Navigating SureLC™ and Carrier
Contracting Submissions

This guide details each tab in SurelL.C and provides instructions on how to navigate the SurelL.C

platform and complete contracting links.

A Step-by-Step Profile Setup Guide:

The first step is logging onto the SurelLC platform. If you haven't established a Surel.C profile, you will have

to register for an account. You will receive a link to register within your Welcome Email once your

onboarding application has been approved. It is important to register using this link specifically, and that

your Affiliation and Direct Upline in Step 3 is correct before proceeding.

@ Create Your SureLC Account

Step 1. NIPR Verification

Being a licensed producer is required to create a SureL.C
o account. Enter your information to verify with NIPR's
Producer Database.

SSN*

|

SSN is required

Last Name* ‘

Last Name is required

Date of Birth* E ‘

Date of Birth is required

Step 2. User ID

Enter your email address below. This email address will

o be your User ID, which is part of SureLC login
credentials. It is required to have access to this email
inbox in order to activate your account.

User ID (Email Address)* ‘

Email is required

Confirm User ID (Email Address)* ‘

Field is required

Step 3. Additional Profile Settings

| o Select the affiliation you are associated with

Direct Upline Name

By pressing "CREATE ACCOUNT" you acknowledge that you read
and understand the Authorization and you authorize SuranceBay,

LLC to pull your PDB report from NIPR®.

CREATE ACCOUNT

Proceed to review each tab under "My Profile" on the left side. Every tab requires the input of information.

You will notice two indicators for missing information: a red dot for mandatory information and a yellow dot

for optional information.

registered with NIPR.

To the right, you will see the "Contact Info" | Fywmm

tab. This section encompasses all your

a Contactinfo

demographic details. Confirm that all

information matches your details

Your name must match precisely as
listed on NIPR, and your resident
address/state must match your resident
state license. For instance, if your resident

state license is documented as NY, your

My Profile > Contactinfo > Producer Info

Heed a guide on using this page?

Full Name

Personal Information

Halp & Support

Hello, ! Welcome 1o your SureLC profile with Symmetry Financial Group!

@ 1 you need 10 access Surel.C with another agency, contact that agency for login instructions
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resident address must correspondingly

match.

Moving on to the next tab, "Doing Business
As" discloses information about your
contract status, indicating whether you are
contracting as an individual or a business
entity. Ensure thorough review by scrolling
down the page and completing all required
information. The solicitor section should
only be filled out if you are contracting as
LOA and commissions are to be directly

paid to your upline.

My Profile

@ Bankinfo

Licenses

FINRA

@ Questions

© History

CE & Training

S EBO Insurance

Signature

Profile Documents

Help & Support

> Doing Business As I Nood a guide on using this page

2 Doing Business with Symmetry Financial Group as Individual

: Individual . 1 ]:
(] () JO

Additional Options

A Contact Information for Contracting

Phone (Producer)

Fax (Producer)

E-mail (Producer)

On the "Bank Info" tab, verify that the
account and routing numbers match the
details on the current EFT document. To
modify the account and routing number,
click on the edit button. The EFT document
must be preprinted and feature your legal
name. No handwritten information will be
accepted. Accepted bank documents
include voided checks, direct deposit forms,
and bank letters. Please note that a bank
letter must be on letterhead with the bank
logo and signed by a bank representative.
There is a field at the bottom of the page

allowing you to upload your EFT document.

SurelC My Profile

MY PROFILE

Contact Info

©  Doing Business As

3 Bankinfo

r FINRA

I Questions

S Conbracts

> Bank Info Nesd a guide on using this page?

B CAPITAL ONE N.A.

PERSONAL ACCOUN’

XXXXX

e
B Voided Check
Direct Deposit Captrai
Complete this form and give it to your employer / payer
Deposit Accaunt #1 Rark Name  Capital One
e
:m\m: wum:n. . Deposit Amount
S——
) 100%

AccauntType: . Checking - Savings

Deposit Account #2 Bank Name:
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On the "Licensing" tab, ensure that you
have a line of authority for life insurance
displayed. Without this line of authority, you
won't be able to proceed further.
Additionally, confirm that your license is

active; you can find the active and

@ SurelC

MY PROFILE

& Contactinfo

©  Doing Business As

[£ o 4— |

r FINRA

[ Questions

My Profile > Licenses Bl Meed = guide on using this page?

NEW LICENSE / ADD LOA APPLICATION STATUS

could be outdated. To retrieve a realtime

Qysermnes

| Y o 5= sty stz plaase inle & Renewal proces

North Carolina

License

L]

LICENSE CLASS  LINES OF AUTHORITY
Insurance Life
Producer

EFFECTIVE DATE  EXPIRATION DATE

termination dates on the license displayed I

within SurelLC. Ensure that your resident ° ’

license matches the state where you

currently reside. Lastly, if you hold multiple —

licenses, you will be able to view them on

this screen. I

On the “FINRA” tab, which stands for the B swetc el s EEA S —

Financial Industry Regulatory Authority, you
will select your affiliation. FINRA is an
independent, non-governmental
organization responsible for creating and
enforcing rules that govern registered
brokers and broker-dealer firms in the
United States. If you have an affiliation with
FINRA, you can choose "YES" and will be
prompted to answer additional questions. If
you are not affiliated with FINRA, you can

select "NO" and proceed to the next tab.

MY PROFILE

& Contact Info

© Doing Business As

nk Info.

= Profile Documents

ACTING

[ Reguests

%  Contracts

@ Help & Suppon

FINRA

@ FINRA registration is required for variable praduct contracting requests

Are you a registerad representative with FINRA?

—
Lo

U

The "Questions” tab houses important
guestions that must be answered. Ifa
question is answered “yes”, additional
questions will appear, and submission of
legal documents will be required. Carefully
review each question and provide accurate
responses. Once all questions have been
addressed, you can move forward to the

next tab.

Contact Info
) Doing Business As
@ Banklinfo

B LUcenses

& CE & Training

&  E8O Insurance

Signature

& Profile Documents

TING

3 Requests

% Contracts

Help & Support

s, but not all carriers ask the same g
s, and if any of them

test 10 any Felony,

: ¥ N
nts reulations and e i
probation?

Have you ever been or are you currently being investigated, h

2 % Yes N
indictments, lawsuits, or have you ever been in lawsuit with insur

g Haveyou ever been alleged to have engaged in any fraud? G N
Have you ever been found to have engaged in any fraud?

a Yes No
Has any insurance or financial servic =

5 Yes @ No
contract or appointment of permitted
Have you ever had an appointment with any insurance company terminated for cause or

6 Yes No

been denied an appointment?
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The “History” tab is optional, and you can
skip it as it is not necessary information.

Carriers will conduct a background check,
eliminating the need for this section to be

completed.

@ SurelC

MY PROFILE

Contact Infa

©  CE & Training

S ERO Insurance

Signature

2 Profile Documents

Help & Support

My Profile > History [ Meed a guide on using thiz page?

A Employment history is missing

This tab is optional, and you can skip it as it is not necessary information
Carriers will conduct a background check, eliminating the need for this section to be completed

The "CE & Training" tab houses your
training documentation. Ensure you upload
a copy of your AML certificate so that it is

visible on this page.

@ SurelC

MY PROFILE
& Contactinfo

©  Doing Business As

4 EBO Insurance
£ Signatwre

= Profile Documents

@ Help& Support

My Profile > Training B Meod a guide on using this page?

RSE @ RESCAl

Training Concierge

@ Add New Accounts

Letou
0 Emery
UMRA | SuccessCE | SandiKiuise,Inc. | QuesICEInc.  AMIRoig | AMIP (Medicare) | AD. Banker
RegED, Inc. WebCE, Inc. Kapian Financiat
Continuing Education Pending Due Date: 12/31/2026

Anti-Money Laundering AML American Amicable 08/23/2023

AML American Amicable 082372023 |G Anti M
7 o  REMOVE
SuranceBay, LLC. 08/23/2023 @ Anti-Money Laundering for the insurance industry

@ ISy T sTART TRAINING

BestInterest | anc

On the “E&O Insurance” tab, you have the
option to upload a copy of your E&O (Errors
and Omissions) Certificate. Not all carriers
require E&O but the absence of a copy on
file will stall progress in submitting
contracting paperwork for the carriers that

do require it.

& Contactinfo

Doing Business As

Signature

& Profile Documents

B Requests

% Contracts

My Profile > Errors & Omissions [ Meed a guide on using this page?

Starting 11/2023 Policys Case Limit £1,000,000
Expiration 10/01/2024 Certificates Total Limit $1,000,000

Carrier CalSurance A 1

@ cao e =

Add Existing E&O Policy

@ Upload the declaration page of your E20 policy. F ADD EXISTING POLICY
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The “Signature” tab houses your signature.
When signing the SurelLC contract, use your
legal name, avoiding nicknames or the

letter X.

¥ FINRA

D Questions

% Contracts

Help & Suppert

My Profile > Signature

. Signature Authorization
pry-tyeren

Signature Authorization

ODUCERID 081 a8

Qinnatira Aithadsating Cama

Nead a guide an using this page?

O remove a0

Signature Image

The “Profile Documents” tab is a
compilation of all the documents submitted

in the previous tabs.

SurelC

MY PROFI

Contact Info

oing Business As

sank Info

B Ucenses

¥ FNRA

B Questions

D History

© CE&Training

S E8O Insurance

Signature

3 Requests

% Contracts

My Profile > Profile Documents

ACTIVE (7)

@ Your Profile Documents are listed on this page. Use the blue button to add more documents

4@ E&O Insurance

© DOWNLOAD AL + ADDNEW DOCUMENT |

©  Carrier Product Training

SURANCEBAY

TRAININE CERTIFICATE OF COMPLETION

File: 22
Added
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A Step-by-Step Contract Request Guide:

Having completed all the tabs under "My Profile," you can now proceed to the Contracting Section. Here, you

can fulfill available carrier contract requests.

[§) surere

MY PROFILE

To submit a request, navigate to the "Request”

tab within the Contracting Section. Then, on

Contact info

2
©  Doing Business As

the screen, click the tab labeled "Create

nk info

Request”. S

Questions

% Contracts

Help & Support

Contracting Requests I Need a guide on using this page?

| €@ The conuracting requests on this page require you totake action to move forward.

-

Upon selecting "Create Request,” the
subsequent screen will appear, allowing you to
choose the specific carrier contract you wish to
complete. Utilize the dropdown menu to
access available options. Once you've chosen

the desired carrier, proceed by clicking "Next"

Contracting Requests > Carrier B Newdo

@ o & Roquost ymo Carrier & Request Type

American Amicable / Occidental

American General Life Ins Co (LIFE)

Americo Financial Life And Annuity Ins Co

Banner Quilty

Fidelty & Guaranty Life Insurance Company

Next, select the type of contract. The only

MY PROFILE

options an agent should choose are standard

Contact Info

©  Doing Business As

contracts or transfer contracts. If transfer is
chosen, additional questions and a release will
be necessary. For the other options, please
contact the carrier directly instead of using

SurelC.

% Contrasts

Help & Support

located at the bottom right-hand corner of the | [
screen.
—»
@ SurelC Contracting Requests > Carrier B eodaoui

@ Carier & Request Type Carrier & Request Type

American Amicable / Oceidental

Create New Request

O Contract
O Addsute
> Payment
O Transfer
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After selecting your contract type, proceed by clicking "Next" at the bottom right-hand corner. This action will
guide you through the remaining sections of the contract that require completion. Once you reach the end
and have filled out all the necessary information, you will be prompted to submit your contract. You are
submitting your contract to SFGs contracting department to review and then send it to the carrier.

Please note the following to ensure the quickest turnaround:

e Once you've finished completing all your contract links, it is important to check Surel.C often for
correspondence from the SFG contracting department so that your contracts are not waiting for you
to action on something. You should consistently check the stage, review any possible notes, and
identify any outstanding items needed using the red and yellow dot indicators.

e Ifthe carrier contract status is listed as completed or at the carrier, all processes within SureL.C have
been completed by the SFG contracting department. At this stage, if any items are outstanding
when the carrier completes their review, the carrier will contact the agent directly via email.

¢ Typically, agents receive an agent number within 7-10 business days, assuming there are no

outstanding issues.

@ SurelLC Contracting Requests [ Meod a guide on using this page?

_’ AT PR R AT BGA AT CARRIER (7)

MY PROFILE
Contact Info
| @ These requests have been processed/submitted to the carier.
© Doing Business As
@ Bank info
I Licenses

“ FINRA SBLI (Quility Term)
CONTRACT

Questions

D Higo
Mty Products | Fixed Life

£ CE & Training

States NC

T ERO Insurance

Signature =] View notes by clicking on this message icon

& Profile Documents

Mutual Of Omaha Ins Co ] E
CONTRACTING e INTRAC . 11/01/23
G Requests Outstanding _
_ Item Products Fixed Life
% Contracts
States NG
View Additional Info
a

NAVIGATING SURELC | Rev. 4/24



	Navigating SureLC™ and Carrier Contracting Submissions



