update
Result: The Agency 11:|E[| E&O Information Update Request
Information Update [
screen appears. ¥ El Name/DBA/TIN Information Update Request
Book of Business Listing Request
libs«
hg, Buy/Sell/Transfer Business Request
Agency Commission Inguiry
h A:  Electronic Payment Information Update Request
st
Password Reset Request
3 Select a field to update. Additional fields may appear based on

your selection. Complete all required fields.

Agency Information Update

E Sample Agency

Entity Type: * Agency Email:
Corporation w | amsagency3@noeamil.com
“Phone: Fax:
9041
Affiliated with a Captive Agency? Subscribed to an Agency Management System?
All Location Access?
Physical Address Mailing Address

Is Mailing Address Same as Biling Address?
*Physical Street
01l

*Physical City Physical State

SAINT AUGUSTINE Florida -
32092 Saint Johns -

Note: Entity Type must be changed using the Agency
Name/TIN request.

Continued on next page
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Agency Tab, Continued

Request:
Agency Step Action
Information 4 Select Validate Address.
Update’ * Physical Street
continued
6011
* Physical City Physical State
SAINT AUGUSTINE Florida v
* Physical Zip Physical County
32092 Saint Johns -

Validate Address

Note: The address must be standardized, even if no change
has been made.]

Result: Addresses validated and standardized.

5 Select Save to submit request.
* Physical City Physical State
SAINT AUGUSTINE Florida v
* Physical Zip Physical County
32092 Saint Johns L4

Addresses validated and standardized.

Result: A confirmation banner will display, and the status of the
request can be viewed on the Requests tab.

Continued on next page
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Agency Tab, Continued

Request: E&O The E&O Information Update Request will be used when any of the
Information following errors and omissions (E&O) information has changed:
Update Policy number

Effective and/or expiration date

Single and annual claim limits

E&O company name and/or address

Note: Upload the E&O declarations page to support updates to E&O
coverage. The declarations page can be uploaded using this request even if
no other changes are required.

To update any of the above information:
Step Action

1 Access the Agency tab, then navigate to Requests in the
Agency Information tile.

Agency Information

-~

B, Sample Agency
Active  as of 5/4/2020

_ Requestsw

FEIN o Appointed on 5/4/2020

Entity Type Corporation Renewal Date 5/4/2021

Phone (904) 555-4555 Agency Email amsagency2@noemail.com

Fax

% Affiliated with a Captive Agency? Subscribed to an Agency Management System?
QQSolutions - Quick File

*| All Location Access?

Physical Address Mailing Address

Same as the physical address.

Saint Johns

Continued on next page
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Requests Search

i © myAgency

Dashboard Payments User Guide

Agency Tab, Continued

Request: E&O
Information
Update,
continued

B AMS Training Agency 3

*Policy Number
56

" Phone (eg: 8501234567)
888

*Company Name

E&O Co

*Street
235

“City

Saint Augustine

“Zip
32092

Step Action
2 Select E&O Information Update Request from the Requests
drop-down =
menu. Requestsw
Result: The Agency Information Update -
E&O Update
Request E&O Information Update Request
window
displays. Mama/DBA/TIN Information Update Request
Book of Business Listing Request
i
Buy/Sell/Transfer Business Request
Agency Commission Inguiry
Electronic Payment Information Update Request
Password Reset Request
3 Select a field to update. Additional fields may appear based on

selection. Complete all required fields.

E&O Information Update Request

Any changes to Errors & Omissions (E&O) information requires the E&O Dec Page to be uploaded with the request.

" Effective Date "Single Claim Limit
1/10/2020 & 1000000

" Expiration Date " Annual Aggregate Limit
1/10/2021 & | 1.000,000

“Country

United States

Continued on next page
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Agency Tab, Continued

Request: E&O
Information
Update,
continued

8 ® o
E E - il e myAgency
Locations Requests Search Dashboard Payments User Guide
Step Action
4 Select Next. 235
Result: The *City *5
E&O , Saint Augustine F
Information
Request
upload screen 32092 {
displays.
5 Upload the E&O declarations page.
E&O Information Update Request
B sample Agency
Result: Upload progress screen will display.
6 Select Done.
B AMS Training Agen Upload Files
Any changes to Errors & Omissions E&O Dec Page.docx
Attach File: 13 °
o o ‘
No Files Uploadad: 1 of 1 file uploaded m ‘
Result: A screen summarizing the E&O changes will appear.

Continued on next page
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Agency Tab, Continued

Request: E&O

Information Step Action
Update, 7 Review the list of uploaded document(s). If needed, upload
continued additional files, and delete a previously uploaded file. When

complete, select Submit Request.

E&O Information Update Request

B AMS Training Agency 3
Any changes to Errors & Omissions (E&O) information requires the E&O Dec Page to be uploadled with the request.

Attach File:

&, Upload Files | Or drop files

—
File Name Actions
1) E&O Dec Page delete ~

Result: A confirmation banner will display, and the status of the
request can be viewed on the Requests tab.

Continued on next page
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Agency Tab, Continued

Request: The Name, DBA, TIN Information Update Request will be used when any of
Name, DBA, the following formation had changed:

TIN e Entity Type

Information TIN (Tax ID number)

Update Agency name

Doing business as

Note: W-9 forms and updated E&O Declarations page must be uploaded to
support changes to the agency name or TIN.

To update any of the fields list above:

Step Action
1 Access the Agency tab, then navigate to Requests in the
Agency Information tile.

Agency Information =

B, Sample Agency
Active  as of 5/4/2020

_ Requestsw

FEIN o Appointed on 5/4/2020

Entity Type Corporation Renewal Date 5/4/2021

Phone (904) 555-4555 Agency Email amsagency2@noemail.com

Fax

% Affiliated with a Captive Agency? Subscribed to an Agency Management System?
QQSolutions - Quick File

*| All Location Access?

Physical Address Mailing Address

Same as the physical address.

Saint Johns

Continued on next page
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Agency Tab, Continued

Request:
Name, DBA, Step Action
TIN 2 Select the Requests v
Information Requests drop- —T
Update, down menu, then . -
continued select Agency Information Update
Name/DBAITIN | E&O Information Update Request
Information [
Update Request. | Name/DBA/TIN Information Update Request
Result: Name/TIN Book of Business Listing Request
Change Request !
screen appears. Buy/Sell/Transfer Business Request
Agency Commissicn Inquiry
b
t Electronic Payment Information Update Request
Password Reset Request

3 Select a field to update. Additional fields may appear based on
the update. Complete all required fields.

Agency Name/TIN Change Request

Entity Type:

Corporation v

TIN:
555444333

Name:

AMS Training Agency 3

Doing Business As:

“Name or TIN change requires W-9 forms to be sent along with the request. Click Next to
upload documents.

Continued on next page
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Agency Tab, Continued

Request:
Name, DBA, Step Action
TIN 4 Select Next to continue.
Information
Update, Agency Name/TIN Change Request
continued
Entity Type:
Corporation v
TIN:
555444333
MName:

AMS Training Agency 3

Doing Business As:

“Name or TIN change requires W-9 forms to be sent along with the request. Click Next to
upload documents.

Result: The upload screen displays.
5 Upload W-9 form and E&O Declarations page.

Upload Documents

Changes to Mame or TIM require W% and EEO Declarations page to be uploaded to
Citizens. Failing to attach the docurments with the request can result in denial.

Attach WS

&, Upload Files | Or drop files

Astach EAD Dedarations paga:

&, Upload Files | Or drop fles

Mo Files Uploaded!

Upload required docwuments to submit the request.

Result: The Agency Name/TIN upload progress screen
appears.

Continued on next page
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Agency Tab, Continued

Request:
Name, DBA, Step Action
TIN 6 Select Done.
Information
Update, Agency Name/TIN Change Request
continued
llhlaad Maniimean L
Upload Files
W9 Form.docx

62

1 of 1 file uploaded m

Cancel Request

Upload required documents to submit the request.

Result: A list of uploaded documents displays.

7 Review the list of uploaded document(s). If needed, Upload
additional files, and/or delete previously uploaded files. When
complete, select Submit Request.

Agency Name/TIN Change Request

Upload Documents

Changes to Name or TIN require W9 document to be uploaded to Citizens. Failing to
attach the documents with the request can result in denial.

Attach File:
I, Upload Files | Or drop files ~
# File Name Actions
1) W2 Form delete

T —

Submit Request Cancel Request

Upload required documents to submit the request.

Result: A confirmation banner will display, and the status of the
request can be viewed on the Requests tab.

Continued on next page
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Agency Tab, Continued

Request: Buy, Any sale or transfer of an agency's Citizens book of business must be
Sell, Transfer approved by Citizens and is not automatic.

Notes:
o The AP from the relinquishing agency must submit the External
Book-of-Business Transfer (Buy/Sell). Instructions are below.

e The receiving agent(s) must have an active Citizens appointment
and be appointed with the same lines of authority as the
relinquishing agent.

To submit this request:

Step Action
1 Access the Agency tab, then navigate to Requests in the
Agency Information tile.

Agency Information

-~

B Sample Agency
Active  as of 5/4/2020

_— Requestsw

FEIN bl Appointed on 5/4/2020

Entity Type Corporation Renewal Date 547202

Phone (904) 555-4555 Agency Email amsagency2@noemail.com
Fax

=] Affiliated with a Captive Agency? Subscribed to an Agency Management System?

QQSolutions - Quick File

*| All Location Access?

Physical Address Mailing Address
Same as the physical address.

Saint Johns

Continued on next page
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Agency Tab, Continued
Request: Buy,
Sell, Transfer, Step Action
continued 2 Select the Requests drop-down menu, then select

Buy/Sell/Transfer Business Request.

Requests =

il
Agency Information Update
E&O Information Update Request
Name/DBA/TIN Information Update Request
Buy/Sell/Transfer Business Request

sl Agency Commission Inguiry
Electranic Commission Depaosit Information

Password Reset Request

General Inquiry

Result: The Book of Business Transfer Requests screen
appears.

3 Select the appropriate option from the list:

Book of Business Transfer Requests

*Select an option
Internal Transfer
Buy Business From an External Agency (Partial Transfer)
Sell Business to an External Agency (Partial Transfer)

Complete Agency Transfer (Buy / Sell)

Result: Based on the selection, different screens will display.

Continued on next page
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Agency Tab, Continued

Request: Buy,

Sell, Transfer, Step Action

continued 4 Complete the applicable fields.

If Internal Transfer is selected:
A. Select the relinquishing agent from the drop-down from
whom you are transferring the policies.
B. Select the transfer effective date.
C. If applicable, indicate to deactivate the agent listed
above.

Book of Business Transfer Requests

= Transfer Book of Business

* Agent who you are transferring policies from *Transfer Effective Date

Select an Agent - &

Click here to deactivate the staff member listed above

Cancel Request

If Buy Business from an External Agency (Partial Transfer)
is selected:

A. Enter a valid agency name in the Selling Agency Name
field.
Note: Begin typing, then select from the list.
Select the transfer effective date.
Select the agent in your agency receiving the policies.

O w

Book of Business Transfer Requests

Agency Book of Business Transfer Request

Selling Agency Name * Teansfar Fifactive Data

Search Agencies...

Receiving Agent Information:

* Agent receiving policies

Select an Agent -

Cancel Request

Citizens Property Insurance Corporation 11.29.2023
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Step Action
4, con’t | If Sell Business to an External Agency (Partial Transfer) is
selected:
A. Select the relinquishing agent from your agency from
the drop-down menu.
B. Select the transfer effective date.
C. If applicable, indicate to deactivate the agent listed
above.
D. Indicate the receiving agency by entering a valid agency
name.
Note: Begin typing, then select from the list.
E. Enter the receiving agent’s name and their Florida
Department of Financial Services (DFS) license
number.

Book of Business Transfer Requests

Sell Partial Book of Business

* Agent who you are transferring policies from *Transfer Effective Date

Select an Agent v =
Click here to deactivate the staff member listed above

Receiving Agency Information:

Receiving Agency Name
Search Agencies...

Receiving Agent Name Agent DFS License #

Cancel Request

Result: The Book of Business Transfer Request document
upload window displays.

Continued on next page
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Agency Tab, Continued

Request: Buy, Step Action

Sell, Transfer, | 4, con't | If Complete Agency Transfer (Buy / Sell) is selected:

continued A. Search agencies to locate selling agency’s name.

Note: Begin typing, then select from the list.

B. Select the transfer effective date.

C. Indicate the receiving agency by entering a valid agency
name.

Note: Begin typing, then select from the list.

D. Enter the receiving agent’s name and DFS license
number.

E. Enter any special instructions.

Book of Business Transfer Requests

2 Agency Book of Business Transfer Request

Selling Agency Name *Transfer Effective Date

Search Agencies... =

Receiving Agency Name

Search Agencies...

Receiving Agent Name Agent DFS License #

Special Instructions

Cancel Request

5 Select Next to continue.

Continued on next page
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Agency Tab, Continued

Request: Buy,
Sell, Transfer,
continued

Step

Action

Select Upload Files to upload the list of policies, including
insured names and policy numbers, which should be signed by
the relinquishing and purchasing APs.

Book of Business Transfer Requests

Attach any documents that support your request or if you do not have any documents to provide
click Submit to complete your request.

Attach File

1, Upload Files Or drop files

No Files Uploaded!

Submit Request

Result: The Document Upload progress screen displays.

Select Done.

Book of Business Transfer Requests =

Upload Files

BOB for Transfer.csv

©

116

1 of 1 file uploaded m

Continued on next page
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Agency Tab, Continued

Request: Buy,
Sell, Transfer, Step Action

continued 8 Review the list of uploaded document(s). If needed, Upload
additional files and/or delete a previously uploaded files. When
complete, select Submit Request.

Book of Business Transfer Requests

Upload an excel spreadsheet with the list of policies, including insured name and policy number
which should be signed by the relinquishing and purchasing Agency Principals.

Attach File:

1, Upload Files Or drop files ~ —

# File Name Actions

1) BOB for Transfer delete ~

Submit Request Cancel Request

Result: A confirmation banner will display, and the status of the
request can be viewed on the Requests tab.

Continued on next page
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Agency Tab, Continued

Request: The Agency Commission Inquiry can be used to request:
Agency e Stop pay/reissue requests

Commission e Commission statement copies

Inquiry e Policy commission inquiry

Note: Your request should be processed within 15 business days. Citizens
will send the AP an email when completed.

To submit an Agency Commission Inquiry:
Step Action

1 Access the Agency tab, then navigate to Requests in the
Agency Information tile.

Agency Information

-~

B, Sample Agency
Active  as of 5/4/2020

_ Requestsw

FEIN o Appointed on 5/4/2020

Entity Type Corporation Renewal Date 5/4/2021

Phone (904) 555-4555 Agency Email amsagency2@noemail.com
Fax

% Affiliated with a Captive Agency? Subscribed to an Agency Management System?

QQSolutions - Quick File

All Location Access?

Physical Address Mailing Address
Same as the physical address.

Saint Johns

2 Select the Requests drop-down, then select Agency
Commission Inquiry

O Requests v Result; The Ageqcy
Commission Inquiry
Agency Information Update screen appears.

E&O Information Update Request
MName/DBA/TIN Information Update Request
Buy/Sell/Transfer Business Request

s Agency Commissicn Inquiry
Electronic Commission Deposit Information
Password Reset Request

General Inquiry

Continued on next page
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Agency Tab, Continued

Request:

Agency Step Action

Commission 3 Confirm the displayed email address, then select the
Inquiry, appropriate action.

continued oy G

amstrainingagency3@gmail.com

o s
Policy Commission Inquiry

Submit Request | Cancel Request

“*Your request should be processed within 15 business days. An email will be sent to the Agency Principal when completed.

Result: Based on the selection, different screens will display.
4 Complete the applicable fields.

If submitting a Stop Pay/Reissue Request, complete the
Check Number, Date of Check, Check Amount, and Reason for
Requesting Stop Pay fields shown below.

Agency Commission Inquiry

amstrainingagency3@gmail.com

Check Number: Date Of Check: Check Amount:

Reason for Requesting Stop Pay:

Submit Request | Cancel Request

**Your request should be processed within 15 business days. An email will be sent to the Agency Principal when completed

If requesting Commission Statements, complete the
Requested From Month, Year and Requested To Month, Year
fields shown below.

Agency Commission Inquiry

Email

amstrainingagency3@gmail.com

Commission Inquiry Type:
Stop Pay/Reissue Requests

Requested To Month, Year

Submit Request | Cancel Request

**Your request should be processed within 15 business days. An email will be sent to the Agency Principal when completed.

Continued on next page
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Agency Tab, Continued

Request:
Agency
Commission
Inquiry,
continued

Step

Action

4, con’t

If submitting a Policy Commission Inquiry, enter the policy
number and reason for inquiry.

Agency Commission Inquiry

amstrainingagency3@gmail.com

® Policy Commission Inquiry

Policy Number.

Reason for Inquiry:

Submit Request |  Cancel Request

“*Your request should be processed within 15 business days. An email will be sent to the Agency Principal when completed

Select Submit Request.

Submit Request Cancel Request

Result: A confirmation banner will display, and the status of the
request can be viewed on the Requests tab.

Continued on next page
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Request:
Electronic
Payment
Information
Update

Note: Commission schedules and rates can be accessed on the Citizens
website.

The Electronic Payment Information Update request can be used to enroll,
change, or cancel an electronic payment agreement.

To request a change to the electronic payment information:

Citizens can pay commissions electronically (direct deposit) to the agency’s
financial institution.

Step

Action

1

Access the Agency tab, then navigate to Requests in the

Agency Information tile.

Agency Information <

#fl; Sample Agency
Active s 0f 5/4/2020
FEIN -
Entity Type Corporation

Phone (904) 555-4555
Fax

< Affiliated with a Captive Agency?

* Al Location Access?

Physical Address

Saint Johns

Select the Requests drop-
down, then select
Electronic Payment
Information Update
Request.

Result: Electronic
Commission Deposit
Information screen appears.

— Requestsw

Appointed on 5/4/2020
Renewal Date 5/4/2021
Agency Email amsagency2@noemail.com

Subscribed to an Agency Management System?
QQSolutions - Quick File

Mailing Address
Same as the physical address.

—_—
Agency Information Update

E&O Information Update Request

Name/DBA/TIN Information Update Request

Buy/Sell/Transfer Business Request

s Agency Commission Inquiry

Electronic Commission Deposit Information
Password Reset Request

General Inquiry

Requests w
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Agency Tab, Continued

Request:

Electronic Step Action

Payment 3 If necessary, update the Banking information, select the
Information Acknowledgement Statement, then click Accept.
Update,

continued Electronic Commission Deposit Information

B ACG SOUTH INSURANCE
AGENCY- Testing

FFIN: ****4£930

"Bank Routing Number: "Bank Account Number:
063100277 1254123

"Bank Account Type:
Checking -

This authorization is used to start or change direct deposit for payments received from
Citizens Property Insurance Corporation. Citizens will use the information provided in this
authorization to generate ACH payments to the account reflected. Citizens can deposit in
only one account per agency.

\ To review the Terms and Conditions, click here.

| acknowledge that | have reviewed the Terms and Conditions of this Direct Deposit
Authorization and that | agree to the same

AUTHORIZATION: By clicking "ACCEPT" below, | warrant that | have full authority to
complete this form on behalf of my Agency. | understand that if | am starting direct deposit,
or changing any information, | am authorizing Citizens to initiate credit entries to the financial
institution and account provided above. | am also authorizing Citizens to initiate debit
entries, if necessary, in order to reverse a credit entry that was made in error. | agree that
Citizens may, but is under no obligation to, verify the accuracy of the account information
provided with the financial institution. | hereby authorize these payment instructions and
accept the terms and conditions for direct deposits provided with this form.

P —————————————

* Acknowledge the direct deposit authorization in order to submit the request.

Continued on next page
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Request: APs can request a password reset for their staff. To submit a password
Password reset request.
Reset
To submit a password reset request:
Step Action
1 Access the Agency tab, then navigate to Requests in the
Agency Information tile.
Agency Information <
gy Sample Agency B Requestsw
Active as of 5/4/2020

FEIN s Appointed on 5/4/2020

Entity Type Corporation Renewal Date 5442021

Phone (904) 555-4555 Agency Email amsagency2@noemail.com

Fax

«| Affiliated with a Captive Agency?

=] All Location Access?

Physical Address

Saint Johns

Subscribed to an Agency Management System?
QQSolutions - Quick File

Mailing Address
Same as the physical address.

Citizens Property Insurance Corporation 11.29.2023
Back to Table of Contents or Site Map

Continued on next page

51



B E & i © myAgency

Locations Requests Search Dashboard Payments User Guide

Agency Tab, Continued

Request:
Password Step Action
Reset, 2 Select the Requests
continued Requests — - M
drop-down . .
menu, then E&D Information Update Request
select .
Password | Mame/DBA/TIN Information Update Request
Reset |
Request Book of Business Listing Request
Buy/Sell/Transfer Business Request
Result: !
Password Agency Commission Inguiry
Reset
Request Electronic Payment Information Update Request
screen
appears. Password Reset Request
General Inquiry .
3 Enter the name of user requiring password reset, then select
Submit Request.
Password Reset Request
!\Iarne of user requiring password reset
Sample Agent
Result: A confirmation banner will display, and the status of the
request can be viewed on the Requests tab.

Continued on next page
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Agency Tab, Continued

Request: To submit a General Inquiry request:
General
Inquiry Step Action
1 Access the Agency tab, then select Requests in the Agency
Information tile.
Agency Information <
B, Sample Agency B Requestsw
Active as of 5/4/2020
FEIN s Appointed on 5/4/2020
Entity Type Corporation Renewal Date 5442021
Phone (904) 555-4555 Agency Email amsagency2@noemail.com
Fax
(#| Affiliated with a Captive Agency? Subscribed to an Agency Management System?
QQSolutions - Quick File
=] All Location Access?
Physical Address Mailing Address
Same as the physical address.
Saint Johns
2 Select the Requestsw
Requests ——
drop-down, "
then select E&Q Information Update Request
General ,
Inquiry ' MName/DBA/TIN Information Update Request

Book of Business Listing Request

Result: The

Gen?ral Buy/Sell/Transfer Business Request
Inquiry screen |
appears. Agency Commission Inquiry

Electronic Payment Information Update Request
Password Reset Request

General Inquiry

Continued on next page
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Agency Tab, Continued

Request:
General
Inquiry,
continued

Step Action
3 Enter the details of your inquiry, then select Next.
General Inquiry
Inquiry Details:
s
4 Upload any documents that support your request or if you do

not have any documents to provide select Submit Request to
complete your request.

General Inquiry

Attach any documents that support your request or if you do not have any documents to
provide click Submit to complete your request.

Attach File:

1, Upload Files | Or drop files

No Files Uploaded!

Submit Request

Result: A confirmation banner will display, and the status of the
request can be viewed on the Requests tab.
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Search

Appointment Renewals

Appointment
Renewal
Overview

Processing
Appointment
Renewals

All agent appointments from the agency will renew on the same day. Any
agents appointed mid-term will have pro-rated appointment fees, and their
renewal appointment date will align with that of the other appointed agents
in their agency.

APs and their designees will receive notice of pending appointment
renewals 60 days prior to the expiration of the agency’s appointment with
Citizens. Additional notices will be sent 30, ten and two days prior to
appointment expiration.

Important Notes:

¢ If the renewal is not processed by the renewal date, the option will
expire.

e Any credentialed user that has not completed mandatory training
will not be able to renew their appointment with Citizens. Refer to
Appendix 2: Agent Appointment Education Requirements for more
information.

To process an agent/agency appointment renewal:

Step Action
1 Access the Agency tab up to sixty days prior to appointment
expiration.
Result: The Renew Now icon will display.
2 Select Renew Now.
Agency Information
iy sample Agency Requestsw
. it 0 cuams e
e S s 1 parcl e
Result: The Agency Renewal page appears.

Continued on next page
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Appointment Renewals, Continued

Processing

Appointment

Step

Action

Renewals,
continued

To review a list of appointed agents for each agency location,
select the arrow next to each location.

otal Amourt
© [l sample Agency Main Location 3 $375.00

© [ semple Agency Branch- Address " $125.00

Agency Renewal I )

Result: All staff assigned to the location displays. Review to
confirm accuracy. If changes are not needed, continue to Step
6

If changes to appointed agents are needed, select the green
check next to their name.

(V) & Sample Agency Main Location
APFPOINTED AGENT 1 - W123456

] APPOINTED AGENT 2 - W399999
[~] APPOINTED AGENT 3 - E999991

Result: The line will highlight and drop-down menu options will
display.

Note: The payment button will be unavailable if any of the listed
agents or LCRs have failed to complete mandatory Citizens
training. Continue to Step 5 to remove them from the renewal
or refer to Appendix 2 Appointment Education Requirements
for further instructions to complete mandatory education.

Select a nonrenewal reason and, if appropriate, an agent to
transfer the book of business to.

o i 33 $375.00
[x] Panding salort Ne :

Completad $125.00

515,00

Result: The recalculated amount due will display.

Continued on next page
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Appointment Renewals, Continued

Processing

Appointment Step Action
Renewals, 6 Select Pay.

continued

—_— Pay $375.00

Result: The One-Time Payment screen appears.

Note: Fees for supplemental applications that are pending
payment within 60 days of the renewal date will be included in
the renewal balance.

7 Enter the email address you will need the payment receipt
issued to and select the desired payment method. Ex. ‘Credit
Card’, then select Continue:

-_‘QJ Enter Payment Information

All fields are required unless labeled as optional.

First Name Agency Name, if applicable
Last Name ZIP Code 32250
Email @

bill. gates@msn.com

Pay this Amount $ 781.00

Due Date: 10/01/2029

Payment Method
\ echeck) eCheck / Bank Account
O\wisa & ~—} Debit Card
) IV‘SA m I “!Sﬁ Credit Card.

c‘!n(El

Result: The One-Time Payment screen appears.

Continued on next page
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User Guide

Step

Action

Ensure payment information is correct, then select Continue:

&:} Enter Payment Information

All fields are required unless labeled as optional.

First Name

Last Name

Email @

bill gates@msn.com

Pay this Amount §  781.00

Due Date: 10/01/2029

Payment Method
O o>

Ovisa & =
©lvs (@8 @ =g
Card Number
I
Expiration Date

04 - April v

oV e

2024 ~

Card Holder Name
Zip Cade

|

Cancel

Agency Name, if applicable

ZIP Code 32250

eCheck / Bank Account

Deebit Card

Credit Card

Result: The Confirm Payment screen will appear.
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Step Action
9 The payment amount will display. elect the Authorize box
before proceeding to the blue ‘Pay $0.00’ button at the bottom
of the screen.
& Confirm Payment
Payment Method VISA  werrvwsssnigqag
Payment Date Now (09/08/2023)
Due Date 09/23/2023
Payment Amount $500.00
S
(l‘& the PAY button to complete your payment.
JPMorgan
Note: You must agree to the terms and conditions prior to
proceeding.
10 The Payment Receipt will generate if processed successfully.

Options will appear at the bottom of the confirmation to either
Print of return Back to Home. Payment confirmation will be

sent to the email on file.

%}‘ Payment Receipt
¥

Your payment has been accepted
Confirmation #

Payment Type

Policy No. / Offer No. / Agency ID
Due Date

Status

Payment Date

Payment Method

Payment Amount

Service Fee

Total Amount Charged

S o]

504663

CST Prem Payment
72101126
10/01/2029
ACCEPTED

Sep 23,2023 -10:33:22 AM

5781.00
$18.35

$799.35
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Locations Tab

Functions The Locations tab enables APs to view and manage staff, appointments and
Overview location details:

o View locations

e Add location

o Add staff

o Update staff information

e Transfer staff to a new location

¢ Update an agent’s line of authority

¢ Remove staff
To access the Locations tab, select Locations from the banner.
The Locations tab will display two tiles, Agency Locations and Staff.

-] ]

Requests Dashboard Payments

Staff (0) =

N —— ~—

Agency Locations (2)

To edit a location or manage staff, select a location in the left column below.

& AMS Training Agency 2 -

SAINT AUGUSTINE, Florida 32084
(904) 555

OAdd Location
1. B AMS Training Agency 2

ST AUGUSTINE, Florida 32086
(904) 555

Copyright 2019 Citizens Property Insurance Corporation of Florida n u

To see a list of staff in one location, select its name from Agency Location.

_ 0 1 0 a4
L& ITIZENS E E =" HH]
AU c Locations Requests Search Dashboard Payments
Agency Locations (2) Staff (3)
& AMS Training Agency 2 B AMS Training Agency 2 Active
%% Add Staff Requests ¥
(904) 555 (904) 555-
il Name v | Role v | Statws ~ | DFS License # v
1. B AMS Training Agency 2 1 LCR Active
v
2 Full Agent Active
(904) 555-
3 o Support Staff Active
Copyright 2019 Citizens Property Insurance Corporation of Florida H u

Continued on next page
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Locations Tab, Continued

Supplemental When adding a new location, a fully appointed agent also must be added to
Application: the new location when the request is submitted.
Add Location

If a new location needs to be added:

Step Action
1 Access the
Locations tab, \(rg-_|IL;Ey_s E
then navigate to myAgancy Locations
the Agency

Locations tile.
Agency Locations (2)

~

& AMS Training Agency 2

(204) 555

OAdd Location

1. B AMS Training Agency 2

(904) 555-

Copyright 2019 Citizens Property Insurance Corporation of Horida

2 Select Add —
Location. ' E

Locations

Result: The
Supplemental
Application
screen displays. By AMS Training Agency 2

Agency Locations (2)

(904) 555

o Add Location

1. B AMS Training Agency 2

(904) 555-

Copyright 2019 Citizens Property Insurance Corporation of Horida

Continued on next page
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Supplemental
Application: Step Action
Add Location, 3 Complete all required fields.
continued
Supplemental Application

Add Location

*Phone Fax

Physical Address Mailing Address
Is Mailing Address Same as Physical Address?
*Physical Strest
* Physical City *Physical State
Select an Option A4
*Physical Zip
Validate Address

4 Select Validate Address.

Validate Address m

Result: The address is validated and standardized.

5 To add an additional location, select Add Location. Repeat
Step 3 above.

Add Location

Addresses validated and standardized.

Result: The new location appears on the Agency Locations
tile.

Continued on next page
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Locations Tab, Continued

Supplemental

Application: Step Action
Add Location, 6 To add staff to the new location, select the green icon as
continued shown below.

Agency Locations

& AMS Training Agency 2

@

B AMS Training Agency 2 (0)

C JE

Result: The Add Staff screen displays.

Continued on next page
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Locations Tab, Continued

Supplemental

Application: Step Action

Add_ Location, 7 Complete all applicable fields, then select Add Staff.
continued Supplemental Application

Add Staff

H AMS Training Agency 2 Draft

Does the staff member have a DFS License Number?

Personal Information

*First Name *Last Name *Social Security Number *Birthdate

Contact Information
*Office Phone Offica Phone Extension Mabile Phona

Can Receive Text
Messages?

Fax * Email

Additional Information

Is Agency Principal Designee?

Is Support Staff?

s

Note: Refer to Supplemental Application: Add Staff Overview
for detailed instructions on adding staff.

8 When you have added necessary staff at the new location,
select Submit Request.

Supplemental Application

Result: A confirmation banner will display, and the status of the
request can be viewed on the Requests tab.

Continued on next page
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Locations Tab, Continued

Supplemental You can add staff via the Supplemental Application when adding a new

Application: location or from the Locations tab in the Stafftile.
Add Staff
Overview Notes:

¢ When adding staff, APs can assign various appointment types
based on license, location and job duties. Refer to Appendix 1
Assigning Staff Appointment Types to determine which role best fits
the staff you are adding.

e Agents previously terminated by Citizens for cause are not eligible
to apply within two years of their termination date.

e Fees for supplemental applications that are pending payment within
60 days of the renewal date will be included in the renewal balance.

To access the Add Staff function:

Step Action
1 Access the Add Staff function, either from the Supplemental
Application to Add Location, or from the Locations tab.

To access from the Locations tab, select an agency location to
expand the staff list.

Agency Locations (2) > Staff (2)

B! AMS Training Agency 2 B AMS Training Agency 2

Name v | Role v | status ~ | DFS License # v

1. B AMS Training Agency 2 sample AP 2Pl Agert e

Sample Agent APD, Limited Agent Active

2 Select Add Staff.

Agency Locations (2) Staff (2)

B AMS Training Agency 2 BB AMS Training Agency 2

© Add Location

1. B AMS Training Agency 2 Sample AP 2,7l Agent oo

Sample Agent APD, Limited Agent Active

Result: The Supplemental Application to add staff will display.

Continued on next page
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Supplemental

Application: Step Action

Add Staff 3 The Supplemental Application screen is dynamic, and
Overview, additional fields will appear based on the information entered.
continued

Add Staff

& AMS Training Agency 2 Active

Does the staff member have a DFS License Number?

Personal Information

*First Name *Last Name *Sacial Security Number *Birthdate

Bt

Contact Information

*Office Phone Office Phone Extension Mebile Phone
Can Receive Text
Messages?

Fax *Email

Additional Information

Is Agency Principal Designee?
Is Support Staff?

s

Supplemental Application

To add staff, refer to the appropriate section below:

If adding a: Then see:
Fully Appointed Agent | Add Staff: Fully Appointed Agent
Limited Agent Add Staff: Limited Agent

Licensed Customer Add Staff: LCR Write and Service
Representative who
writes and services

Licensed Customer Add Staff: LCR Service Only
Representative who
only services

Support Staff Add Staff: View-Only Support

Continued on next page
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Locations Tab, Continued

Add Staff: Fully appointed agents must meet the following additional requirements to
Fully be appointed with Citizens:

Appointed e 2-20 or 20-44 Florida resident agent license or a 9-20 or 90-44
Agent nonresident agent license.

e Appointment with at least one authorized insurer writing one or more
of the following lines of business:
o Personal Residential
o Commercial Residential
o Commercial Nonresidential Property
e Agents previously terminated by Citizens for cause are not eligible to
apply within two years of their termination date.

After accessing the Supplemental Application Add Staff screen, add a fully
appointed agent following the steps below:

Step Action
1 Select the red X next to the Does the staff member have a DFS
License Number?

Does the staff member have a DFS License Mumber?

Result: The red x turns to a green check mark and the DFS
License Number field displays.
2 Enter the DFS license number.

*DFS License Number

Z| Daoes the staff member have a DFS License Number?

Result: Appointed license type and personal information, such
as name, Social Security number and birthdate, are pulled from
DFS records and the applicable fields are gray and prefilled.

Continued on next page

67
Citizens Property Insurance Corporation 11.29.2023
Back to Table of Contents or Site Map



B E & i © myAgency

Locations Requests Search Dashboard Payments User Guide

Locations Tab, Continued

Add Staff:
Fully Step Action
Appointed 3 Enter other contact information.
Agent,
. *DFS License Number Appointed License Type
Contln Ued [¥] Does the staff member have a DFS License Number? 0220
Personal Information
* First Name *Last Name *Social Security Number *Birthdate
20620 XOOKT
Contact Information
*Office Phone Office Phone Extension Mobile Phone
Can Receive Text
Messages?
Fax *Email
4 Indicate if the new agent is the AP designee by selecting the
red X.

Additional Information

[x] Is Agency Principal Designee?

%] Can the staff member write new business?

Add Staff

If yes, review and select Confirm.

Acknowledgement

The Agency Principal Designee (APD) has the same access as the Agency Principal (AP) and can
request any and all agency information, including submitting appointment applications,
terminations, agency changes, commission inquiries, etc.

comn ]

Continued on next page
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Locations Tab, Continued

Add Staff:

Fully Step Action

Appointed 5 Select the red X to indicate that the agent can write new
Agent, business.

continued

Additional Information

[x] Is Agency Principal Designee?

Can the staff member write new business?

e

Result: The red X will change to a green check mark.
Additional fields will appear.

6 Select the red X to indicate if the new agent will be an agent of
record on policies written at the agency.

Additional Information

Is Agency Principal Designee?
[¥] Can the staff member write new business?

Will staff member be an Agent of Record on policies written by your agency?

s

Please note: If you require prompt handling and are adding both non-licensed staff and licensed staff to an existing location,
submit a separate request for non-licensed staff only.

Result: The red X will change to a green check mark. Lines of
authority will appear.
7 Indicate the agent’s line of authority by selecting the red X next
to the applicable line.

[¥] Will staff member be an Agent of Record on policies written by your agency?

Lines of Authority:
Personal Residential LOA
Commercial Residential LOA
Commercial Non Residential LOA

e

Please note: If you require prompt handling and are adding both non-licensed staff and licensed staff to an existing location,
submit a separate request for non-licensed staff only.

Result: The red X will change to a green check mark.

Continued on next page
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Locations Tab, Continued

Add Staff:
Fully
Appointed
Agent,
continued

Step

Action

Select Add Staff.

Will staff member be an Agent of Record on policies written by your agency?
Lines of Authority:

Personal Residential LOA

[X] Commercial Residential LOA

[X] Commercial Non Residential LOA

Please note: If you require prompt handling and are adding both non-licensed staff and licensed staff to an existing location,
submit a separate request for non-licensed staff only.

Results:

The agent has been added to the request. A
confirmation banner appears.

Contact has been added to the request.

Additional staff can be added prior to completing the

process by repeating steps listed above.

Edits to any staff member can be made to the

Supplemental Application by selecting the green Edit

Staff icon from the Agency Locations tile.

©

Agency Locations

B AMS Training Agency 2 (1)

Supplemental Application

= Add staff

th AMS Training Agency 2 Active

e~

& &

Full Agent. [¥] Does the staff member have a DFS License Number?

Personal Information

Select Submit Request.

Add Staff

B am

Supplemental Application

S Training Agency 2 Active

Submit Request ‘Cancel Request

Result: The Supplemental Application has been submitted. A
confirmation banner appears.

Continued on next page
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Action

Add Staff:

Fully Step
Appointed 10
Agent,

continued

The Requests tab will display, with the Supplemental
Application request to add staff listed.

The newly requested agent’s name, LMS, agreement, and
payment status will display.

Requests Payments

Requests (4)

T * Created On or After: 06/21/2020 * Created Before: 06/28/2020

- Sample AP
00023627
Requested on &/28/2020 11:39 AM

Supplemental Submitted

& Attachments

Add Staff Request for existing Location.

m AMS Training Agency 2 Active

# CONTACT LMS STATUS AGREEMENT STATUS  PAYMENT

1. @ Jo

Office: (813) 4452525

Full Agent b4

2daystogo

Email: newagent@noemail.com

Total: $0.00

Results and Additional Actions:

After a supplemental application is submitted, both full and
limited agents must complete the following prior to
appointment:

¢ Sign and return the Agent Appointment Agreement
within 15 days of receipt.

o Complete Citizens-assigned New Agent Onboarding
(NAO) modules, which will be assigned to them
following the initial application submission. Required
education will need to be completed within 30 days of
assignment.

e Submit a $125 appointment fee for each agent
appointed. Fees will be pro-rated for mid-term
appointment and due within 15 days. This fee is due
annually and can be paid through myAgency.

e Fees for supplemental applications that are pending
payment within 60 days of the renewal date will be
included in the renewal balance.
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Locations Tab, Continued

Add Staff: Limited agents write new business for a fully appointed agent and do not
Limited Agent have their own book of business.

Limited agents must meet the following requirements to be appointed with
Citizens:
e 2-20 or 20-44 Florida resident agent license or a 9-20 or 90-44
nonresident agent license.
e Appointment with at least one authorized insurer writing one or more
of the following lines of business:
o Personal Residential
o Commercial Residential
o Commercial Nonresidential Property

You can add a limited agent via the Supplemental Application when adding
a new location or from the Locations tab in the Staff tile.
Step Action

1 Select the red X next to the Does the staff member have a DFS
License Number? question.

Does the staff member have a DFS License Number?

Result: The red X will change to a green check mark and the
DFS License Number field displays.

Continued on next page
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Locations Tab, Continued

Add Staff:
Limited
Agent,
continued

Step Action
2 Enter the DFS license number.
*DFS License Number
Does the staff member have a DFS License Number?
Result: Appointed license type and personal information, such
as name, Social Security number and birthdate, are pulled from
DFS records, and the applicable fields are gray and prefilled.
3 Enter other contact information.
*DFS License Number Appointed License Type
[¥] Does the staff member have a DFS License Number? 0220
Personal Information
* First Name *Last Name *Social Security Number * Birthdate
XHXKO0T
Contact Information
* Office Phone Office Phone Extension Mobile Phone
[x] Can Receive Text
Messages?
Fax *Email
4 Indicate if the agent is the agency principal designee by

selecting the red X.

Additional Information

Is Agency Principal Designee?

[%] Can the staff member write new business?

If yes, review and select Confirm.

Acknowledgement

The Agency Principal Designee (APD) has the same access as the Agency Principal (AP) and can
request any and all agency information, including submitting appointment applications,
terminations, agency changes, commission inquiries, etc.

=
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Locations Tab, Continued

Add Staff:

Limited Step Action

Agent, 5 Select the red X to indicate that the limited agent can write new
continued business on behalf of a fully appointed agent.

Additional Information

[x] Is Agency Principal Designee?

Can the staff member write new business?

Result: The red X will change to a green check. Additional
fields will appear.

6 Important: To request appointment for a limited agent, do not
select Will staff member be an Agent of Record on policies
written by your agency?

Additional Information

Is Agency Principal Designee?

Can the staff member write new business?

| Will staff member be an Agent of Record on policies written by your agency? | _

Please note: If you require prompt handling and are adding both non-licensed staff and licensed staff to an existing location,
submit a separate request for non-licensed staff only.
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Locations Tab, Continued

Add Staff:
Limited
Agent,
continued

Step

Action

Select Add Staff.

Additional Information

[x] 1s Agency Principal Designee?
Can the staff member write new business?

[] will staff member be an Agent of Record on policies written by your agency?

dosan

Please note: If you require prompt handling and are adding both non-licensed staff and licensed staff to an existing location,
submit a separate request for non-licensed staff only.

Results:
e The agent has been added to the request. A
confirmation banner appears.

) Contact has been added to the request.

¢ Additional staff can be added prior to completing the
process by repeating steps listed above.

¢ Edits to any staff member can be made to the
Supplemental Application by selecting the green Edit
Staff icon from the Agency Locations tile.

Select Submit Request.

Supplemental Application

Add Staff

m AMS Training Agency 2 Active

Result: The Supplemental Application has been submitted. A

confirmation banner appears.
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Locations Tab, Continued

Add Staff:

Limited Step Action

Agent, 9 The Requests tab will display, with the Supplemental
continued Application request listed.

The new agent’s name, LMS, agreement, and payment status
will display.

Requests Payments

Requests (4)

T * Created On or After: 06/21/2020 * Created Before: 06/28/2020

- Sample AP Supplemental  Submitted
00023627 & Attachments
Requested on &/28/2020 11:39 AM

Add Staff Request for existing Location.

m AMS Training Agency 2 Active

# CONTACT LMS STATUS AGREEMENT STATUS  PAYMENT

1. © JO Full Agent X
Office: (813) 4452525 2daystogo
Emaik newagent@noemail.com

Total: $0.00

Results and Additional Actions:

After a supplemental application is submitted, both full and
limited agents must complete the following prior to
appointment:

¢ Sign and return the Agent Appointment Agreement
within 15 days of receipt.

o Complete Citizens-assigned New Agent Onboarding
(NAO) modules, which will be assigned to them
following the initial application submission. Required
education will need to be completed within 30 days of
assignment.

e Submit a $125 appointment fee for each agent
appointed. Fees will be pro-rated for mid-term
appointment and due within 15 days. This fee is due
annually and can be paid through myAgency.
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Locations Tab, Continued

Add Staff: Licensed Customer Representatives (LCRs) assigned to a single location
LCR Write and working on behalf of a fully appointed agent can:
and Service e Write new business

e Services existing business

Only staff holding a 4-40 license can be assigned this appointment type.
Appointment agreements, appointment fees, and Citizens-assigned
education is not required.

You can add an LCR via the Supplemental Application when adding a new
location or from the Locations tab in the Staff tile:
Step Action

1 Select the red X next to the Does the staff member have a DFS
License Number? question.

Does the staff member have a DFS License Mumber?

Result: The red x turns to a green check mark and the DFS
License Number field displays.
2 Enter the DFS license number.

*DFS License Number
(] Does the staff member have a DES License Number?

Result: Appointed license type and personal information, such
as name, Social Security number and birthdate, are pulled from
DFS records, and the applicable fields are gray and prefilled.

3 Enter other contact information.
Add Staff

& AMS Training Agency 2 Active
4010 LEWIS SPEEDWAY
SAINT AUGUSTINE, Florida 32084
(904) 555-4555

* DFS License Number Appointed License Type
[) Does the staff member have a DFS License Number? 0440

Personal Information

* First Name *Last Name *Social Security Number *Birthdate

J00CXX-XKK2Z

Contact Information

* Office Phone Office Phone Extension Mobile Phone
[¥] CanReceive Text
Messages?

Fax *Email

Continued on next page
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Locations Tab, Continued

Add Staff:

LCR Write Step Action

and Service, 4 Important: To add an LCR who can write new business under
continued an appointed agent, select the red X next to Can the staff

member write new business?

Additional Information

[x] Is Agency Principal Designee?
Can the staff member write new business?

[®] Can the staff member service all locations?

Result: The red X changes to a green check mark and the
option for Can the staff member service all locations?
disappears.

5 Select Add Staff.

Will staff member be an Agent of Record on policies written by your agency?

Lines of Authority:
Personal Residential LOA
[x] Commercial Residential LOA
[x] Commercial Non Residential LOA

Please note: If you require prompt handling and are adding both non-licensed staff and licensed staff to an existing location,
submit a separate request for non-licensed staff only.

Results:
e The LCR has been added to the request. A confirmation
banner appears.

Contact has been added to the request.

¢ Additional staff can be added prior to completing the
process by repeating steps listed above.

¢ Edits to any staff member can be made to the
Supplemental Application by selecting Edit Staff from
the Agency Locations tile.

Supplemental Application
Agency Locations P Add Staff

8y AMS Training Agency 2 1) i AMS Training Agency 2 Active

] =

& &
Full Agent: [X) Does the staff member have a DFS License Number?

Personal Information

Continued on next page
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Locations Tab, Continued

Add Staff:

LCR Write Step Action
and Service, 6 Select Submit Request.

continued

Supplemental Application

Add Staff

m AMS Training Agency 2 Active

Result: The Supplemental Application has been submitted. A
confirmation banner appears.

7 The Requests tab will display, with the Supplemental
Application to add requested staff listed. The new LCR’s name
and status will display. A confirmation email will be sent to the
AP, APD and new staff member.

Continued on next page
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Add Staff: You can assign an LCR to all agency locations; however, they are limited to
Service-Only  servicing existing business at these locations. Staff assigned this

LCR appointment type are prohibited from writing new business.

Staff holding a 4-40 license can be assigned this appointment type.
Appointment agreements, appointment fees, and Citizens-assigned
education is not required.

You can add a service-only LCR via the Supplemental Application when
adding a new location or from the Locations tab in the Staff tile.

Step

Action

1

Select the red X next to the Does the staff member have a DFS
License Number? question.

Does the staff member have a DFS License Mumber?

Result: The red x turns to a green check mark DFS License
Number field displays.

Enter the DFS license number.

*DFS License Number
(] Does the staff member have a DES License Number?

Result: Appointed license type and personal information, such
as name, Social Security number and birthdate, are pulled from
DFS records, and the applicable fields are gray and prefilled.

Enter other contact information.

Add Staff

& AMS Training Agency 2 Active
4010 LEWIS SPEEDWAY
SAINT AUGUSTINE, Florida 32084
(904) 5554555

*DFS License Number Appointed License Type
(] Does the staff member have a DFS License Number? :] 0440

Personal Information

*First Name *Last Name *Social Security Number *Birthdate

JOOG-XX-XKX2

Contact Information

* Office Phone Office Phone Extension Moabile Phone
[x] Can Receive Text
Messages?

Fax *Email

Continued on next page
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Locations Tab, Continued

Add Staff:

Service-Only Step Action

LCR, 4 Select the red X next to Can the staff member service all
continued locations?

Additional Information

[x] Is Agency Principal Designee?
[¥] Can the staff member write new business?

Can the staff member service all locations?

Continued on next page
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Locations Tab, Continued

Add Staff:
Service-Only
LCR,
continued

Step

Action

Select Add Staff.

Additional Information

[®] s Agency Principal Designee?

Can the staff member service all locations?

Add Staff

Results:

e The Service-Only LCR has been added to the request.
A confirmion banner appears.

) Contact has been added to the request.

¢ Additional staff can be added prior to completing the
process by repeating steps listed above.

¢ Edits to any staff member can be made to the
Supplemental Application by selecting Edit Staff from
the Agency Locations tile.

Supplemental Application
Agency Locations h Add Staff

Bl aris T Ay 2 1) (ifh AMS Training Agency 2 e

(]

"
Full Agen

(%] Does the staff member have a DFS License Number?

Personal | Information

Continued on next page
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Locations Tab, Continued

Add Staff:
Service-Only
LCR,
continued

Step Action
6 Select Submit Request.
Supplemental Application
Add Staff
m AMS Training Agency 2 Active
Result: The Supplemental Application has been submitted. A
confirmation banner appears.
7 The Requests tab will display, with the Supplemental
Application request to add staff will be listed. The newly added
LCR’s name and status will display. A confirmation email will be
sent to the AP, APD and new staff member.
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Locations Tab, Continued

Add Staff: Support staff can be assigned a view-only access to new and existing
View-Only business written at all agency locations.
Support

Support staff do not require a DFS license. Appointment agreements,
appointment fees, and Citizens-assigned education are also not required.

After accessing the Supplemental Application Add Staff screen, add view-
only support staff following the steps below:
Step Action

1 Important: Do not select the red X next to the Does the staff
member have a DFS License Number? question.

Does the staff member have a DFS License Mumber?

2 Enter personal and contact information.
Add Staff

m AMS Training Agency 2 Active

Does the staff member have a DFS License Number?

Personal Information

*First Name *Last Name * Social Security Number * Birthdate

Contact Information

* Office Phone Office Phone Extension Mabile Phone
[x] CanReceive Text
Messages?

Fax * Email

Additional Information

Is Agency Principal Designee?
Is Support Staff?

s

Continued on next page
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Locations Tab, Continued

Add Staff:

View-Only Step Action
Support, 3 Select the red X next to Is Support Staff?
continued Additional Information

[®] Is Agency Principal Designee?

[x] Is Support Staff?

4 Select Add Staff.

Additional Information

[x] Is Agency Principal Designee?

Can the staff member service all locations?

Results:

¢ The newly added support staff has been added to the
request. onfirmation banne appears.

) Contact has been added to the request.

¢ Additional staff can be added prior to completing the
process by repeating steps listed above.

¢ Edits to any staff member can be made to the
Supplemental Application by selecting Edit Staff from
the Agency Locations tile.

Supplemental Application
Agency Locations ~— Add Staff
AMS Training A 2 ive
#h AMS Training Adency 2 (1) 8 Avis Tainin gromy 2 @8
i &2

1 Lar
Full Agent. [¥] Does the staff member have a DFS License Number?

Personal Information

Continued on next page
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Locations Tab, Continued

Add Staff:

View-Only Step Action
Support, 5 Select Submit Request.

continued

Supplemental Application

Add Staff

m AMS Training Agency 2 Active

Result: The Supplemental Application has been submitted. A
confirmation banner appears.

6 The Requests tab will display, with the Supplemental
Application request to add staff listed. The new support staff’s
name and status will display. A confirmation email will be sent
to the AP, APD and new staff member.

Continued on next page
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Locations Tab, Continued

Request: Edit
Agency
Location
Information

If an agency location, phone, fax, email address or other basic information
needs updating, submit a request to Edit Agency Location Information.

To submit the Edit Agency Location Information request:

Step

Action

1

Access the Locations tab, then expand the location that
requires updating by selecting the blue hyperlink.

o i __, B B & ™

Requests

Search Dashboard Payments

Agency Locations (2)

Staff (2)

B8 AMS Training Agency 2 B AMS Training Agency 2

v
2B Add Staff Requestsw
-
© Add Location
Name v | Role v | status v | DFS Liconse # v
1. B AMS Training Agency 2 . APl Agert oo
2 APD, Limited Agent Active

Copyright 2019 Citizens Property Insurance Corporation of Florida

Result: That location’s Staff tile expands.

Select the Requests drop-down menu, then select Edit

Location Information.

Agency Locations (2) staff (2)

B AMS Training Agency 2
4010 LEWIS SPEEDWAY v
SAINT AUGUSTINE, Florida 32084
(904) 555-4555

© Add Location

1. B AMS Training Agency 2 ,
70Us 1S
ST AUGUSTINE, Florida 32086

(904) 555-4567 ?

B AMS Training Agency 2

%Q0 Add Staff Requestsv
Edit Location Information
v | Role v | status v | DFS License # ~
AP, Full Agent Active
APD, Limited Agent Active

Result: The Location Information Update screen displays.

3 Make updates as necessary.

B AMS Training Agency 2
FEIN: *+++7987

Entity Type:

Corporation

“Phone:
Affiliated with a Captive Agency?

Al Location Access?

Physical Address

*Physical Street

*Physical City Physical State
Florida
*Physical Zip Physical County
32084 Saint Johns

Location Information Update

* Agency Email

amsagency2@noemail.com

Fax

Subscribed to an Agency Management System?
QQsolutions - Quick File v

Mailing Address
Is Mailing Address Same as Billing Address?
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Locations Tab, Continued

Request: Edit

Agency Step Action
Location 4 Select Validate Address.
information
continued

B AMS Training Agency 2

FEIN: *****7987

Entity Type: * Agency Email

Corporation v | amsagency2@noemail.com
" Phone: Fax:
Affiliated with a Captive Agency? Subscribed to an Agency Management System?
QQSolutions - Quick File -
Al Location Access?
Physical Address Mailing Address

Is Mailing Address Same as Billing Address?
# Physical Street

* Physical City Physical State
Florida v

* Physical Zip Physical County
32084 Saint Johns v

Result: Address is validated and standardized.
5 Select Save.

o [

Addresses validated and standardized.

Result: A confirmation banner will display, and the status of the
request can be viewed on the Requests tab.
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Locations Tab, Continued

Request: Staff Staff information, such as location, name and contact information can be

updated by submitting the Staff Information Change Request.

To update staff information:

Action

Access the Locations tab, then expand the staff’s location by

HiH] (<]

Dashboard

Payments

Agency Locations (2) Staff (2)

B8 AMS Training Agency 2 B AMS Training Agency 2

© Add Location
Name v | Role

1. B AMS Training Agency 2 . APl Agert oo

2 APD, Limited Agent Active

Copyright 2019 Citizens Property Insurance Corporation of Florida

Result: That location’s Staff tile expands.

Information
Change
Step
1
2

Select the radio button next to the staff name needing updates.
Staff (3)

B AMS Training Agency 2 Active

%5 Add Staff Requests ¥

Name ~ | Role ~ | Status ~ | DFS License # ~

1 LCR Active

2 sample Agent Full Agent Active

3 Support Staff Active

Result: The Staff Member Details screen displays.
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Locations Tab, Continued

Request: Staff

Information Step Action
Change, 3 Select the Requests drop-down menu, then Staff Information
continued Change Request.

Staff Member Details

© Ssample Agent Full Agent Requestsw

Active  as of 5/4/2020 Staff Information Change Request

% kelly.agent@noemail.com Transfer Staff to a New Location

(904) 777-7777 Update Line of Autharity

Personal Details
Date of Birth L SSN XOXR-XX-
Mobile Fax (123) 444-4444

Remove Staff

Appointment Details

DFS License #
License Type 0220 Appointment Date
AMS Role Full Agent
Document Signed? Training Status Completed

Can write new business?
% Can service all locations?
Is the AOR?
Lines of Authority:
Personal Residential LOA
Commercial Residential LOA

Commercial Non Residential LOA

Result: The Staff Information Change Request screen
displays.
4 Complete necessary edits.

Staff Information Change Request

2]

Any name changes will require supporting documentation in order to submit the request. To
change locations, select from a list of existing locations below.

*Change Location

Lacation Phone *Email

kelly.agent@noemail.com

*First Narne *Last Name
Sample Agent
*Office Phone Extension
Q047777777
Fax
1234444444

oo oo
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Locations Tab, Continued

Request: Staff

Information Step Action
Change, 5 Select Submit.
continued
Staff Information Change Request
e

Any name changes will require supporting documentation in order to submit the request. To
change locations, select from a list of existing locations below.

*Change Location

Location Phone * Email

kelly.agent@noemail.com

*First Name *Last Name
Sample Agent
*Office Phone Extension
Q047777777
Fax
1234444444

[oore | ot

Result: A confirmation banner will display, and the status of the
request can be viewed on the Requests tab.

Continued on next page

91
Citizens Property Insurance Corporation 11.29.2023
Back to Table of Contents or Site Map



B (13 A
- o myAgency
Locations Search Dashboard User Guide

Locations Tab, Continued

Request: If a new agency location with a fully appointed agent is added, existing staff
Transfer Staff can be transferred to the new location using the Transfer Staff to New

to a New Location request.

Location

Note: Each location must have a fully appointed agent on staff. If the only
fully appointed agent is removed, the location will be deactivated

To request staff transferred to a new location:

Step Action
1 Access the Locations tab, then select the location’s hyperlink
from where you’re transferring staff.

Agency Locations (2) Staff (2)

B8 AMS Training Agency 2 B AMS Training Agency 2

© Add Location
Name v | Role v | status v | DFS Liconse # v
1. B AMS Training Agency 2 . APl Agert oo

2 APD, Limited Agent Active

Copyright 2019 Citizens Property Insurance Corporation of Florida

Result: That location’s Staff tile expands.

2 Select the radio button next to the staff that requires
transferring.
Staff (3)
B AMS Training Agency 2 Active
59 Add Staff Requestsv
Name ~ | Role v | Status v | DFS License # v
1 LCR Active
2 Sample Agent Full Agent Active
3 =y Support Staff Active

Result: The Staff Member Details screen displays.

Continued on next page

92
Citizens Property Insurance Corporation 11.29.2023
Back to Table of Contents or Site Map



B E & i © myAgency

Locations Requests Search Dashboard Payments User Guide

Locations Tab, Continued

Request:
Transfer Staff Step Action
to a New 3 Select the Requests drop-down menu, then Transfer Staff to
Location, New Location.
Continued Staff Member Details
© sample Agent Full Agent Requestsw
Active  as of 5/4/2020 Staff Information Change Request
% kelly.agent@noemail.com Transfer Staff to a New Location
(904) 777-7777

Update Line of Autharity
Personal Details

Date of Birth 1 S5N XX
Mobile Fax (123) 444-4444

Remove Staff

Appointment Details

DFS License #
License Type 0220 Appaintment Date
AMS Role Full Agent
Document Signed? Training Status Completed

Can write new business?
%] Can service all locations?
Is the AOR?
Lines of Autherity:
Personal Residential LOA
Commercial Residential LOA

Commercial Non Residential LOA

Result: The Transfer Staff to a New Location screen displays.
4 Complete required fields.

Transfer Staff to a New Location

© sample Agent

*Phone Fax

Physical Addres Mailing Address
[ IsMailing Address Same as Physical Address?

*Physical Street
*Physical City *Physical State

Select an Option v

*Physical Zip

Validate Address m Cancel Request

Please note this user is the only Full Agent at the Location. The Location will be deactivated if the only Full Agent is removed.
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Locations Tab, Continued

Request:
Transfer Staff Step Action
to a New 5 Select Validate Address.

Location,

continued Validate Address m Cancel Request

Result: Address is validated and standardized.
6 Select Add Location.

Add Location m Cancel Request

Addresses validated and standardized.

Result: A confirmation banner will display, and the status of the
request can be viewed on the Requests tab.

Continued on next page
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Locations Tab, Continued

myAgency
User Guide

Request: You can request to updates the line(s) of authority for fully appointed and
Update Line limited agents by following the steps below.

of Authority

Step Action

Agency Locations (2) Staff (2)

B8 AMS Training Agency 2 B AMS Trainin

© Add Location

1. B AMS Training Agency 2

Copyright 2019 Citizens Property Insurance Corporation of Florida

1 Access the Locations tab, then selecting the blue hyperlink to
expand the agent’s location.

g Agency 2

v | Role
AP, Full Agent

APD, Limited Agent

Result: That location’s Staff tile expands.

updates.

2 Select the radio button next to the staff name that requires

Staff (3)

B AMS Training Agency 2 Active

Name ~ | Role
1 LCR

2 Sample Agent Full Agent

3 Support Staff

2B Add Staff

v | Status
Active
Active

Active

Requestsw

~ | DFS License # v

Result: The Staff Member Details screen displays.

Citizens Property Insurance Corporation 11.29.2023
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Request:
Update Line
of Authority,
continued

User Guide

myAgency

Step

Action

Select the Requests drop-down menu, then Update Line of

Authority.

Staff Member Details

9 Sample Agent Full Agent
Active s of 5/4/2020

% kelly.agent@noemail.com
(904) 777-7777

Personal Details

Date of Birth 3 SSN XXX
Mobile Fax (123) 444-4444

Appointment Details

DFS License #
License Type 0220 Appointment Date
AMS Role Full Agent
Document Signed? Training Status Completed

Can write new business?
|*| Can service all locations?
Is the AOR?
Lines of Authority:
Personal Residential LOA
Commercial Residential LOA

Commercial Non Residential LOA

Requestsw

Staff Information Change Request
Transfer Staff to a New Location
Update Line of Authority

Remove Staff

Result: The Update Line of Authority screen displays.

Citizens Property Insurance Corporation 11.29.2023
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Locations Tab, Continued

Action

Request:

Update Line Step
of Authority, 4
continued

A green check mark indicates the agent’s current line of
authority.

e To add an additional line, select the red X.

Update Line of Authority

@ sample Agent

Lines of Authority can be selected or deselected based on the agent's eligibility.

DFS License #
License Type 0220
Lines of Authority

Personal Residential
ommercial Residential
Commercial Non-Residential

Additional Details

=

o Toremove a line of authority, select the green check
mark.

Update Line of Authority

@ sample Agent

Lines of Authority can be selected or deselected based on the agent's eligibility.

DFS License #
License Type 0220
Lines of Authority

Personal Residential
Commercial Residential
Commercial Non-Residential

Additional Details

o | coctres

Continued on next page
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Locations Tab, Continued

Pat
il

Dashboard

© myAgency

CLCEN User Guide

Request:

Update Line Step Action

of Authority, 5 Add any additional details, then select Submit.
continued

©  Sample Agent

DFS License #
License Type 0220
Lines of Authority

Personal Residential
Commercial Residential
Commercial Non-Residential

Additional Details

oors [ ot

Update Line of Authority

Lines of Authority can be selected or deselected based on the agent's eligibility.

Result: A confirmation banner will display, and the status of the
request can be viewed on the Requests tab.

Citizens Property Insurance Corporation 11.29.2023
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Locations Tab, Continued

Request: The steps to remove staff will vary based on role and assigned book of

Remove Staff business.

To submit a Remove Staff request:

Step

Action

1

Access the Locations tab, then select the blue hyperlink to
expand the staff location.

| ] & HiH] (<]

Locations Search Dashboard Payments

Agency Locations (2) Staff (2)
B8 AMS Training Agency 2 B AMS Training Agency 2
— v
2B Add Staff Requestsw
e
© Add Location

Name v | Role v | status ~ | DFS License # v

1. B AMS Training Agency 2 . APl Agert oo

2 APD, Limited Agent Active

Copyright 2019 Citizens Property Insurance Corporation of Florida

Result: That location’s Staff tile expands.

Select the radio button next to the staff that requires removal.

Staff (3)
B AMS Training Agency 2 Active
%85 Add Staff Requests'w
Name ~ | Role v | Status ~ | DFS License # v
1 LCR Active
2 Sample Agent Full Agent Active
3 Support Staff Active

Result: The Staff Member Details screen displays.

Continued on next page
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Locations Tab, Continued

Request:
Remove Staff, Step Action
continued 3 Select the Requests drop-down menu, then Remove Staff.

Staff Member Details

© sample Agent Full Agent Requestsv

Active) as of 5/4/2020 Staff Information Change Request
% kelly.agent@noemail.com Transfer Staff to a New Location

(904) 7777777 Update Line of Authority

Personal Details
Date of Birth 3 SSN KOO
Mobile Fax (123) 444-4444

Remove Staff

Appointment Details

DFS License #
License Type 0220 Appointment Date
AMS Role Full Agent
Document Signed? Training Status Completed

Can write new business?
|#| Can service all locations?
Is the AOR?
Lines of Authority:
Personal Residential LOA
Commercial Residential LOA

Commercial Non Residential LOA

Result: The Remove Staff screen displays.

Continued on next page
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Locations Tab, Continued

Request:
Remove Staff, Step Action
continued 4 The Remove Staff screen will vary based on role of the staff

member being removed:
¢ If the staff member being removed is a fully appointed
agent, their book of business must be transferred.
Indicate the Transfer Effective Date, then select the
Agent receiving policies.

= Transfer Book of Business

The Agent's Book of Business should be transferred to another Agent before deactivation.

Agent who you are transferring policies from *Transfer Effective Date

Sample Agent S/

Receiving Agent Information:

* Agent receiving policies

Select Agent v

Coire [ o

Please note this user is the only Full Agent at the Location. The Location will be deactivated if
the only Full Agent is removed.

o If the staff member being removed does not have a
book of business, continue to Step 5.

o Support

Additional Details

I

Continued on next page
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Locations Tab, Continued

Request:
Remove Staff, Step Action
continued 5 Select Submit.

=1 ==

Result: A confirmation banner will display, and the status of the
request can be viewed on the Requests tab.
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Requests Tab

Overview APs can check the real-time status of any submitted request.

Each request record includes, if applicable:

o The Citizens’ representative assigned with reviewing and/or
processing the request or, if auto-approved, the AP or APD that
submitted the request.

e Arequest (case) number
The type and status of request

¢ Any attachments

| =] o an e

Locations Requests Search Dashboard Payments
T Request Filters Requests (4)
Request Number Y« Created On or After: 06/21/2020 * Created Beforei{28/2020
Citizens' Representative
Request Type 00023627 \ &2 Attachments
. Requested on &/28/2020 11:39 AM
Select an Option v
- -
Request Status Add Staff Request for existing Location.
Select an Option v /
ﬁ AMS Training Agency 2 Active
Created In
In last 7 days v
Filter Requests / # CONTACT LMS STATUS AGREEMENT STATUS  PAYMENT
—_—
. O Full Agent =
Office: (813) 446-2525 2days o go
Emaik: newagent@noemail.com
Total: $0.00

Continued on next page
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Requests Tab, Continued

Filtering The Requests list can be filtered by:
Requests e Request Number

e Request Type

¢ Request Status

o Date range for submitted requests

To sort the requests list:

Step Action
1 Select the appropriate Request Filters using the and drop-down
menus.

Y Request Filters

Request Number

—
Request Type

Select an Option v
Request Status

Select an Option v
Created In

In last 7 days v

Filter Requests

Continued on next page
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Requests Tab, Continued

Filtering
Requests, Step Action
continued 2 Select Filter Requests.

Y Request Filters

Request Number

Request Type

Select an Option -

Request Status

Select an Option L4
Creatad In
In last 7 days -

Flter Requests

Result: A list of filtered requests display.
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Search Tab

Overview The Search tab is a quick and easy way to locate and edit staff and includes
multiple filters to make the search efficient. Filter staff by:
o Name
e Appointment type
e Status

Once located, APs can submit staff change requests from the Search tab,
including:

« Staff Information Change Request

» Transfer Staff to a New Location

* Update Line of Authority

*  Remove Staff

(QIILQENE ﬁ E :== lel e

A Locations Requests Search Dashboard Payments

Y Contact Filters
Showing 1 to 13 of 13 records.

First Name

A

Last Name / Sample LCR @ Location 2
———————————————— T

Appaintment Type e Sample LCR | 1z Requestsw

Select an Option - /

e e
Defunct as of 5/8/2020
Status \
= -~
Select an Option M " contact Information
Date of Birth Jun 2, SSN KXH-XX-3043

Mobile Fax

Appeintment Details
DFS License #

License Type 0440 Appointment Date
AMS Role LCR
#| Document Signed? Training Status

Can write new business?
Can service all locations?
Is the AOR?

> Sample Agent @ Location 1

Continued on next page
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Search Tab, continued

Filtering Staff records can be filtered by:
Search e First and last name
Results e Appointment type

e Status

To sort the staff records list:

Step Action
1 Select the appropriate Contact Filters using the fields and drop-
down menus.

Y Contact Filters

First Name

Last Name

Appointment Type

Select an Option A
Status
Select an Option 4

Filter Contacts

Continued on next page
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Search Tab, continued

Filtering

Search Step Action
Results, 2 Select Filter Contacts.

continued

Y Contact Filters

First Name

Last Name

Appointment Type

Select an Option  d

Status

Select an Option v

Filter Contacts

Result: The list of filtered results display in the staff records
list.
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Dashboard Tab
Overview myAgency’s Dashboard provides agency principals self-service

downloadable data analytics and access to key metrics to help manage their
agency’s relationship with Citizens, including your current book of business.

The dashboard displays interactive charts and reports of policies-in-force,
new-business submissions, performance violations and claims on their
agency'’s book.

APs can explore and drill down on the metrics in the charts and reports
using filters. Metrics, policy lists and filtered reports can be exported without
affecting the underlying dataset or the original dashboards.

Navigate between available dashboards by selecting the corresponding tabs
at the bottom of the screen:

rans

N B

Policies in Force Mew Business Written (Last 12 mo.) Claims Filed (Last 36 mo.)

15,819 1,602 1,843
Policy Count by Form Type New Business Written by Form Type Claims by Reported Date
HO-3 7,160 HO-2
&0
weo-s I 202 ey
oo [ 127 oe-ao [ - "
woe-1 o [ 272 vo-s [ s
vz [N -z wwz [ 1os R
20
Ho-s [ :os: przc [ 2
or-3c [l s=0 Hw-s [ s .
ww-s [l <25 wo-+ [ ==
Ho-2 [ 220 or-10 [l 25
owz | 121 vor-10 i 22
op-10 | 120 ow2 | 12
Additional Document Requests Performance Violations
ADR Activities by Create Date Performance Violations
12
o N
w R -
7 7
5 5 5
5 4
o I I - - - I l
BEEREREEE
2 3 3
£ 3 &
2019 2020 019 2020
- — < -
Copynght 2019 Citizers Property Insurance Corporation of Forida n o

Continued on next page
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Dashboard Tab, Continued

Summary Tab The Summary displays when the Dashboard tab is accessed and displays
the number of:

Policies in force by form type

New business written in the last 12 months by form type
Claims filed within the last 36 months

Additional document request activities by month
Performance violations by month

aRrON=

To access, select Dashboard:
G i B

—

Locations Requests

Summary
Policies in Force Mew Business Written (Last 12 mo.) Claims Filed (Last 36 mo.)
P 15811 B 1,602 P 1825
Policy Count by Form Type New Business Written by Form Type Claims by Reported Date
Ho-3 7.164 wo-: I falnag N
ey wio- I -5 o T 2525
47
woe-10 [ 125 vo-s [N - “ 42 43 4
we-2 [ oz ww-2 [ o0
vo-s [ 05 cezc [ »
or-zc [l 577 He-c [ =1
0
ey wo-+ I = 3 rrFEIEtiiiEiasiil
i 238 i
Ho-s ] 220 pe-1o [l o5 §§§§iq g§§§§§,§z“
ow-2 || 132 moe-1o [l 22 = ¥ =
op-1D || 118 ow-z | 12 2017 018 08
Additional Document Reguests Performance Violations
ADR Activities by Create Date Performance Violations

40

20

o p EE
J I ] E i
I
24

1
-
§ 8§ 8 2% 3 3% iy ¥ & % 2 B F 5 B F F o Fo5oZ z
g I EREE i
i3 H H s 3§ 5§ 4 8
¥ K 2 & &
2019 2020 2010 2020
Summary Book of Business New Business Claims - FNOL ‘Additional Document Requests. Performance Violations .
Copyright 2019 Citizens Property Insurance Corporation of Florida naoa
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Dashboard Tab, Continued

Book of The Book of Business tab provides metrics for the past 12 months and
Business includes:
Tab

Policy count by form type

Policy count by effective date

Historical policy in force metrics by month
Policy details list

POON=

APs can export a copy of their current book of business using this tab. Refer
to Viewing, Filtering and Exporting Dashboard Data for more information.

To access, select Dashboard, then the Book of Business tab:

Book of Business / Policies in Force
Policy Counts by Form Type Policy Counts by Effective Date
w2 [ 204t 20:9 oecemie [ 1155
oe3o [ 126 2020 ey [ - o':
vor1o [ 25 20 reoecry [ : ./
wvz I 1227 2020 tareh
vos [ 1054 2020 April 1,700
ceac [l 577 2020 May
s [l <24 202000 [, : <+
o [l 238 0 1y [ - -
owz || 132 e —— B
oe-to | 11s 2020 September |, .13
B Historical PIF by Month
15,000 4534  gs7os 15962 158% 15751 15662 15570 2 15,638 15,670 15657 15,714 15686 15734
10.000
2,000
o
D Semember Ot Newsmber  Decemmber oy February Mareh A May June July August September
s 220
Policy Details
Agent Name Policy Number Form Type Policy Effective Date  Policy Expiration Date Customer Name Coverage A Premium  Claim Count Total Indemnity Customer Home Phone  Customer Phar
MHO-3  2/4/2000 2/4/2021 S16,000  fea4 1 $5337.07
Ho-3 2/s/2020 2/sfznat $293.400 42,004 1 $2.743.07
HOF3 2/2/2020 2/2/2021 $1B3,000  $2,685
MHO-3  2/4/2000 2(4/2021 sEE000  $327
HO-3 2/2/2020 2/2/2021 $302,600 $703 1 £0.00
>
Summary Book of Business LS
Copyright 2019 Citizens Property Insurance Corporation of Florida [+ ¥ ]
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Dashboard Tab, Continued

New Business The New Business tab provides metrics for all business written in the past
Tab 12 months and includes:

1. Total new business within the last 12 months
2. Total premium
3. Effective date-range selector
Note: Metrics will recalculate based on date range selected.
4. New business by form type by month
5. Policies by form type
6. Policy details list

To access, select Dashboard, then the New Business tab:
B ]

Locations Requests Search
New Business
New Business Written (Last 12 mo.) Total Premium Effective Date Range
D 1 602 9 $2 295 005 B 10/31/2018  10/31/2020
r r r
New Business by Form Type by Effective Date Month D B Policies by Form Type
Policy_Type @DP-1C @DP-1D @DP-3C #DP-3D @DW-2 BHO-3 $HC-4 BHO-6 BHW-2 BHW-4 @HW-5 @MDP-1 D BMHO-3 @ MHO-4 »

250

) [ J- I l
. | T ! ) i
o o o = = > ¥ > = o o
2 3 3 g 5 £ E 3 ¢ 3 4 1 i
g ¥ 5§ ¢ 5 2 < = = = § 3 3
< H H b I = & °
= a & Hw-4 | 4
ar4 Qri Q2 qr3 Q4 pr1c | 2
2019 2020 Mw-2 | 2
Palicy Details n
Agent Name Policy Number Form Type Effective Date Customer Name Coversge A Premium  Customer Home Phone  Customer Email Customer Property Address A
HW-2 4/20/2020 $298,000 $1,213
HO-6 11/21/2019 0 $30,000 4464
HO-3 8/4/2020 $155,000 4889
MHO-2 11/1/2019 $67,000 $949
HO-4 5/15/2020 0 $284
MHO-2 9/4/2020 $70,500  $1,4435
HO-3 10/13/2020 £200,000 $552
MHO-2 13/12/2015 N §56,000 £1,378
MHO-2  4/11/2020 242,000 $780
HO-& 7/29/2020 470,000 4914
< FE >
Summary Book of Business New Business C'\ Violations
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Dashboard Tab, Continued

Claims-FNOL The Claims-FNOL tab provides metrics for the last 36 months of claims filed
Tab on your book of business. The screen details:

Total number of claims

Indemnity paid

Claims reported by date

Claims reported by date with indemnity paid

Who reported the claim

CAT (catastrophe) event filter

Reported date filter

Note: Metrics will recalculate based on date range selected.
8. Claim details

Noohkwh =

To access, select Dashboard, then the Claims-FNOL tab:

Claims Reported
Number of Claims Claims by Reported Date

D 1,825 Bm TN

Indemnity Paid

B) s12604622  *yyiigiiieyg

7
AsnE_52 51 49
se 58 a

42 43 41

septemt
Oty

B Who Reports Claims Claims By Reported Date with Indemnity Paid

CAT Event
N
Y

4249,467 $261,511

4189,184 $215.912
HEEI poported Date
Imm-,

I‘im'm §§ i gggxgség:;%gé%ggggsigig“ 11472017 1073172020
‘,,,mmm_gﬂ a v 2007 2018 2019 2020 () —)

$168,009
$0.0M

Policy Details
Claim Number  Policy Mumber Date of Loss Customer Name Effective Date Expiration Date Loss Cause  CAT Indicator Cause of Loss Status  Report Date How Reported  Entity,
513868 5/18/2018 8/13/2018  8/13/201% N All Other Physical Damage CLOSED 3/15/2019 ¢
188505 4/15/2013 5/29/2020  9/25/2021 N All Other Physical Damage CLOSED 5/12/2020 4
281419 10/9/2015 2/1/2020 2/1/2021 N Liability - Bodily Injury CLOSED 12/2/2019 1
616521 4/5/2018 11/1/2020 11/1/2021 Y Loss Assessment CLOSED 5/23/2018 1
1163571 12/18/2017 3/3/2020 3/3f2021 N Water Damage - Non Weather Related CLOSED 12/19/2017
903204 11/22/2017 7/30/2020 7/30/2021 N Water Damage - Non Weather Related CLOSED 12/19/2017
1324315 10/6/2017 4/18/2020  4/18/2021 N Water Damags - Weather Related CLOSED 11/10/2017 |
716514 11/23/2017 6/25/2017  &/25/2018 N Water Damags - Weather Related CLOSED 12/21/2017 \
Total [
< >
o] ey | st | st | o e -
~
Copyright 2019 Citizens Property Insurance Corporation of Forida na
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Dashboard Tab, Continued

Additional The Additional Document Requests tab displays metrics for the past 12
Document months of additional document requests (ADRs) sent to the agency. The
Requests Tab Additional Document Requests screen displays:

The total number ADRs sent

Number of ADRs by date the activity was created

ADRs by transaction type

ADRs by reason

Detailed list of ADRs including agent of record, license number and
ADR reason

aRrON=

Note: The total number of additional documents requested may be
more than the number displayed in the Number of ADR’s section
(See 1 in the screenshot below). The Policy Details List includes a
list of all documents requested.

To access, select Dashboard, then Additional Document Requests.

Additional Document Requests
D Number of ADR's
Number of ADR's by Activity Create Date ADR's by Transaction Type Number of ADR's by Reason
A
ety Chanse il EEEETT
somsen [ - — @
I 5555555 - [ "
L]
N EEEE J! mmwlu o
:E R
BEE he =
z a & 2 Reinstateme... | 1
so1s 2020 l of Recard Signature Newde on kA B "
-
Policy Details
Agent of Record Agent License # ADR Reason Activity Create Time Agent Status Policy Number Customer Name Policy Effective Date Term Number Transaction Number
‘Other (RRAI24) 12/16/2019 Active 12/16/2020 2
‘Other (RRAI24) 4/16/2020 Active 5/4/2020 3
‘Occupancy (RRAIOZ) 8/4/2020 Active &/12/2020 2
‘Other (RRAI24) 9/25/2020 Active 7/31/2020 1
‘Other (RRAI24) 10/15/2020 Active 7/31/2020 1
Loss History Report - Property Damage Loss  5/6/2020 Active 4/8/2020 []
(Closed Claim) (RRATL1)
Mamed Insured(s) Signature Needed on 5/6/2020 Active 4/8/2020 []
(RRAIDS)
Loss History Report - Property Damage Loss  8/10/2020 Active 4/8/2020 L]
(Closed Claim) (RRAIL1)
>
Summary Book of Business. New Business Claims - FNOL Additional Document Requests P\ -
Copyright 2019 Citizens Property Insurance Corporation of Florida naA
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Dashboard Tab, Continued

Performance  The Performance Violations tab displays metrics for the past 12 months of
Violations performance violations sent to the agency. The Performance Violations tab
Tab provides:

Number of performance violations

Total number of performance violations by type

Performance violations by month

Detailed list of performance violations including agent of record,
license number and reason for violation

OON =

To access, select Dashboard, then Performance Violations:

Performance Violations

Number of Performance Performance Violations
Violations
October  Wovember December  January  February March August  September  October
2013 2020
Total Performance Violations Performance Violations by Type
Incorrect Application of Credits, Discounts of SUF. g o in the Required Document Subrmission Process @lncorect Application of Credits, Discousts or Surcharges, or missing signatures @ Uninsurable Risk
60

Circumvanting the Required Document Submissi...

Uninsurable Risk

15 a
0 _ . -

Nevember lbr
2019

Policy Details

Agent of Record Agent License #  Performance Violstion Type Date of Notice  Customer Name Folicy Number Form Type  Policy Effective Date  Pramium  Coverage & Custorner Emil B
Incorrect Application of Credits, Discounts or Surcharges; or missing  6/26/2020 HW-6 542772020 4607 $50,000 ¥
signatures
Incorrect Application of Credits, Discounts or Surcharges; or missing  6/2/2020 HW-2 472072020 $1.213 $208,000 1
signatures
Uninsuratle Risk 9/25/2020 DP3D 73172020 $632  §120.000 °
Incorrect Application of Credits, Discounts or Surcharges; or missing  8/12/2020 HO-3 T/24/2020 $5.857 $632000 1
signatures

Total $149.108 $18.254,000 K

< >
Summary Book of Business New Business Claims - FNOL Additional Document Requests Performance Violations ~
—_—
Copyright 2019 Citizens Propesty Insurance Corporation of Florids naA
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User Guide

Viewing, Data Sources

Filtering and The charts and graphs on the dashboards are generated from reports. Each
Exporting report is based on one dataset, with one or more reports used to create the

Dashboard Dashboard.
Data

Dashboard metrics cannot be edited, but there are several ways to use the
data to monitor your agency and make data-supported decisions. Users

can:

e View, sort and filter reports
e Export reports to Excel

To Action

View Report Details Hover over a tile to view details about the data behind the visual
View details about the | on both dashboards and reports.

data behind the chart
on both dashboards
and reports.

Policy Count by Form Type

HO-3
wio-3 || - 045
oe-30 [ 1257
vor-10 [N 1273
Aw-2 [ 1232
Ho-s [ 1052
pr-z c [ seo
Hw-s [J] 435

Ho-a ] 240

pw-2 [ 131

pr-1D || 120

Mew Polides 7.160

Form Type HO-3
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Dashboard Tab, Continued

Viewing, Filtering and Exporting Dashboard Data, continued

To

Action

View in Focus Mode
Use Focus Mode to
expand a chart or
graph.

Tip: You can use the
Focus mode for a
better view of the
objects in the
dashboard. Filters can
be applied in Focus
mode.

Hover on the tile until the option for Focus mode displays. Select
Focus Mode.

Policies in Force

15,819

Policy Count by Form Type s 22}

Focus mode

HO-3 7,160
RN 0 ERE A
or-30 [ 1357 v

vor-10 [N 1273
Aaw-z [ 12

Ho-s [ 1033
pr-ac | seo
nw-s [ 425

Ho-a ] 240

pw-2 [ 131

pp-1p || 120

Result: The selected chart or graph displays.

e To exit Focus mode, select Back to report.
e Hover on the chart to access filter and export options.

¢ Backtoreport POLICY COUNT BY FORI

Citizens Property Insurance Corporation 11.29.2023
Back to Table of Contents or Site Map

Continued on next page
117



B (13 A
- o myAgency
Locations Search Dashboard User Guide

Dashboard Tab, Continued

Viewing, Filtering and Exporting Dashboard Data, continued

To Action

Export Data to Excel | Hover in the chart,

Exporting data to Excel | graph or list until More options

will allow APs and More Options =l

. . Policy Details v-D—a—

APDs to print and displays, then N R &
HO-6 11/23/2019 | \o %0 Show data

share data. select Export o3, e ‘0 Spotion:

Data: 1 11 s
s 17::?;::? * 1% sortascending
— = Sort by »

Tip: An agency’s book
of business can be
easily accessed and
exported using this
feature. Exported files
can be printed.

Result: The Export Data window appears:

x
Export data

Which data would you like to export?

@ Summarised cate Select the format needed
© from the File format drop-
down menu, then Export.

File format:

xlsx (Excel 150,000-row ) v
—

xlsx (Excel 150,000-row max)

csv (30,000-row max) i

(i) FOT 131G Gata MOGeIs. BRIy & liMited number of rows can be
exported. Leam more

Export Cancel

Result: A successful export message will appear. The report will
appear in the workspace below:

Book of Business / Policies in Force
Policy Counts by Effective Date

Updated Weekly

Policy Counts by Form Type

Policy Details
Ageot Name Policy Humber | Form

2/5/2021
2272021
2/4/2021
22/2021

B Policy Detailsadsx ~ <

Continued on next page
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Dashboard Tab, Continued

Viewing, Filtering and Exporting Dashboard Data, continued

To Action
Drill Down Data in a To drill down by month or, if applicable, form type, select the data
Chart or Graph set on the chart. The total for the selected data set will display the
The total number for recalculated value. Any associated detail lists and/or charts will
each data set will update based on the selection.
display by default.
Policy Counts by Form Type Policy Counts by Effective Date
] — )  —
- Selected data __mm Recalculated
| Totals
nD: ——
Histor'\ca‘\ PIF by Month
List b— I ———

Click within the tile again to clear drill-down settings.

Filter Data in a List Policy Details lists can be filtered in ascending or descending
Create a custom report | order by column. To sort, click on the column once to sort
using list filters. ascending; twice to sort in descending order.

Policy Details
Tip_’ Use this feature Agent Name Policy Number Form Type Policy Effective Datel m Coverage A Premium  Customer Phone Wc,
when remarketing your les e e RS i b
book of business. This e S
Can be uSefuI When v, HO-3 11/17/2019 11/17/2020 $160,800 $3,138 N N

determining what

policies are coming up
for renewal or when a | Result: The list will re-sort based on your selection.
market opens for a
specific policy type.

Continued on next page
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Payments Tab

Overview From the Payments tab, APs can view fees and payments, including:
e Pending Payments to make a payment
e Completed Payments to view recent payments
o Expired payments to view past due payments

- 3 AVh
emzems ﬂ E hl e
RS Locations Requests Dashboard Payments

& AMS Training Agency 3

Payment Requests

@ Pending Payments

D

There are no pending payments.

| recieved

@ Completed Payments

New Agency Paid On 5/5/2020 $625.00
Supplemental Paid On 5/5/2020 $250.00
Copyright 2019 Citizens Property Insurance Corporation of Florida H u
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Payments Tab, Continued

Making a When a balance is due, the Payments icon turns red:
Payment B 282 4

Locations Dashboard

To make a payment:

Step Action
1 Select the Payments tab.

| & (]

Locations Dashboard

Note: A payment can only be made on a pending balance due
when all required education is complete.

Result: The Payments tab displays.

2 The balance due displays in the Pending Payments section.
Select Pay to complete the payment.

AMS Training Agency 3
iy AMS Trainin g Agency

Payment Requests

© Pending Payments

Supplemental $250.00

© Completed Payments

New Agency Paid On 5/5/2020 $625.00

Copyright 2019 Citizens Property Insurance Corporation of Florida

Note: A payment cannot be made if training is not complete.
Result: The One-Time Payment screen will display.

Continued on next page
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Payments

Payments Tab, Continued

Making a
Payment, Step
continued 3

Action
Enter the email address you will need the payment receipt

issued to and select the desired payment method. Ex. ‘Credit
Card’, then select Continue:

- .
_‘\J Enter Payment Information
All fields are required unless labeled as optional.

First Name Agency Name, if applicable

Last Name ZIP Code 32250

"Email @

bill. gates@msn.com

Pay this Amount $ 781.00

Due Date: 10/01/2029
Payment Method

k) echec)
O wvisa & -—H
Olvsa & 5 =

eCheck / Bank Account
Debit Card

Credit Card

Result: The One-Time Payment screen appears.

Continued on next page
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Payments

Payments Tab, Continued

Making a Step Action
Payment, 4 Ensure payment information is correct, then select Continue:
continued

-i%‘-} Enter Payment Information

All fields are required unless labeled as optional.

First Mame Agency Name, if applicable

Last Name ZIP Code 32250

Ermail @

bill gates@msn.com

Pay this Amount § | 781.00

Due Date: 10/01/2029

Payment Method

O echecd

O wsa & ~—H

© wisa 8B gy

Card Number v @

eCheck / Bank Account

Debit Card

Credit Card

Expiration Date
04 - April w 1024 v

Card Holder Name

Continue Cancel

Result: The Confirm Payment screen will appear.

Continued on next page
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Making a
Payment,
continued

Dashboard
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User Guide

Step

Action

5

The payment amount will display. elect the Authorize box

before proceeding to the
of the screen.

blue ‘Pay $0.00’ button at the bottom

@ Confirm Payment

Payment Method
Payment Date

Due Date

Payment Amount
Click to read the Payment Authorization Terms

cli& the PAY button to complete your payment.

JPMorgan

[ 1 authorize payment and agree to the Payment Authorization Terms

< Back Pay $500.00 Cancel

Brivacy Policy Privacy Notice to California Residents  Website Conditions of Use  Payment Authorization Terms

VISA +orereeeasgs
Now (09/08/2023)

09/23/2023

$500.00

Note: You must agree to the terms and conditions prior to

proceeding.

The Payment Receipt will generate if processed successfully.
Options will appear at the bottom of the confirmation to either
Print of return Back to Home. Payment confirmation will be

sent to the email on file.

\%; Payment Receipt
y

Your payment has been accepted
Confirmation #

Payment Type

Palicy No. / Offer No. / Agency ID
Due Date

Status

Payment Date

Payment Method

Payment Amount

Service Fee

Total Amount Charged

o o

504663

CST Prem Payment
7210126
10/01/2029
ACCEPTED

Sep 23, 2023 =10:33:22 AM

$781.00
518.35

$799.35

Citizens Property Insurance Corporation 11.29.2023
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Alerts Tab

Overview From the Alerts tab, APs will access important policy and/or claim
information that should be viewed or acknowledged by the agency principal.

APs can:
e Access communications and announcements

e Download policy files
e Access resources and useful links

myhgency Agency Locations Requests Search Dashboard Payment:

Y Alert Filters Alerts (1)

No filters
Alert Status
Subject v | Status ~ | Created On v | DueDate v | Action

Select an Option - 1
1 Securing Coverage ... Not Started 08/23/2021 09/02/2021

Created In

‘!(CIYIZ[NS & E E === ﬁ e — . ‘
S

Inlast 7 days -

Filter Alerts

Copyright 2021 Citizens Property Insurance Corporation of Florida n u
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Alerts Tab, Continued

Accessing When new alerts and policy files are sent, the Alerts tab will display red. To
Alerts access the alert:

Step

Action

1

Select the Alerts tab.
y & & o
A 20 2| s

Result: The Alerts tab will display a list of recent
communications and their status:

e Not Started
e Started

e Completed
Note: Tasks that have not been completed will display first.

Select View from the Actions column.

‘ 202 ~
B B & HH]
Locations Requests Search Dashboard
Y Alert Filters Alerts (8)
Nofiters
Aot
Subject v | statws v | creastedon v | DueDate v | Action
Select an Option v
1 Securing Coverage .. Not Started 08/23/2021 09/02/2021 View
Created n
Inlast7 days v 2 ProofofRepair-A... Started 08/19/2021 08/29/2021 View
3 Test-PoofofRepai... Started 08/13/2021 08/23/2021 View
4 Test-PoofofRepai.. Started 08/12/2021 08/22/2021 View
5 COVID-19: Resumi Completed 08/06/2021 08/16/2021 View
6 Test-POR Started 08/05/2021 08/15/2021 View
7 Test-Proofof Repair  Started 08/04/2021 08/14/2021 View
8 Test-Proofof Repair  Started 08/04/2021 08/14/2021 View

Copyright 2021 Citizens Property Insurance Corporation of Florida

Result: The communication displays.

The alert task will include the following:
o Alert Details to clarify what action is needed
o Files will include the policy files pertaining to the Alert Details

o Useful Links will include links to job aids, guides and
additional resources.

;| i Hi] (<]

Locations Dashboard Payments
A& Alert Details B Files
1) Data_List &

Securing Coverage for Gulfstream, Southern Fidelity and Universal Risks
Not Started 2021-09-02

You are

by the following companies approved by the Florida Office of & Useful Links
Insurance Regulat olicies:

1) Florida Office of Insurance Regulation

24226

To view the Alert Bulle

' your agency data st click the Alert Bulletin and data list on the right side of this page.

Copyright 2021 Citizens Property Insurance Corporation of Florida
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Alerts Tab, Continued

Accessing Step Action
Alerts, 4 To download policy file, select the data list link.
continued

Mark as Completed

2] Files

1) Data_List &

Result: The data file will open as a .csv file.
5 When the alert task is completed, select Mark as Completed.

Mark as Completed

B Files

1) Data_List &

Result: The Alert will indicate Completed.
6 Select Alerts to return to the list.
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Appendix 1: Assigning Staff Appointment Types

Staff While processing renewals or adding new staff, AP’s can select or update
Appointment staff appointment types based on their role at the agency. Refer to the chart
Type Options below to determine which role best fits the needs of your agency.

Note: Appointment fees and new agent education requirements do not apply
to LCR’s or support staff; however, Citizens reserves the right to assign
mandatory education to all credentialled users.

If you need the staff At a Indicate YES to the For a
member to following questions:
Be agent of record Single or multiple | Can the staff member Fully appointed
on their own book of | locations, based write new business? agent
business on agency
access Will staff member be an

Agent of Record on
policies written by your
agency?

Then indicate

Lines of Authority
Write new business | Single location Can the staff member Limited agent
and services under a write new business?
fully appointed agent
Write new business | Single location Can the staff member Licensed Customer
and services under a write new business? Representative
fully appointed agent (LCR) Write and
Service
Service only existing | All locations Make no selection. Service-Only
business. New Continue to the next Licensed Customer
business prohibited step. Representative
(LCR)
Only view existing All locations Is Support Staff? View-Only Support
business and policy Staff
status

128
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Appendix 2: Agent Appointment Education Requirements

Overview Agents must successfully complete Citizens’ training modules prior to
completing their appointment process.

In addition, appointed agents must complete other training and certification
requirements as Citizens deems necessary.

Note: If an agent was previously appointed with Citizens or changing
agencies, training is not required, but it is encouraged and will be available
in Citizens Learning Center (CLC).

Assigned Agents seeking appointment will receive an email from Citizens indicating
Education the following online modules must be completed:
e — B © NAO1: Citizens’ Role in
File Message Help Acrobat Q@  Tell me what you want to do the Marketplace
m-= - 596> @8 B Oom Que - | o NAO2: Citizens Agent
Citizens LMS: Learning Plan Notification Appo,ntment Agreement
0 Ims@citizensfla.com hel el ind ® NAO3 Informatlon
To @ Shannon Bowles 4/8/2020 Securlty for your Agency
Hello  NEW AGENT and welcome to Citizens! ° NAO4: Agent
Transcrpt n the Clizens Learning Center, hich can be accessed pere. o Performance Standards
The New Agent On-Boarding curriculum consists of six modules, which must be taken in [ ] NAOS: Systems and
sequential order. Each of these modules has been designed to provide you with the information
you need to be successful here at Citizens and to ensure you know where to get help when you Resources
need it

e NAOG6: Claims and Loss

* NAOL: Citizens Role in the Marketplace

s NAO2: Citizens Agent Appointment Agreement

© NROS: Information Seciity for your Agoncy Management

s NAO4: Agent Performance Standards

* NAOS5: Systems and Resources The mOdUleS mUSt be

s NAO6: Claims and Loss Management

completed within 30 days

Your appointment with Citizens is contingent, among other things, upon completion of the New

Agent On-Boarding curriculum. You will have 30 days from today to complete the full curriculum. Of assignment' Reminders
If you have any questions or need assistance regarding these courses, please contact Wi" be emailed ten and 2
days prior to the deadline.

LMS@citizensfla.com

The agent’s
progress will T
display as i
Education

Status on

the Requests R
tabin .
myAgency.

Er—

Continued on next page
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Appendix 2: Agent Appointment Education Requirements,

Continued
Assigned, Assigned Education
Mandatory, Citizens reserves the right to assign additional mandatory training as
Voluntary and needed.
On-Demand
Education Mandatory Training

Any user that has not completed the training will not be able to obtain and/or
renew their appointment with Citizens.

Voluntary Live, Online, Webinars and Virtual Courses

Citizens offers classroom and online training to educate our agents about
our products and services. All agency staff are encouraged to access
Citizens Learning Center (CLC) to explore our library of online modules and
recorded webinars.

Job Aids and Guides

Citizens has created multiple resources to assist with all aspects of writing
and servicing business. To access job aids and guides, login to the Citizens
Agents website, then select Training. Select Personal or Commercial to
view the full library of resources.

Mandatory Appointed Agents

Training: If there are appointed agents in an agency that have not completed
Renewal mandatory training, this will prevent the agency from renewing with Citizens.
Education

Requirements The payment button will be unavailable if any of the listed agents have failed
to complete mandatory Citizens training:
o Y ] B &

Locations Requests Search

Agency Renewal

Note: The payment button will be unavailable if any of the listed agents have failed to complete mandatory Citizens training. LCR's who have not completed the mandatory training prior to renewal payment being made will be removed from your
to Please ensure that all intend to renew.

agency and will have to be ase v has been completed or remove any agents/LCRs who you do not intend to reney

Ifyou wish to remove Agents from your renewal please click on the checkbox next to their name and provide the information requested. They will be removed from payment and request will be sent to our Agency Management group for processing.

Renewed Contacts/Total Contacts Total Amount

3/3 $375.00

Pending $125.00
Completed $125.00

EEE#

Completed $125.00

Copyright 2023 Citizens Property Insurance Corporation of Florida
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Appendix 2: Agent Appointment Education Requirements,

Continued

Mandatory APs can choose to either nonrenew the appointed agent or allow the
Training: appointed agent to complete the mandatory education prior to continuing the
Renewal agency renewal process:

Education a B @ a i .
Re q u i re m e n ts Locations Requests Dashboard
s continued Agency Renewal

Note: The payment button will be unavailable if any of the ls have failed to Citizens training. LCR's who the 1y training prior to renewal payment being made will be removed from your
agency and will have to be recredentialed. Please ensure that all mandatory training has been completed or remove any agents/LCRs who you do not intend to renew.

IFyou wish to Agents from y lease click on their name and provide the information requested. They will be removed from payment and request will be sent to our Agency Management group for processing.
Renewed Contacts/Total Contacts Total Amount
© thh 3/3 $375.00
a et Select Non Renewal Reason Bl
Q@u—
Agent no Longer at Agency
Completed $125.00
Agent no Longer Conducts Citzen'
Completed et 9 e i $125.00

Training Not Complete

Copyright 2023 Citizens Property Insurance Corporation of Florida

Licensed Customer Representatives

LCRs who have not completed the mandatory training prior to renewal
payment being made will be removed from your agency and will have to be
recredentialed.

APs can either select Remove LCR Staff to manually remove LCRs who
have not completed mandatory training or Pay to remove them
automatically:

3 | B an

Locations Requests Dashboard

Agen(y Renewal Remove LCR Staff Pay $250.00
Ifyou wish to remove Agents from your renewal please click on the checkbox next to their name and provide the information requestad. They will be removed eq sent to our Agency P 9.
Renewed Contacts/Total Contacts Total Amount
[V:: ] 23 $250.00
a Not Completed Training Not Complete: v
‘Completed $125.00
‘Completed $125.00

Copyright 2023 Citizens Property Insurance Corporation of Florida
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Appendix 2: Agent Appointment Education Requirements,

Continued

Mandatory
Training:
Renewal
Education
Requirements
, continued

Avoiding Blocked Renewals or Revoked Credentials

To avoid adverse action, credentialed users will need to complete the
mandatory training or be removed from the agency’s staff appointment prior
to the agency’s renewal date.

Users can access mandatory education from the Agents site by selecting
Citizens Learning Center from the Systems menu at the top of the
webpage:

<~ G ) a] https://www.citizensfla.com/group/agents A @, g I..'j {"3 III “\"s 6
& homeditizensflacom [ Mew folder B Outlook Web Access D ServiceDesk 0 Articulate E-Learnin... > | [ Other favorites

\(

cITIZENS Personal ~ Commercial ~ Progra — B myAgency [mm ]aQ

Personal Commercial | rae= Training

Company Resources

Policy writing and servicing resources Policy writing and servici  Wind-Only Exgiy PIWEST) The latest training and job aids

/

P

Enter the name of the mandatory education in the search box at the top of
the CLC homepage, or, if the training has already been assigned, select
Launch from the Past Due list:

@ Citizens Learning Center

OAES o would you like to learn today?
ompletions

HR LEARNING and
ORGANIZATIONAL DEVELOPMENT

Clck here t view our
NEWSLETTER

Featured

a R
2 1% S
»Af- A 240 N
Emergency Order Linkedin Leaming
Hudle for C. Power Hour

NAOT: Citizens' Role in the Marketpiace Continye Learning

Once the training has been completed, the renewal function to be updated
in myAgency.
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