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STARTING THE APPLICATION/ESERVICES

1. To begin the E-Services application, double click on the Explorer icon on your
desktop. The icon is shown below.

External users should proceed to the Kentucky DOI webpage at:

http://insurance.ky.gov/
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2. After clicking into the above website, the following page should appear:
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3. Click the E-Services icon in the top right corner of the webpage.
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4. Which will direct you to the DOI e-services portal, as shown below.
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SETTING UP A NEW ACCOUNT

Before using E-Services, you’ll need a username and password. To create a new
username and password, click “First Time Here”.
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This will enable the user to set up the account to gain access to the application.

First, manually create your username and password:

First…your
username. Note the tool tips

offered with each
field.
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Then the password….

You must verify your password once entered…..
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Next, select user type “Life-Paid Up Policies”…

Select a security question…..
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Then….answer the security question…

Enter your contact information in this area.

Then the address information. Note:
The phone number
should contain no
dashes.
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After the address information has been added, you will need to add all companies that
will be associated with the user id.

(One user id can be associated with multiple companies)

See below for an example.

Add the company by FEIN…

Add FEIN, click
‘Add Company”…

Note:
The FEIN should
have no
dashes…
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After the company has been added, the company name will be added to the grid as shown
here…

You may add additional companies in the same manner.

Note:
You are able to delete a company by clicking
the box next to the company to remove, then
by clicking “Remove Company”…
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After all pertinent data has been entered, you are ready to create your account. Click
“Create Account” to proceed.

IMPORTANT: If nothing happens after clicking “Create Account”, please scroll to
the top of the form to see if there are editing errors to consider.

After clicking “Create Account”, you should be taken to the following screen.
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ENTERING E-SERVICES WITH YOUR USERNAME
AND PASSWORD

To enter the E-Services application, after you have already established your username
and password, enter your username and password in the following fields from the E-
Services portal previously shown in the documentation.

Then click
‘Submit”
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The following screen should display…
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LOADING DATA

There are two ways to load data into the application:

1. One policy at a time
2. Multiple policies at a time

LOADING ONE POLICY AT A TIME

To load one policy at a time, select from the entry screen “Paid Up Policies”.

The following screen will display.
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You will need to select the company in which you are loading the data.

IMPORTANT: You will only be able to load the data by company. Should you
send multiple policies for multiple companies, only the data from the company
clicked will load.

After clicking the company above, the following screen will present.

This form will allow a user to enter data concerning one paid up policy.

To load single policy data,
select “Submit data using a
form”, then click submit.
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The top part of the form concern “Policy Details”.

Enter the Policyholder Details next.

After the data has been entered, click ‘Add Policy Holder’.

Note: You will be able to load more than one policyholder should you need to do so.
Click ‘Add Policy Holder’, which will add the initial data to the record, and clear
the data fields to load additional policyholder information. Repeat until finished.
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The next section deals with the Insured details. This section works like the Policyholder
section. After the data is entered, click ‘Add Insured Details’ to complete this section.

The record
is added to
the grid..

The data fields are
enabled for
additional
information
gathering.

To remove information, check
the ‘select’ box next to the
record, then click ‘remove’ .
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Beneficiary Details also will work in the same manner. Load the data, click ‘Add
Beneficiary’ to load the data.

After all data has been entered, click ‘Submit Policy’ to complete the transaction.
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The following screen will display.

You can remove the
record by clicking the
select box, then
delete…

You may
add an
additional
policy.

To complete the transaction,
click ‘View Order’.
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If you are attempting to complete your transaction by clicking ‘View Order’, you will be
taken to the next screen…

You will be given another
opportunity to delete the
transaction here…

To finish the transaction, click
‘Checkout to Submit
Transaction/Complete Order’.
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After you have clicked to checkout, you will get a confirmation.

You will get a
confirmation
number…

You can
also review
your data..
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You can also print a
copy of your
invoice…
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Or you can return to the main menu…

Important: E-Services will timeout after 30 minutes of inactivity. Any work
entered will be marked “incomplete”. Please see “How to Complete an Incomplete
Transaction” in the Transaction History section of this documentation.
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LOADING MULTIPLE POLICIES

Access to load multiple policies works much the same as a single policy load.

From the main screen, select ‘Paid Up Policies”

The following screen will display.

You will need to select the company in which you are loading the data.

IMPORTANT: You will only be able to load the data by company. Should you
send multiple policies for multiple companies, only the data from the company
clicked will load.
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After clicking the company above, the following screen will present.

The following screen presents…

To load multiple policy
data, select “Upload data
from File”, the click submit.

Note: The
company
selected
will display
here.
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The file data must be presented in character delimited text format (shift 6) (^) to load
properly. The file must also conform to the templated fields as shown in the attached
Excel Spreadsheet. Also is a text file as an example.

Paid Up Example

Paid up Life Template

Mandatory Fields to Pass a Data File are:

Policy Holder

Last Name
First Name
Address Line1
City
State
Zip

Insured

Last Name
First Name
City
State
Zip
DOB

Policy Number

Also, if Beneficiary information is entered, then ALL fields must be entered.

Blank fields shall be passed in a ^^ format.

To enter the multiple policy data into this screen….simply open your delimited text data
file, copy, and paste into the blank screen.
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Upon completion, click ‘Upload Data’, to write the data to the database.

The next screen will give you a confirmation of what was accepted.
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As in the single policy data entry fields, you can delete a record by clicking the ‘Select’
box next to the record to be deleted. You may also add additional information, or
proceed to check out, by clicking ‘View Order’.

If you have proceeded to check out by clicking ‘View Order’, the following screen will
display.
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You will be given another
opportunity to delete the
transaction here…

To finish the transaction, click
‘Checkout to Submit
Transaction/Complete Order’.
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After you have clicked to checkout, you will get a confirmation.

You will get a
confirmation
number…

You can
also review
your data..
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You can also print a
copy of your
invoice…
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Or you can return to the main menu…
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VIEWING TRANSACTION HISTORY

You may return to the application to review previously sent transactions.

To do so, enter the E-Services application as described previously….

First, log into E-Services…

Then click
‘Submit”
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The following screen should display…

Click View
Transaction
History…

The last 30 days of
transactions will
automatically
display
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You can also search further back than this, by utilizing the tool shown here.

Click here..
To display the calendar. This will
allow you to enter a new begin date
to search by, which will set the search
parameter from the begin date, to
current.

After the date has been set,
click ‘Display Transactions’
to list the result in the grid, as
shown below.
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To review a record displayed in the grid, click the Transaction ID.
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Which will display the following screen.
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You can view the
confirmation
number…

You can
also review
your data..
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You can also print a
copy of your
invoice…
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Or you can return to the main menu…
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How To Complete an Incomplete Transaction

Click View Transaction History…..

The listing of transactions for the last 30 days will display…

This will submit any unfinished work.

Mark this
box…and
click
“complete”
to complete
the
transaction


