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Welcome to myAgency

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

myAgency? the 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

¢ 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

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

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

o 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 10.12.2026
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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 e —

((CITIZENS

PROPERTY INSURANCE CORPORATION

Login Instructions

Sign in
« Citizens' staff and external adjusters with a Citizens account:

Citizens Account 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.

\ CITIZENS

Account Registration Confirmation
0ct 182023
Ao

Anew account has been created for you with Citizens Property Insurance Corparation for the following systems:

Wevsie

a3 address should be usad for ac

test.cox@yopmail.com
g link to Jog i, then foow the in 3 not automatically redirect you, copy and paste the entire Enk into your browser window

orize?peB2C_1A_PASSWORDRESET&cliont_id=Joc96b1c af37.- 4492 8058
type=id_tokendprompt=iogl

Do not reply ta this emad If you have a question about this email, contact Customer Cars Center at 866 411 2742 or use our Contact Us form

This emel i notspam. You rcelved this il because you ars  Chizens pobyhokde, and we want o conver Imporant iformaion sbout your poby. Clizans uses your parsanal iformaton oy &3
Pl e o e e v o S a5 e Yo ol o i a2 o Y S Moo, it e i e deet
ses the Privacy Polcy on the Citizens websits

Citisens Property Insurance Caeporation
o atzeraA com

Continued on next page
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Browser Requirements and Access, Continued

4BUsername  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 =
. Citizens Account
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 your email address, then select Send verification code.
Wemzens
Forgot Password Password Guidelines

- Fourteen characters or longer
« At least one uppercase letter (A-Z)

- Atleast one lowercase letter (a-7)

. « Atleast one numeric (0-9) or special character (such as* ~! @
[ #$%A&*()_+-={}\:";'<>?,./ andspace)

Copyright 2023 Citizens Property Insurance Corporation of Florida

Please provide the following details.

* Email Address

For more information see the Forgot/Reset Password Guide.

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

Continued on next page

Citizens Property Insurance Corporation 10.12.2026
Back to Table of Contents or Site Map



Locations

- i

myAgency

Search Dashboard User Guide

Browser Requirements and Access, Continued

4BUsername
and
Passwords,
continued

Step

Action

3

Enter the verification code indicated in the email.

((CITIZENS

PROPERTY INSURANCE. CORPORATION

Forgot Password Password Guidelines

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

i CPIC DEV B2C account email verification code
I@yopmail.com 2 Microsoft on behalf of CPIC DEV B2C <msonlineservicesteam@microsoft.coms
@Mnndzy November 13, 2023 11:53:55 AM

20 Show pitues
Verification code

| 3 I Verify your email address
= \

ks for verifying your Dyopmail.com account!
Your code l4 234045

Copyright 2023 Citizens Property Insurance Corporation of Florida Sincerely,

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
+ At least one uppercase letter (A-Z)
* New Password « Atlaast ane lowarcase lattar (2-2)

« At least one numeric (0-9) or special character (suchas” -1 @
| I #5%A&*()_+-={}|\:";:'<>7?,./andspace)

For more information see the Forgot/Reset Password Guide,

* Confirm New Password

Copyright 2023 Citizens Propes

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.
Insurance Claims Storms Learning News AboutUs Login ’

Cemzens

o

Enhanced myPolicy Login

Learn More

- - = ﬁ

myPolicy. Payments Careers Contact U FAQs Governance Agent Find a Wind-Only.

Look-Up Carrier Eligibility

Result: The Login screen will appear.
3 Enter your email address and password, then select Sign In.
|
Sign in u )
Citizensfla.com Users

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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Browser Requirements and Access, Continued

Accessing
myAgency, Step Action
continued 3 Select your initials to access the My Systems drop-down
menu.
\(('“CH!I'!.%‘EN“S‘ Personal Commercial Programs m Neiws Performance @

Result: An additional login screen will display.

Continued on next page
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Browser Requirements and Access, Continued

5BAccessing 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.

\((CITIZENS

PROPERTY INSURANCE CORPOSATION

Sign in

o
Sign in with your email address

Email Address

Password Forgot your password?

Sign in

By clicking Sign in, 1 agree to the Citizens Terms and Conditions.

Copyright 2023 Citizens Property Insurance Corporation of Florida

Important note:
Login lnstructions Do not select
» Citizens' staff and extemal adjusters with a Citizens account: Citizens ACCOUI’]t.
Select Citizens Account to login A o'
« External users: Enter your email address and password to ThIS 1S for Cltlzens
sign in. To reset or create a new password, enter your email Staﬁ: Only
address and select the Forgot Password link ,Resu It: myAgenCy
will display.
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Basic Navigation

_Layout: Tabs

‘myAgency has various tabs to provide important information. The tabs
and Tiles

include:
e 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:
o Tiles: Each tab is grouped into various tiles with specific topics.
e 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.

| B ] ©

Locations Requests Dashboard Payments

'Agency Principal

O test APD

DFS License *not available*

Email testapd@gmail.com
Office (930) 888-8888
Home *not available*

E3 Text Messages Enabled?

Citizens Contact Information

@_ Agency Management Representative
Office (?04) 208-7228

& Agency Field Manager
Office (904) 2087228

Agency Infermation

e
bob

Active  as of 3/16/2021

EEIN e
Entity Type
Phone

Corporation

Fax

Copyright 2021 Citizens Property Insurance Corporation of Horida

d with a Captive Agency?
Location Access?

vsical Address

JACKSONVILLE, FL 32202
Duval

Errors & Omissions Coverage

E&O Policy# 01234566789
Single Claim Limit $10,000,000.00
Annual Limit $10,000,000.00

United States

Request
dropdown
Appointed on 5/10/2019
Renewal Date 842021
Agency Email agency5@citizensfla.com

Subscribed to an Agency Management System?
Accuagency

Mailing Address
Same as the physical address.

Effective Date
Expiration Date

6/3/2020
6/2/2021

Citizens Property Insurance Corporation 10.12.2026
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Payments
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User Guide

Submitting All agency management-related requests can be submitted from applicable

Requests 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:

Step

Action

1

Locations

Most tiles display a Requests drop-down menu to access
related requests. Select the Requests drop-down menu.

emzens

Agency Principal

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

Commercial Residential

Access myAgency, then select the applicable tab.

Search

© sample Agency Principal

Fard
il

Dashboard

Requestsw
DFS License . 1
Change Agency Principal
Email nancy.ap@ne
Office (904) 555-74 Change Agency Principal Designee
Home *not availabl

Agency Principal Info Change Request

Commercial Non-Residential

Payments

Citizens Property Insurance Corporation 10.12.2026
Back to Table of Contents or Site Map
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Basic Navigation, Continued
Submitting Step Action
Requests, 3 From Requests, select the applicable request.
continued -
Agency Principal
@ Ssample Agency Principal Requestsw
DFS License .
Change Agency Principal

Email nancy.apang 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 Non-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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Locations Requests

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.
§ ] o

Dashboard Payments

Requests (3)

Y« Created On or After: 06/20/2020 » Created Beforey

= 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

. 0 Limited Agent o) =4
Office: (813) 555-1234 2 days 0 go
Email

Total: $0.00

Continued on next page
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Basic Navigation, Continued

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
Err‘rdors N e Name/DBA/TIN Information
Omissions Update .
Coverage e Buy/Sell/Transfer Business

Information e Agency Commission Inquiry
e Electronic Payment
Information Update

e Password Reset Request
e General Inquiry

Locations View and manage Agency e View Locations
staff appointments Locations e Add Location
and location details Staff e 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 e Staff Information Change
staff Request
e Transfer Staff to a New
Location
e Update Line of Authority
e Remove Staff

Continued on next page
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Site Map,
continued
Tab Function Tiles Actions
Dashboard | Access and/or export | Policies in Force | e 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
within the last 36 | ¢  Count by month
months e Count by policy form
Additional Number of requests for
Document additional documents by:
Requests e Activity date
e Transaction type
e Reason
Performance e 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

Citizens Property Insurance Corporation 10.12.2026
Back to Table of Contents or Site Map
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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
Citizens Contact Information
Agency Information
Errors & Omissions Coverage

5 @ P
= - an o
Locations Requests Search Dashboard Payments
Agency Principal Agency Information
© sample Agency Principal Requestsw #h AMS Training Agency 2 Requestsw
DFS5 License Active as of 5/4/2020

Email charles.agent@noemailcom | o0 i

. FEIN Appointed on 5/4/2020
Office Guhass Entity Type Corporation Renewal Data 5/4/2021
Home not available’ Phone (904) 555-4567 Agency Email amsagency2@noemail.com

Fax

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

Commercial Non-Residential

ICitizens Contact Information I

| Affiliated with a Captive Agency?

[*] All Location Access?
Physical Address

SAINT AUGUSTINE, FL 32084
Saint Johns

Errors & Omissions Coverage

Subscribed to an Agency Management System?
Qa

Mailing Address
Same as the physical address.

E&O Policy# 288 Effective Date 1/1/2020
- , a Single Claim Limit $1,000,000.00 Expiration Date 1/1/2021
= Citizens' AgencyRep ~ AgencyManagement Reprosentative = . $1,000,000.00
Office (904) 208-
o E&O CO.
an Citizens' AgencyFieldManager  Agency Field Manager
Office (904) 208 PONTE VEDRA BEACH, FL 32084
United States
(888) 555-7777
‘Copyright 2019 Citizens Property Insurance Corporation of Forida n u

_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 Is also an Agent?
o Writes New Business?
e 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
DF5 License
Email charles.agent@noemail.com
Office (204) 456
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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Agency Tab, Continued

_Request:

Change
Agency
Principal

Search

i o

Dashboard

myAgency
User Guide

Payments

To request a change to the AP:

Step Action |
1 Access the )
Agency tab, Wemzens — it i
then navigate to myAgency Locations
the Agency
Principal tile. Agency Principal
Note: The new © sample Agency Principal Requestsw
AP mUSt be DFS License Al
IiSted in the Email nancy.ap@noemail.com
Staff section in Office (904) 555-7878
the Locaﬁon tab Home *not available*
before | Text Messages Enabled?
su bm|tt|ng a Is also an Agent?
Change Agency Writes New Business?
Principa[ Is Agent of Record?
request. Lines of Authority
Personal Residential
Commercial Residential
Commercial Mon-Residential
2 Select the «
Requests drop- onms ﬂ
down menu, mySguey Locations
then select
Change Agency Principal
Agency
Principal. O sample Agency Principal Requestsw
DFS License A289159
Ch A Principal
Result: Email S | oo b
Agency Office (704) 55?-? Change Agency Principal Designee
.. ome not availa
H *not lak
PrlnCIpa/ Agency Principal Info Change Request
Change % Text Messages Enabled?
Request screen Is also an Agent?
appears 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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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.

*Mew 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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Agency Tab, Continued

Request:

Change Step Action

Agency 5 If applicable, select an eligible staff member to transfer the
Principal, book of business to.

continued

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

Sample Staff Name

G 4 TP 1 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 Dashboard Payments User Guide

Agency Tab, Continued

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

Change

Agency To request a change to the AP designee:

Principal Step Action

Designee 1 Access the )
Agency tab, ' Cmzens H
then navigate to Locations
the Agency
Principal tile. Agency Principal  smmm—"
Note: The AP © sample Agency Principal Requestsw
designee must DFS License A™"7" 7"
be listed in the Email nancy.ap@noemail.com
Staff SeCtion on Office (704) 555-7878

Home *not available*

the Location tab
before submitting

% Text Messages Enabled?

Is also an Agent?

;apn.Ag.enlcy Writes New Business?
rln.CIpa Is Agent of Record?
Designee

ines of Authori
Change request. nes o Authory

Personal Residential

Commercial Residential

Commercial Non-Residential

2 Select the

Requests drop- R E
down menu, then e Loca o
select Change
Agency Agency Principal
Principal
DeSignee 9 Requestsw
DFS License.
Change Agency Principal
_VResult: Agency Email nancy.ap@ne — -
P . B I Office (904) 555-78] Change Agency Frincipal Designee
rInCIpa Home *not availabl
DeSlgnee Agency Principal Info Change Request

# Text Messages Enabled?

Change request
screen appears.

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

Agency Tab, Continued

Request: Step Action
Change 3 Indicate if an AP designee (APD) is being added or removed.
Agency .. .
Principal Agency Principal Designee Change Request
Designee,
continued O Add/Remove Agency Principal Designee
*Ootion * Select Staff
v Select Staff v

Select an option

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 Ag a
© Add Staff Sample Staff Name LCR I
m m ~/ Sample Staff Name Limited A... I
The Agency Principal Designee (APD) has the same Sample Staff Name Staff

request any and all agency information, including st
terminations, agency changes, commission inquiries, etc.

_Continued on next page
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Agency Tab, Continued

Request: Step Action

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

Principal .. .

continued

© Add/Remove Agency Principal Designee

*Option *Select Staff

Add as APD v Sample Staff Name - Limited A w
*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 -
the Agency Principal focations
tile.
Agency Principal « S
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 Requestsw
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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Agency Tab, Continued

Request:
Agency
Principal Info
Change
Request,
continued

Step Action
3 Information currently on file displays. Select a field to update
applicable information.
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
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
=
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
e Agency Field Manager (AFM) - handle requests for additional
education, support, and advocacy

Contact information is listed.

Citizens Contact Information

ﬁ SEI'I"IPIE AMR Agency Management Representative
Office (704) 208-7228

ﬂit?ﬂ- SEI'I']IJ"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:
¢ |s affiliated with a captive agency
e Has subscribed to an agency management system
o 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

Phone number

Fax

Captive agency status and affiliation
Location access

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

-~

B Sample Agency
Active  as of 5/4/2020

_— Requestsw

FEIN Fhh Appointed on 5/4/2020

Entity Type Corporation Renewal Date 542021

Phone (904) 555-4555 Agency Email amsagencyZ2@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

Citizens Property Insuranc
Back to Table of Contents
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Dashboard
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User Guide

Request:
Agency Step Action
Information 2 Select the
Update, Requests drop-
continued down, then select
Agency B Requestsw
Information .
Update. Agency Information Update
1‘c|e[| E&O Information Update Request
Result: The Agency [°
Information Update ¥ Bl Name/DBA/IN Information Update Request
screen appears. Book of Business Listing Request
bs«
s, Buy/Sell/Transfer Business Request
Agency Commission Inguiry
h A Electronic Payment Information Update Request
s 1
Password Reset Request
3 Select a field to update. Additional fields may appear based on

H sample Agency

[x] Affiliatad with a Captive Agency?
[x] Al Location Access?
Physical Address
“Physical Streat
&010
hysical Cty Physical Stats
SAINT AUGUSTINE Florida
Physical Zip Physical County
32092

Ve s

Saint Johns

your selection. Complete all required fields.

Agency Information Update

* Agency Email

- amsagency3@noeamil com

Fax
[x) Subscribed to an Agency Management System?

Mailing Address
() Is Mailing Address Same as Billing Address?

Name/TIN request.

Note: Entity Type must be changed using the Agency

Citizens Property Insurance Corporation 10.12.2026
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Locations

Search Dashboard

Agency Tab, Continued

Request:
Agency Step Action
Information 4 Select Validate Address.
u pdate’ * Physical Street
continued
6011
* Physical City Physical State
SAINT AUGUSTINE Florida -
* Physical Zip Physical County
32092 Saint Johns v
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 v
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: The E&O Information Update Request will be used when any of the
E&O following errors and omissions (E&O) information has changed:
Information e Policy number

Update 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
gency ~
B Sample Agency B 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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Agency Tab, Continued

Request:
E&O Step Action
Information 2 Select E&O Information Update Request from the Requests
Update, drop-down .
continued menu. Requestsw
Result: The Agency Information Update -
E&O Update
|
Request L E&O Information Update Request
window I
displays. | Nama/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

B AMS Training Agency 3
Any changes to Errors & Omissions (E&O) information requires the 4O Dec Page to be uploaded with the request.
*Policy Number “Effective Date. “Single Claim Limit
56 1/10/2020 & 1000000
“Phone (eg: 8501234567) " Expiration Date. " Annual Aggregate Limit
888 1/10/2021 & 1000000
*Company Name
E8OCo
*Street
235
*City *State
Saint Augustine FL -
*Zip *Country
32092 United States

Continued on next page
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Agency Tab, Continued

Request:
E&O
Information
Update,
continued

Step Action
4 Select Next. 235
Result: The * City * 5
E&O . Saint Augustine A
Information
Update “Zip “C
Request
upload screen 32092 |
displays.
5 ‘Upload the E&O declarations page.
B sample Agency
Any changes to Errors & Omissions (E&O) information requires the E&O Dec Page to be uploaded with the request.
No Files Uploaded!
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
A!ntﬁﬁl} 77777777777777777777777777 13 °
| & vt | 0rcop
NoFiles Uploaded! 1 of 1 fila uploadad 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 Step Action

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

E&O Information Update Request

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

Attach File:

&, Upload Files | Or drop files

~—
File Name Actions
1) E&O Dec Page aetete o
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 Name, DBA, TIN Information Update Request will be used when any of
Name, DBA, the following formation had changed:

TIN o Entity Type

Information TIN (Tax ID number)

[ )
Update e 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 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:
Name, DBA,
TIN
Information
Update,
continued

Step Action
2 Select the Requestsy
Requests drop- —
down menu, then _ o
select Agency Information Update
NamelDBAITIN | E&O Information Update Request
Information [
i
Update Request. Mame/DBA/TIM Information Update Request
Result: Name/TIN Book of Business Listing Request
g keq
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.

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.

Agency Name/TIN Change Request

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.

Agency Name/TIN Change Request

Upload Documents

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

Axtach W5

&, Upload Files | Or drop files

Agtach EED Dedarations paga:

&, Upload Files | Or drop fies

Mo Files Uploaded!

Upload required doouments 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,
TIN
Information
Update,
continued

Step

Action

Select Done.

Agency Name/TIN Change Request

Thalaad Maciimm e -

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.

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

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

Notes:

e 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
A 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 542021

Phone (904) 555-4555 Agency Email amsagencyZ2@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, Step Action

Transfer, 2 Select the Requests drop-down menu, then select
continued Buy/Sell/Transfer Business Request.

Requests w

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

sl Agency Commissicn Inquiry
Electronic Commission Deposit Information

Password Reset Request

General Inguiry

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, Step Action
Transfer, 4 Complete the applicable fields.
continued

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.
B. Select the transfer effective date.
C. Select the agent in your agency receiving the policies.

Book of Business Transfer Requests

Agency Book of Business Transfer Request

Selling Agency Name * Transfar Fifactive Nata

Search Agencies...

Receiving Agent Information:

* Agent receiving policies

Select an Agent -

Cancel Request

Citizens Property Insurance Corporation 10.12.2026
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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: Step Action

Buy, Sell, 4, con’'t | If Complete Agency Transfer (Buy / Sell) is selected:
Transfer, A. Search agencies to locate selling agency’s name.
continued 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, Step Action

Transfer, 6 Select Upload Files to upload the list of policies, including
continued 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.
7 Select Done.

Book of Business Transfer Requests A

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, Step Action

Transfer, 8 Review the list of uploaded document(s). If needed, Upload
continued 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:

&, 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.

P—

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 ¢ 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 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

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

| Requests v Result: The Agency
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

Email

amstrainingagency3@gmail.com

Commission Inquiry Ty

**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

Email

amstrainingagency3@gmail.com

Commissin Inquiry Ty
o st
s
Policy Commission Inquiry
Check Number: Date Of Check Check Amount
=1

Reason for Requesting Stop Pay:

ot

**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

Requested To Month, Year:

o

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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Payments

Agency Tab, Continued

Request: Step Action
Agency 4, con’t | If submitting a Policy Commission Inquiry, enter the policy
Commission number and reason for inquiry.
inguiry
continued
© I
**Your request should be processed within 15 business days. An email will be sent to the Agency Principal when completed
5 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
49
Citizens Property Insurance Corporation 10.12.2026

Back to Table of Contents or Site Map



[ ] Pt
if| 13 H]

myAgenc
Locations Search Dashboard USZI’ G%ide y
Agency Tab, Continued

'Request: Citizens can pay commissions electronically (direct deposit) to the agency’s
Electronic financial institution.
Payment
Information The Electronic Payment Information Update request can be used to enroll,
Update change, or cancel an electronic payment agreement.

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

To request a change to the electronic payment information:

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

Agency Information

~

#fh Sample Agency
Active  as 0f 5/4/2020

— Requestsw

FEIN Rraa 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

% Al Location Access?

Physical Address Mailing Address
Same as the physical address.

Saint Johns

2 Select the Requests drop-
down, then select S Requests v
Electronic Payment

Information Update
Request E&O Information Update Request

Agency Information Update

Name/DBA/TIN Information Update Request

Buy/Sell/Transfer Business Request

Result: Electronic
Commission Deposit s Agency Commission Inquiry
Information screen appears.

Electronic Commission Deposit Information

Password Reset Request

General Inquiry

Continued on next page
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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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Agency Tab, Continued
_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

N

Access the Agency tab, then navigate to Requests in the

Agency Information tile.

Agency Information <

B, Sample Agency
Active  as of5/4/2020

EEIN hkah
Entity Type Corporation
Phone (904) 555-4555

Fax

Affiliated with a Captive Agency?

#| Al Location Access?

Physical Address

Saint Johns

_— 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.

Citizens Property Insurance Corporation 10.12.2026
Back to Table of Contents or Site Map
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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
!\Iame 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
Active  as 0f5/4/2020

—_— Requestsw

FEIN ok 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

#| Al Location Access?

Physical Address Mailing Address
Same as the physical address.

Saint Johns

2 Select the

Reguesisw
Requests ——
drop-down, -
then select E&C Information Update Request
General ,
Inquiry | Mame/DBA/TIN Information Update Request

Book of Business Listing Request
Result: The

General 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 Step Action

Inquiry, 3 Enter the details of your inquiry, then select Next.
continued

General Inquiry

Inquiry Details:

Cancel Request

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:

&y 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:

o 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
e e B o
Result: The Agency Renewal page appears.

Continued on next page
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Appointment Renewals. Continued

Processing

Appointment Step Action

Renewals, 3 To review a list of appointed agents for each agency location,
continued select the arrow next to each location.

Agency Renewal I )

otal Amount

© [l sample Agency Main Location 33 $375.00

© [ Somple Agency Brench - Address " 5125.00

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

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

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

] APPOINTED AGENT 2 - W3999935
[~] 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.
5 Select a nonrenewal reason and, if appropriate, an agent to
transfer the book of business to.

o (i 33 $375.00
=] rending Selact Nan s125.00

§125.00
s125.00

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

e 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 Verify payment amount and select Review:

{r::t) ONE INC MAKE A PAYMENT

Dear L welcome to the payment center. Make
your payment choices below.

o PAYMENT AMOUNT

CURRENT AMOUNT DUE

$250.00

REVIEW

[ CANCEL |

((éITIZENS

L ——

Result: The One-Time Payment screen appears.

_Continued on next page
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Appointment Renewals, Continued

Processing

Appointment Step Action

Renewals, 8 Enter payment information, then select Review:
continued

(-9) ONE INC ADD NEW PAYMENT METHOD cLose @

& ‘Your data is secured. We are PC| Compliant

Billing Address

34195

Billing Zip

13629

GO BACK

Result: The Confirm Payment screen will appear.

_Continued on next page
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Appointment Renewals, Continued

Processing
Appointment
Renewals,
continued

Step

Action

Confirm payment amount and select Pay.
ZIONEINC

& Your data is secured. We are PCl Compliant

By selecting the "PAY" button, you are authorizing your card to be
processed for the total amount specified below.

Payment Amount $250.00

Payment method
Visa ending in 4448
3419

| PAY $250.00 ‘
‘ GO BACK

Cemzens

10

The Payment Receipt will generate if processed successfully.
() ONE INC c

ose @

@ Receipt Successfully Sent

Cormzens
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Locations Tab

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

e View locations

e Add location

o Add staff

o Update staff information

e Transfer staff to a new location

e Update an agent’s line of authority

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

3 [ A
b —p | H B L) il (S ]
Agency Locations Requests Search Dashboard Payments

Agency Locations (2) s — Staff (0) =

R —

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

& AMS Training Agency 2 v

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 H u

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

. 0 4
(r_ ITIZENS E E HH|
myAgency Locations Requests Dashboard Payments
Agency Locations (2) Staff (3)
& AMS Training Agency 2 B AMS Training Agency 2 Active
%% Add Staff Requests ¥
(904) 555 (904) 555-
e Name v | Role v | Stats ~ | 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 n u

_Continued on next page
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Locations Requests

Locations Tab. Continued

When adding a new location, a fully appointed agent also must be added to

_Supplementa
the new location when the request is submitted.

| Application:
Add Location

If a new location needs to be added:
Step Action
1 Access the _
Locations tab, Womgens B
then navigate to myAgancy Locations
the Agency
Locations tile. A Locations (2)
t
gency Locations ~
& AMS Training Agency 2
(904) 555-
o Add Location
1. B AMS Training Agency 2
v
(904) 555-
Copyright 2019 Citizens Property Insurance Corporation of Horida
2 Select Add _ A
Location. ~
T Locations

Result: The

Supglen?ental Agency Locations (2)

Application

screen diSp|ayS- & AMS Training Agency 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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Locations Tab, Continued
Supplemental
Application: Step Action
Add Location, 3 Complete all required fields.
continued
Supplemental Application
Add Location
Physical Address Mailing Address
Is Mailing Address Same as Physical Address?
* Physical City *Physical State
Select an Option v
=
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)

Z0a o =

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

B AMS Training Agency 2 Draft

Does the staff member have a DFS License Number?

Personal Information

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

Contact Information

*Office Phone Office Phona Extension Mebile Phone
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

_Supplementa 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.
o Agents previously terminated by Citizens for cause are not eligible
to apply within two years of their termination date.
o 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) pp S 2

/ Bl AMS Training Agency 2

[l AMS Training Agency 2

© fdd Locstion

1. BAMSTainingAgency2 e aaie

Sample AP AP, Full Agent
sample Agent APD, Limited Agent Active

2 Select Add Staff.

Agency Locations (2) Staff (2)

By AMS Training Agency 2 By AMS Training Agency 2

© Add Location
Mar Role v | Status v | DFS

1. @ AMS Training Agency 2 . Sample AP 26l gt et

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 *Social Security Number * Birthdate

at

Contact Information
* Office Phone Office Phane Extension Mobile 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 Add Staff: Fully Appointed Agent
| 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.

o 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
o 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

(] 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.

Continued on next page
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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
20630 XOOKT
Contact Information
*Office Phone Office Phone Extension Mobile Phone
IZI 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?

[X] 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.

comn ]

Continued on next page
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Locations Tab. Continued

Add Staff:
Fully
Appointed
Agent,
continued

Step

Action

Select the red X to indicate that the agent can write new
business.

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.

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?
E‘ 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.

Indicate the agent’s line of authority by selecting the red X next
to the applicable line.

[ Wil 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

i

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 Step Action
Appointed 8 Select Add Staff.

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

Personal Residential LOA
[X] Commercial Residential LOA
E‘ Commercial Non Residential LOA

Add Staff

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.

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

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

Supplemental Application

Add Staff

Agency Locations (s
AMS T Agency 2
Bl AMS Training Agency 2 (1) it} g oaency & @S

[X] Does the stalf member have a DFS License Number?

Personal Information

9 Select Submit Request.

Supplemental Application

Add Staff

& AMS Training Agency 2 Active

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

_Continued on next page
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Locations Tab. Continued

Add Staff:

Fully Step Action

Appointed 10 The Requests tab will display, with the Supplemental
Agent, Application request to add staff listed.

continued

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

-»E ©

Requests Payments

Requests (4)

Y 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.

ﬁ AMS Training Agency 2 Active

# CONTACT LMS STATUS AGREEMENT STATUS  PAYMENT

1. © J0 Full Agent X
Office: (813) 4452525 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:

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

e 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.

_Continued on next page
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Locations

Locations Tab. Continued

Limited agents write new business for a fully appointed agent and do not

_Add Staff:
have their own book of business.

Limited Agent
Limited agents must meet the following requirements to be appointed with

Citizens:
2-20 or 20-44 Florida resident agent license or a 9-20 or 90-44

nonresident agent license.
Appointment with at least one authorized insurer writing one or more
of the following lines of business:

o Personal Residential

o Commercial Residential
Commercial Nonresidential Property

o

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 Step Action
Agent, 2 Enter the DFS license number.
continued

*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
ROOCXAC0KT
Contact Information
* Office Phone Office Phone Extension Mobile Phone
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.

=3
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Locations Tab. Continued

Add Staff:
Limited
Agent,
continued

Step Action
5 Select the red X to indicate that the limited agent can write new
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? | _
e

submit a separate request for non-licensed staff only.

Please note: If you require prompt handling and are adding both non-licensed staff and licensed staff to an existing location,

Continued on next page
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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?

ndasan

submit a separate request for non-licensed staff only.

Please note: If you require prompt handling and are adding both non-licensed staff and licensed staff to an existing location,

Results:
o 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.

o 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.

_Continued on next page
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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.

-—DE ©

Requests Payments

Requests (4)

Y 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.

ﬁ AMS Training Agency 2 Active

# CONTACT LMS STATUS AGREEMENT STATUS  PAYMENT

1. © J0 Full Agent X
Office: (813) 4452525 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:

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

e 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 o 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
Z| 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.

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

XXX-XX-XHKZ

Contact Information

* Office Phone Offica Phone Extension Mobile Phone
] Can Receive 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?

[x] 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.

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

o 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 s Add Staff

tifh AMS Training Agency 2 (1) (e AMS Training Agency 2 Acie
° =

n 2 2

[ 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
and Service,
continued

Step Action
6 Select Submit Request.
Supplemental Application
Add Staff
& 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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Locations Tab. Continued

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.
2 Enter the DFS license number.

*DFS License Number

Z| 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.

Add Staff

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

* Nui pointed License 3
(] Does the staff member have a DFS License Number? : 0440

Personal Information
*Social Security Number *Birthdate
JO06-XK-XHKXK2

*First Name *Last

Contact Information

*Office Phone Office Phone Extension Mobile Phone
[®] CanReceive Text

Messages?

Fax *Email

Continued on next page
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Add Staff:
Service-Only
LCR,
continued

© myAgency

CULCEN User Guide

_Step

Action

locations?

Select the red X next to Can the staff member service all

Additional Information

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

[%] Can the staff member service all locations?

Citizens Property Insurance Corporation 10.12.2026
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Locations

Locations Tab. Continued

Add Staff:

Service-Only Step Action
LCR, 5 Select Add Staff.

continued

Additional Information

[¥] Is 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 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.

o 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

AMS Training Agency 2 Adive
fifh AMS Training Agency 2 (1) i g fgeney

(]

U]
Full Agert
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Locations Tab. Continued

Add Staff:
Service-Only
LCR,
continued

Step Action
6 Select Submit Request.
Supplemental Application
Add Staff
& 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.

Continued on next page
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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
Support,
continued

_Step

Action

Select the red X next to Is Support Staff?

Additional Information

[®] Is Agency Principal Designee?

[x] Is Support Staff?

Select Add Staff.

Additional Information

[x] Is Agency Principal Designee?

Can the staff member service all locations?

Results:
e The newly added support staff has been added to the

request. A confirmation banner appears.

Contact has been added to the request.

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

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

Agency Locations o[ s Add Staff

tifh AMS Training Agency 2 (1) (e AMS Training Agency 2 Acie

° o]
1 FArS

Full Ageee Does the staff member have a DFS License Numbes?

Personal Information

< Locations Supplemental Application m

_Continued on next page
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Locations Tab. Continued

Add Staff:
View-Only
Support,
continued

Step Action
5 Select Submit Request.
Supplemental Application
Add Staff
& 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.
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Locations Tab. Continued

Request: Edit If an agency location, phone, fax, email address or other basic information

Agency needs updating, submit a request to Edit Agency Location Information.
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.

Agency Locations (2) Staff (2)
B AMS Training Agency 2 i AMS Training Agency 2
- = Add Staff q v
.
© Add Locatior 5 5
1 B AMS Training Agency 2 ~ AP F gt ; - i =
Result: That location’s Staff tile expands.
2 Select the Requests drop-down menu, then select Edit
Location Information.
Agency Locations (2} Staff (2)
i AMS Training Agency 2 i AMS Training Agancy 2
v 58y Add Staff

Mame v | Rele v Stats w | DFS License # v
1 AR, Full Agent Active
2 APD, Limitod Agent Active

Result: The Location Information Update screen displays.
3 ‘Make updates as necessary.

Location Information Update

B AMS Training Agency 2

FEIN: *****7987
Entity Type: * Agency Email:

Corporation v amsagency2@noemail.com
“Phone: Fax:
Affliated with a Captive Agency? Subscribed to an Agency Management System?

QQsSolutions - 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
Ve e

Continued on next page
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Request: Edit

Action

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
Ve A

Select Validate Address.

* Agency Email
amsagency2@noemail.com

Fax.

Subscribed to an Agency Management System?
QQSolutions - Quick File

Mailing Address
Is Mailing Address Same 35 Billing Address?

Result: Address is validated and standardized.

Agency Step
Location 4
Information,
continued

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 information, such as location, name and contact information can be
Staff updated by submitting the Staff Information Change Request.
Information
Change To update staff information:
_Step Action
1 Access the Locations tab, then expand the staff’s location by

selecting the blue hyperlink.

Agency Locations (2) Staff (2)
i Avs Training Agency 2 i AMS Training Agency 2
3l e
_
© Add Location
1. B AMS Training Agency 2 ~ : =
B Copyright 2019 Citizens Property Insurance Corporation of Florida [no
Result: That location’s Staff tile expands.
2 Select the radio button next to the staff name needing updates.
Staff (3)
H AMS Training Agency 2 Active
%8 Add Staff Requestsw
Name ~ Role ~ | Status W DFS License # W
1 LCR Active
2 Sample Agent Full Agent Active
3 ey Support Staff Active

Result: The Staff Member Details screen displays.

_Continued on next page
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Locations Tab. Continued

Request:

Staff Step Action

Information 3 ‘Select the Requests drop-down menu, then Staff Information
Change, Change Request.

continued Staff Member Details

© sample Agent Full Agent [Requestsw |

Active | as of 5/4/2020 ey ey ey
% kelly.agent@noemail.com Transfer Staff to a New Location

(904) 7777777 Update Line of Authority

Personal Details
Date of Birth ; SSN XHKXK-
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

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

Location Phone *Email

kelly.agent@noemail.com

*First Name *Last Name
Sample Agent
*Office Phone Extension
9047777777
Fax
1234444444

oo oo
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Locations Tab. Continued

Request:

Staff Step Action
Information 5 Select Submit.

Change,

(o] 5

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

[oorn | oot

‘Result: A confirmation banner will display, and the status of
the request can be viewed on the Requests tab.
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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)
fifl) AVS Training Agency 2 il AMS Training Agency 2
ks >
—
\Loivhigin B FS
1. B AMS Training Agency 2 = =
B Copyright 2019 Citizens Property Insurance Corporation of Florida [no
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
%9 Add Staff Requestsw
Name ~ | Role ~ | Status ~ | DFS License # ~
1 LCR Active
2 sample Agent Full Agent Active
3 o Support Staff Active

Result: The Staff Member Details screen displays.

Continued on next page
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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 Authority

Personal Details

Date of Birth 3 SSN XXX-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 Transfer Staff to a New Location screen displays.
4 Complete required fields.

Transfer Staff to a New Location

© sample Agent

*Phone Fax

Physical Address 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.
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Locations Tab. Continued

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
1 Access the Locations tab, then selecting the blue hyperlink to

expand the agent’s location.

Agency Locations (2) staff (2)
iy AMS Training Agency 2 i AMS Training Agency 2
-
Siodtien Rol st OFS
1. B AMS Training A y A
J Copriot 2019 Chizes Property insurance Corporaton of Florida g
Result: That location’s Staff tile expands.
2 Select the radio button next to the staff name that requires
updates.
Staff (3)
B AMS Training Agency 2 Active
%% Add Staff Requests¥
Name ~ | Role ~ | 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:

Update Line Step Action

of Authority, 3 Select the Requests drop-down menu, then Update Line of
continued Authority.

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) 777-7777 Update Line of Authority

Personal Details

Date of Birth 3 SSN XXX-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 Update Line of Authority screen displays.
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Locations Tab. Continued

Request:

Update Line Step Action

of Authority, 4 A green check mark indicates the agent’s current line of
continued 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

=

e 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 | ot

Continued on next page
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Locations Tab. Continued

Request:
Update Line Step Action
of Authority, 5 ‘Add any additional details, then select Submit.

continued
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

oors [ ot

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

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.

Agency Locations (2) staff (2)
) AMS Training Agency 2 fifh AMS Training Agency 2
L > - :
-
oot Rol v s v | DFs v
1. B AMS Training Agency 2 AP, Full Agent Ac
) Copight 219 Glizars roperty euranca Corporation of Foida g
Result: That location’s Staff tile expands.
2 Select the radio button next to the staff that requires removal.
Staff (3)
B AMS Training Agency 2 Active
%% Add Staff Requests¥
Name ~ | Role v | Status ~ | DFS License # ~
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 Requecev]
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 Authority

Personal Details

Date of Birth 3 SSN XXX-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 Remove Staff screen displays.

_Continued on next page
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Request:
Remove Staff,
continued

myAgency
User Guide

_Step

Action

The Remove Staff screen will vary based on role of the staff
member being removed:

e 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.

Remove Staff

9 Support

Additional Details

=

_Continued on next page
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Locations Tab. Continued

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

sorn ot

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:

e 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

-] = i (5]

Locations Requests Dashboard Payments

T Request Filters Requests (4)

Request Number Y« Created On or After: 06/21/2020 * Created Before 41l (28/2020

H Citizens' Representative
Attach it:
Request Type g 00023627 \ & Attachments
) Requested on 4/28/2020 11:39 AM
Select an Option -
- -

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) 444-2525 2 days to 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 -
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 v
Created In
In last 7 days -

Hlter 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:
e Name
o 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

(QITLZENS ﬁ E === ﬁ e

myAgency Locations Requests Search Dashboard Payments

Y Contact Filters

Fist Name S

Showing 1 to 13 of 13 records.

Last Name / *  Sample LCR @ Location 2
Appointment Type 9 Sample LCR | |cr Requestsw

Select an Option - /

Defunct as of 5/8/2020
Status \'—
i =~
Select an Option M ™ Contact Information
Date of Birth Jun 2, SSN JOO-XX-3043

Mobile Fax

Appointment 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?

b 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 Mame

Appointment Type

Select an Option A
Status
Select an Option L

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 -

Status

select an Option L4

Filter Contacts

Result: The list of filtered results display in the staff records
list.
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CULCEN User Guide

_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

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

15,819 1,602

Policy Count by Form Type New Business Written by Form Type

HO-3 7,160 HO-2
oe-20 [ 1357 or-30 [N -5
moe-10 [ <272 HO-6 154
vz [N -2 wwz [ ios
Ho-s [ :os: przc [ 2
or-3c [l s=0 Hw-s [ s
uw-s Il 42 Ho-: [l ==
Ho-2 [ 220 or-10 [l 25
owz | 121 vor-10 i 22
ow2 | 12

oe-10 | 120

Additional Document Requests Performance Violations

585 88

ADR Activities by Create Date Performance Violations

SD II II
: i3 3 & 2 %2 2 §
H 5 3 F =

2 &
2018 2020

10

2018 2020

12
o N
8 8 [
7 7
5 5 5
s 4
a II - - - Il
iy %2 2 207

N B

Claims Filed (Last 36 mo.)
1,843

Claims by Reported Date
&0
40

20 2

| ey | soketimes | et | ot
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Dashboard Tab, Continued
_Summary The Summary displays when the Dashboard tab is accessed and displays

Tab 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

oM~

To access, select Dashboard:

;| b =
Locations Requests Search Dashboard

Summary
Policies in Force New 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 Ho3

nro-: I o uno-: [ - =

or-30 [ o+ ceao [N 5
wor-10 [N 125 vo-s [N “

w2 I 1227 o2 I :oo

vo-s [ :.o51 coac [N - =

or-2c [l 577 sw-s [ <

Hu-s [ 224 Ho-¢« [ == ¢ ]

wo-s ] 228 ce1o [l 25

ow-z || 13z woe-10 i 22

op-10 | 118 ow-2 | 1z

Additional Document Reguests Performance Violations

269 5] 88

ADR Activities by Create Date Performance Violations

40
12
10
10 8 a a8 a
, B
20 & i
2 | o mm -
- - - - s ¥ b 2 2 E T 2 8 2 E % ©
P ¥ 5§ EEE Y OZYOR 2 i ik 5§85 PLiiiol
E E & : 4 g 2 F 2 F 2 £ E 2 2 32 A * £ 2
§ § £ i R T S i1 8§ 3§ ¢ I
: 3 21 g H z 28 1
L | § H i 8 : 3
2019 2020 2019 2020
Summary Book of Business New Business. Claims - FNOL Additional Document Requests Performance Violations
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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

1. _Policy count by form type

2. Policy count by effective date

3. Historical policy in force metrics by month

4. Policy details list

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:
B B

Locations Requests Search

Book of Business / Policies in Force

Policy Counts by Form Type Policy Counts by Effective Date
D e 7154 B 208 ovemeer [ -:-
o [ -0+ oee—
vooro [ 5 2% p—
vos [ 054 20204000
s [l <24 20200 |
o [l 28 2020 1y [ - -
owz | 122 200 nucus: [, - ;-
oo | s 2020 septemer |, 1=
B Historical PIF by Month
13,000 15.824 15,708 15,962 15,856 13751 15,662 15,570 15,638 15,670 15,657 15,714 15,686 15,734
10.000
5,000
o
September  October  Nowember  Decomber  Jomuary  Febeusy | Maren apra ey Jme oy August  Septerber
Policy Details
Agent Name Policy Number Form Type Policy Effective Date  Policy Expiration Date  Customer Name Cowerage A Premium Claim Count Total Indermnity Customer Home Phone Custamer Phar
MHO-3  2/4/2020 27412021 s16,000 684 1 $5337.07
Ho-3 2/5/2020 2/5/2021 $253,400 52004 1 $2.743.07
HO-3 2/2/2020 2/2/2021 $1B3,000 $2,68%
MHO-3  2/4/2020 2/4/2021 526,000  $327
HO-3 2/2/2020 2/2/2021 $302,600 §702 1 $0.00
>
Summary Book of Business [N
Copyright 2019 Citizans Property Insurance Corporatian of Florida [+ ¥ ]
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Dashboard Tab, Continued

_New The New Business tab provides metrics for all business written in the past
Business 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:

| -] - ]

Locations Requests Search Dashboard

New Business

New Business Written (Last 12 mo.) Total Premium Effective Date Range

1.602 $2 295 005 10/31/2018  10/31/2020
’ ’ 7
New Business by Form Type by Effective Date Month D B Paolicies by Form Type
Policy Type @DP-1C @DP-1D @DP-3C S0P-30 @DW-2 BHO-3 BHO4 BHO-6 BHW-2 BHW-4 @HW-5 ®MDP-1D BMHO-3 SMHO4 »
HO-3 560
250
MEO-3 333
200 or30 I 75
vo-s I >
150 w2 I cos
orzc [N 2
100 ww-s [ <
4 HO-4 53
0
or10 ] 2
0 mor-20 ]
ow-2 || 12
mro-¢ |
Hw-4 | 4
or1c |
MW-2 | 2
Palicy Details B
Agent Name Policy Number Form Type Effective Date  Customer Name Coverage A Premium Customer Home Phone Customer Ermail Customer Property Address X
HW-2 4/20/2020 $296,000 $1,213
HO-6 11/21/2019 - o $30,000 4964
HO-3 8/4/2020 $155,000 $889
MHO-3 11/1/2019 467,000 4343 -
HO-4 9/15/2020 $0 $284
MHO-3  9/4/2020 . $70,500  $1,445
HO-3 10/13/2020 $200,000 $392
MHO-3  12/12/2019 N $56,000 41,378
MHO-3  4/11/2020 $42,000 4760
HO-6 7/29/2020 $70,000 $914
Summary Book of Business New Business c;\ = e S et Violations
Copyright 2019 Citizens Property Insurance Corporation of Florida n o
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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

NoOohkwN =

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

Claims Reported
Number of Claims Claims by Reported Date
1,825 e/ & -
&7 70 33 52 51
D ! Bsn 58 58 iy . a4 a/ 48 47 a3 43 a3 “

42 43 41
Indemnity Paid

B$12,504,522 IR EN R

Aug
septem
et

2018 2018 2020

A $695,154

B Who Reports Claims Claims By Reported Date with Indemnity Paid

- CAT Event
B v
f Y
$249,467 $261,511
422 $249,467 4 $189,184 $215,912

271,576 .
I,h;mm $208,290 “Fike,07 $168,009 126,823
$0.0M G Reported Date

I'“T’ ggggggigfggggggggségfggégggggsigf; TR0 10/31/2020
[peperyrtmscer @ v 2007 2010 2019 2020 OoO——0

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% [ All Other Physical Damage CLOSED 3/15/2019 ¢
188505 4/15/2013 5/25/2020  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 | s e -
~
Copyright 2019 Citizens Property Insurance Corporation of lorida. nna
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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
I~ 8 A
20
I B weance [ [T [———
o
NI reneuat [ 12 - o
FH |
SEEE NN =
z a & 2 Reinstateme... | 1
sots 2020 l;en(m Hecord Signaure Heeded n fRAIE) 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 6/12/2020 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)
Named 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 []
(Closed Claim) (RRAILL)
>
Summary Book of Business. New Business Claims - FNOL Additional Document Requests P\ -
[ o
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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

BN =

To access, select Dashboard, then Performance Violations:

Performance Violations

Number of Performance Performance Violations
Violations

10
10
8 8 E: E: 8 ]
7 7 7
&
s 5
o | |
October  November December  January February March April May June July 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
10

13 2 5 2

. = 7 5

& 5 7

3 i 5
° — 2 2 —
October ber Decembar January February March April May June Juty August September Octobar

Navem
2019 2020

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 42072020 $1.213 $202,000 1|
signatures
Uninsurabie Risk 9/25/2020 DP-2D 743172020 4682 £120,000
Incorrect Application of Credits, Discounts or Surcharges: cr missing  8/12/2020 HO-3 242020 $5857  $632.000 1
signatures

Total $149,108 $18,254,000 §

<
Summary Book of Business New Business Claims - FNOL Additional Document Requests Performance Violations ~
—_—
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Dashboard Tab, Continued

Viewing, Data Sources

Filtering and The charts and graphs on the dashboards are generated from reports.
Exporting Each report is based on one dataset, with one or more reports used to
Dashboard create the 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 Policy Count by Form Type
on both dashboards
and reports.
HO-3
wio-3 || - 045 o
oe-30 [ 1257
vor-10 [N 1273 >
Aw-2 [ 12>
Ho-s [ 1052
pr-z c [ seo
nw-s | 425
Ho-a ] 240
pw-2 [ 131
pr-1D || 120
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User Guide

Viewing, Filtering and Exporting Dashboard Data, continued

To Action

Use Focus Mode to Focus Mode.

expand a chart or

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

15,819

Policy Count by Form Type

Tip: You can use the
Focus mode for a
better view of the
objects in the
dashboard. Filters can
be applied in Focus MHO-3 2,048
mode. or-30 [ 1397
vor-10 [N 1272

Aw-2 [ 123t

Ho-s [ i.0s2
or-zc [ se0

Hw-6 [l 435

Ho-4 ] 240

ow-2 ] 131

HO-3

pr-1D || 120

graph. Policies in Force

Focus mode

121

7,160

\

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
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Dashboard Tab, Continued

Viewing, Filtering and Exporting Dashboard Data, continued

To Action
Export Data to Excel | Hover in the chart,
Exporting data to graph or list until More options
Excel will allow APs More Options =
. . Policy Details v-D—a—
and APDs to print and | displays, then e e k—. o o
HO-6 11/21/2019 | \o “p show data
share data. select Export o AV sootian:
Data: = 118
s e ¢ 1% Sortascending
. , o TEEED Sort by »
Tip: An agency’s book
of business can be Result: The Export Data window appears:
easily accessed and
exported using this Export data *
feature' Exported ﬁles Which data would you like to export?
can be printed. © Summarast i 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 121G Gata MOGels. 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 Updated Weekly
Palicy Counts by Form Type Policy Counts by Effective Date

Policy Details
Agent Name

B Policy Detailsadsx

Continued on next page
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Search

Dashboard Tab, continued

Viewing, Filtering and Exporting Dashboard Data, continued

The total number for
each data set will
display by default.

To Action
Drill Down Dataina | 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

recalculated value. Any associated detail lists and/or charts will
update based on the selection.

Book of Business / Policies in Force Updated Weekly

Policy Counts by Form Type Policy Counts by Effective Date
vo-2 I T
-l ———— N |

Selected data

Historical PIF by Month

15,000

Policy Details
Higent Name

| Recalculated Detail =~ =t tate
List ’

7274106949

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

Filter Data in a List
Create a custom
report using list filters.

Tip: Use this feature
when remarketing your
book of business. This
can be useful when
determining what
policies are coming up
for renewal or when a
market opens for a
specific policy type.

Policy Details lists can be filtered in ascending or descending
order by column. To sort, click on the column once to sort
ascending; twice to sort in descending order.

Policy Details

Agent Name Policy Number Form Type Policy Effective Date|| Policy Expiration Date | Coverage A Premium = Customer Phone Wc,

HO-3 11/17/2019 T I77 2020 $140,200 32,149
HO-3 11/17/2019 11/17/2020 ,k— $172,300  $2,450
HO-3 11/17/2019 11/17/2020 - $318,300 32,264
HO-3 11/17/2019 11/17/2020 $143,000  $2,024
HO-3 11/17/2019 11/17/2020 160,800 $3,138
< >

Result: The list will re-sort based on your selection.

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 ] AVa
("Cmg[ys ﬂ E ='-% il e
myAgency Locations Requests Search Dashboard Payments

& AMS Training Agency 3

Payment Requests

@ Pending Payments
—_—
There are no pending payments.

==t

@ 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 n u

_Continued on next page
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Payments Tab, Continued

-Making a When a balance is due, the Payments icon turns red:

Payment

| {H]

Locations Dashboard

To make a payment:

_Step

Action

N

Select the Payments tab.

Locations

_Note: A payment can only be made on a pending balance due
when all required education is complete.
Result: The Payments tab displays.

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

$250.00

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 Tab, Continued

Making a
Payment, Step Action
continued 3 Enter payment information, then select Review:

020 ONE INC ADD NEW PAYMENT METHOD

& Your data is secured. We are PCI Compliant

VisSA

029

o

3339

((Emzm_s

PEOPLETY AR (T

Continued on next page
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Payments Tab, Continued

53BMaking a _Step Action
Payment, 4 Confirm payment amount is correct, then select Review:
continued

{r:t) ONE INC MAKE A PAYMENT

Dear L welcome to the payment center. Make
your payment choices below.

o PAYMENT AMOUNT

CURREMNT AMOUNT DUE

$250.00

[ CANCEL I

(((EITIZENS

PROFLETT BEUMANCT CORPORATION

Result: The Confirm Payment screen will appear.

Continued on next page
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Payments Tab, Continued

53BMaking a Step Action
Payment, 5 Enter payment information, then select Review.
Contlnued (l:l)ONE|NCADDNEWPAVMENTMETHOD

@ Your data is secured. We are PC| Compliant

VISA
Cuemmse

Expratondate o
10/29 =
f—

3495

33620

Confirm payment amount, then select Review.
) ONEINC

& Your data is secured. We are PC| Compliant

By selecting the "PAY" button, you are authorizing your card to be
processed for the total amount specified below.

Payment Amount $250.00

Payment method

Visa ending in 4448
Expires 10/29

3419S

T

‘ GO BACK J

Cermzens

Continued on next page
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© myAgency

CULCEN User Guide

Action

730B53BMaki Step
ng a 7
Payment,

Continued

SN S
u're all set!
CredtCard  \Visaending in 444
Payment Date
(3
soneow o

@ Receipt Successfully Sent

((Q!..TJ,%FHS:

The Payment Receipt will generate if processed successfully.
Email, Print, or Download the receipt.

(Z) ONE INC

Citizens Property Insurance Corporation 10.12.2026
Back to Table of Contents or Site Map
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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

4
L | {0 ©_, :
myAgency Agency Locations Dashboard Payments
MENeeEss
No filters
Alert Status
Subject Vv | Status Vv | Created On Vv | Due Date Vv | Action
Select an Option v . I
1 Securing Coverage ... Not Started 08/23/2021 09/02/2021 View |
Created In L —
In last 7 days v
Copyright 2021 Citizens Property Insurance Corporation of Horida n D

_Continued on next page
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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

A1 Select the Alerts tab.

| C ) I
—’ a
Locations o Payments

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.

2 Select View from the Actions column.

o
il
Dashboard
T Alert Filters Alerts (8)
Mo fiters
A
Subjact v | stana v |cosmdon v | uepe v | Action
1 Securing Coverage .. Not Started 08/23/2021 09/02/2021 View
nlast 7 days v 2 ProofofRepsir-A..  Staned 0871972021 082912021 view
Resat 3 Test-PoofofRepsi.. Stated oanarzoz1 oa2372021 View
4 Test-Poofof Repsi... Started oanar0z1 oaz2r2021 View
5 COVID-1%: Resumi. Completed 08/06/2021 08/16/2021 View
& Test-POR Started oans/2021 oa/15/2021 View
7 Test-Proof of Repair  Started oaa2021 @120zt View
8 Test - Proof of Repair  Started 08/04/2021 08/14/2021 View

Copyright 2021 Citizens Property Insuranca Corporation of Florida

Result: The communication displays.

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

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

o
| HH]
Locations Dashboard
- ety Martas.a,m
& Alert Details Bi Files
T Dt List &

Securing Coverage for Gulfstream, Southern Fidelity and Universal Risks
Mot Started 2021.09.02

this alert becauss your agency is aflected by the following companies approved by the Flarica Office of & Useful Links
nce Regulation [OIR) 1o nonvenew or cancel selected Personal Lines policies
1) Forida Office of insurance Regulation

G nsurance Company 24226

any
Univer mpany of North

To view the Alert Bulletin and your agency data st cick the Alert Bulletin and dats it 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

B 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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Staff
Appointment
Type Options

myAgency
User Guide

While processing renewals or adding new staff, AP’s can select or update
staff appointment types based on their role at the agency. Refer to the chart
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.

Agent and Staff Credentialing and Appointment Overview
Fully Licensed Licensed
Suggested Appointed Limited Customer Customer
Credential Citizens Agent Representative | Representative Support Staff
Agent (LCR) (LCR)
2-20, 20-44 .
- 2-20, 20-44, | 2-20, 20-44, ’ ’ No license
License Type | 59’9044 | 9-20,90-44 | 440 ONly 520 904407 requirement
Write new Writes new Writes new Services
business business business and existing
Function under their under a fully | service under a | business View Only
own license appointed fully appointed | (cannot write
agent agent new business)
DFS
Appointed* Yes Yes No No N/A
3
Carrier appointments 3 4-40: 0
) ) for each line ; 0 appointment #
Appointment f authorit appointments int ts# | 2-20: 1 N/A
Requirements of authority total appointments e
(PL, CNR, appointment
and/or CR)
Fees $125.00 $125.00 None None None
annually annually
M.Educ_atlon Yes Yes No No No
Required
Sl g Yes Yes No No No
| Agreement
Listed as
Qgent 3 Yes No No No No
ecord
(AOR)?
ﬁ:v'; R Yes, only for | Yes, their Yes, their No No
Business? themselves location only | location only )
No. Can
view policy
.Can Service Yes t Yes, their Yes, their Yes, all data, notes,
Business? location only | location only locations and
documents,
create notes

Citizens Property Insurance Corporation 10.12.2026
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| Agent and Staff Credentialing and Appointment Overview
Based on
PolicyCenter | Agency
Location Access Single Single All locations N/A
Access Requested
(single/all)
Indicate YES
to the
following
questions:
Indicate YES | .Indicate YES .
.o Can the to the to the Indicate YE.S
. . to the following
staff member | following following L
write new question: question: questions:
business? e Can the staff Indicate
e Can the e Can the fnember YES to the
‘How to o Will staff staff member | staff member service all following
indicate in member be write new service all locations? question:
myAgency an Agent of business? locations? '
Record on e Does the e |s Support
policies e Does the .o Does the étaff member Staff?
written by staff member | staff member h
ave a DFS
your agency? | have a DFS have a DFS License
License License Number?
e Does the Number? Number? '
staff member
have a DFS
License
Number?
* Citizens appoints agent with DFS
T For any staff added mid-term, the fee will be prorated.
¥ Where will depend on the location access set up for the agency.
# The representative should be appointed through DFS for their agency.
131
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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:
L gt Bl » NAO?1: Citizens’ Role in
File Message Help Acrobat Q@  Tell me what you want to do the Marketplace
m-= | 96> 38 B O Qumn - | o NAO2: Citizens Agent
Citizens LMS: Learning Plan Notification AppOIntment Agree,:nent
0 Ims@citizensfla.com Q%9 = o NAO3 InfOf'matIOI’l
To @ Shomnon e «== | Security for your Agency
Hello  NEW AGENT and welcome to Citizens! ° NAO4 Agent

This email is to confirm that the New Agent On-Boarding curriculum has been assigned to your Performance Standards

Transcript in the Citizens Learning Center, which can be accessed here.

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

* NAOL: Citizens Role in the Marketplace

s NAO2: Citizens Agent Appointment Agreement

+ NAO3: Information Secariy for your gty Loss Management

s NAO4: Agent Performance Standards

+ NAOS: Systems and Resourees _The modules must be

. : Claims and Loss Managemen .
e S o e 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
display as | - -
Education ‘ '
Status on

the Requests . R
tab in ¥
myAgency.

_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:

¢ Payments Agency Renewal Remove LCR Staff
Note: The payment button wil be unsvailable i any of the Fsted! sgents have failed to complete mandstory Citizens training. LCR' who have not completed \g pricr to renewal, being made will be removed fram your
agency and will have to be recredentialed. Pleass ensure that all mandatory training has been completed or remove any sgents/LCRs whe you do not intend to renew:
I you wish ta remove Agents from your renewal please click on the checkbax next to their name and provide the information requestedl. They will be remaved from payment snd request will be sent to our Agency Management group for processing
Renewed Contacts/Total Contacts Total Amount
o b 33 $375.00

$125.00

Completed $125.00

$125.00
Copyright 2023 Citizens Property Insurance Corporation of Florida no
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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 @ @i A i
Requirements S
, continued Agency Renewal
Note: The ps button will be lable if any of the i have failed to complete mandatory Citizens training. LCR's who have not completed the mandtory training prior to renswal payment being made will be removed from your
agency and will have to isled. Please hs 1y training has been completed or remove any agents/LCRs who you do not intend to renew.
I you 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 sent to aur, v g pr
Renewed Contacts/Total Contacts Total Amount

o &k 343 $375.00

a Pending $125.00

$125.00

<} <]

5125.00

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:

| e Hi

Locations Dashboard

< Payments Age“cy Renewa| Remave LCR Staff Pay $250.00
Hyou wish to remove Agents from your renewal piease cick o 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
o b 2/3 $250.00
o Not Completed Training Not Complete .
Completed $125.00
Compiloted $125.00

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

Continued

Mandatory Avoiding Blocked Renewals or Revoked Credentials

Training: To avoid adverse action, credentialed users will need to complete the

Renewal mandatory training or be removed from the agency’s staff appointment prior

Education to the agency’s renewal date.

Requirements

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

©

My Systems My Sites
Agents
Public

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:

i Shannon! What would vou like to learn today?

HR LEARNING and
ORGANIZATIONAL DEVELOPMENT

NEWSLETTER

- ]
Continue Learning

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