Everise Licensi“ "
Portal Guide (= "¢

E ERISE

Champions of customer ha ppiness



Contents

Welcome to the Everise LIicensing POrtal..............cccoocviiiiiiiiiiiiiiiiiiietese ettt 3
Biographic INFOrMAtioN ...........c.ooiiiiiie et sttt sbe et e s abesbeenbe b 4
EMPIOYMENT HISTOKY ...ttt ettt e b e st e bt e e bt e bt e st e e bt e saseebeesabeenseeenne 5
AdAress INFOrMAatioN .............oooiiiiiii ettt sttt et sbe e b e et san e 6
RESIAENCE INFOIMATION ....eiiiiiieeeet ettt sttt et e b e s bt et sab e sbe et eanesbeebesane e 6
MailiNG INFOIMIALION w.eiviiiiiieeie ettt s e et e e s ab e st e e s bt e esbeesabeenbeesabeesbaessbeenbaesasaenseennns 8
BUSINESS INFOIMATION ..ottt sttt s bt et s bt e s b et e saeesbe et e saeesbeentesasenee 9
Background INFOrMAation .............cocooiiiiiiiii st sttt sbe ettt 10
SLAtE-SPECITIC QUESTIONS ..eutieiii ittt ettt st e e sbe e st e e s bt e st e e sbbeesbeebaessbeesbeessbeesasessseessesssensnes 11
ALBDAIMIA <.t b et h bbbt e bt et e e bt e bt et eatenb e et areebeents 11
(@11 o] o 1T F OO SO PSP PP PP PPSROPRPPI 11
(CT<To] ¢ =4 = F T PP P PP PP PTOPPTOPRRROPRO 13
IVIININESOTA ..ttt ettt e et e et e e e bt e e s bt e e s ab e e e s ab e e s st e e e st e e s bt e e sbbeesanbeesanbeesabbeesabneesanes 13

IV IS SOUI .ttt ettt et e bt e e bt e st b e e et e e e s ab e e e s ab e e e emb e e e ab e e e aab e e s st e e s bt e e s abbee s bt e e sbbeesanbeesabneesanes 14
INEW YOIK .ttt b e et ae e bt et s b e bt et e s bt e bt e st e s aeenbeeabeese e bt enbesanesbeenbeensesreentes 14
L2 OO P PP PP OTPPT 15
IMI@SSACNIUSELES ...ttt ettt ettt e b e et e s bt e et e e bt e s abe e bt e eabe e bt e e abe e bt e sabeebeesnbeebeesabeenaeeeane 15
UPIloading DOCUMENLES ..........oc.oiiiiiiiiiteeieee ettt ettt et s e e b e e s a b e e bt e s st e e beesateebeesabeeabeesabeebeesaseansees 17
WHRIEIE T0 GO ..ttt ettt e b e st e b e s at e e bt e s at e e bt e s ab e e bt e sat e e bt e sabeeabeesabe e bt e sabeebeesabeebeeeane 17
GUIARIINES ..ttt et b et s h e s bt et s bt e s bt et e e ate s bt e bt e st e ebe et e eabesbeenbeenbeebeenbeennesanenne 17

© 2025 Everise Licensing Department - Proprietary and Confidential
2



Welcome to the Everise Licensing Portal

1. Click the link in the email to access the Everise Licensing Portal.

2. Change your password to log in. Follow the guidelines indicated in creating a password.
3. Include at least:

e 8 characters
e 1 letter
e 1 number

4. Prepare the following: (Please see page 16 for guidelines and requirements.)

Fingerprint Questionnaire

Driver’s License or State ID Card

Social Security Card

Valid proof of eligibility to work in the US— for non-US citizens only

m Reminders

»= Accurately input information into the Producer Detail Record section of the Everise Licensing
Portal website.

*» The information entered will be used to renew and apply for your licenses.
» The Licensing Department will be updating the business email, business phone number and

business fax number in NIPR to reflect Everise information since we will be the authorized
submitter to apply for and maintain your licenses.
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Biographic Information

Biographic Information

m Biographic Information for

* Agent Type

Social Security Number (SSN) - Enter your SSN without dashes. The dashes will auto-populate.
Gender - Select which applies.
Citizenship Country - Select which applies.

Agent Type - This is automatically selected as Producer.
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Employment History

[} employment History for

NIPR requires five consecutive years of employee history. Enter history oldest to most recent.
Employment history can contain time in school, vocational training. or military services as applicable.

For periods of unemployment. note Employer = “Unemployed”, Position = "Not Applicable”.

wt ; e
For periods of dual employment, note only one employer for the given time period.
Start Dates must be less than or equal (today’s date). End Dates must be less than or equal (yesterday's date) or blank for the most recent entry.
NIPR limits the number of characters for Employer (100). Position (25), and City (35). If the limit is hut, either abbreviate the entry or leave truncated.
* Employer Name * Position * Start Date End Date *City

Everise/C3 Licensing Coordinator Apr1,2012 = : Tahlequah

Reminders

* The portal requires 5 consecutive years of work history including self-employment, full/part
time work, military service, unemployment, and full-time education.

» It will not allow you to proceed to the next section if there are gaps greater than one month in
the 5-year timeline.

= Start from your oldest to most recent employer.

E Review Checklist

O [Ihave included the city and state for each entry.

Q | have used the city and state where | lived for the entries when | worked from home or was
unemployed.

QO I have included a position for each entry.
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Address Information
Residence Information

T ) R S )
E Address Information for

Email and Website Information

» Parsonal Bna
Business Ema

everise.licensing@weareeverise.com

Busanedt VWebdte URL

Personal email - Input your personal email.
Business Email - Input everise.licensing@weareeverise.com
Business Website URL- Leave blank.

Residence Infoermation

* Retudence Addredt 1

Residence Address 1 - Enter the street address.
Residence Address 2 - Enter apartment, suite, unit, building, floor etc.

Residence Address 3 - Leave blank.
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Residence City - Input city.

Residence State - Select from the dropdown.

Residence County - Select from the dropdown (if available).
Residence ZIP Code - Enter ZIP Code.

Residence Country - This will be defaulted to USA.

Residence Phone - Enter without dashes.
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Mailing Information

Mailing Information

» Mailing Same As Residence Information

If Mailing Information is the same as Residence Information, tick the Mailing Same As Residence
Information box.

If mailing information is different from the residence information, input as listed below.

Mailing Information

I3 Mailing Sarme As Residence Information

* Mailing County

* Mailing Zip

* Mailing Country

Mailing Address 1 - Enter the street address.

Mailing Address 2 - Enter apartment, suite, unit, building, floor etc.
Mailing Address 3 - Leave blank.

Mailing City - Input city.

Mailing State - Select from the dropdown.

Mailing County - Select from the dropdown (if available).

Mailing ZIP Code - Enter ZIP Code.

Mailing Country - This will be defaulted to USA.
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Business Information
Business Information

Business Same As

(@) Residence Information
Mailing Information

Business Information is required to be the same as Residence Information, except for the business phone
number & fax number.

Enter your residence information for each line or tick the Business Same As Residence Information radio
button.

* Business Phone

2087323776

* Business Fax

2087323776

Business Phone - Enter 2087323776 without dashes.

Business Fax - Enter 2087323776 without dashes.

E Review Checklist

Q I have updated the business email to everise.licensing@weareeverise.com.

Q I have updated the business phone number to 2087323776.

QO | have updated the business fax number to 2087323776.
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Background Information

G T D ——

E Background Questions for
The Applicant must read the following very carefully and answer every question. All written statements submitted by the Applicant must
If applicant responds “ves” to one of the background questions please submit supporting documents electronically via NIPR's Attachmen

v Required

It is crucial to disclose all background including expunged, dismissed, or those that happened 30 or 40 years
ago.

This process involves an FBI background check. Answering no when it should have been yes will complicate
the process and could cause the license to be delayed or denied. The departments of insurance have been
assessing fines and penalties for incorrect answers.

If you have any background, please provide:

1. A hand signed and dated typed statement, stating the facts of what occurred and how it concluded.

2. Supporting court documents, (some states may require certified copies with the court/county clerk
stamp & signature):
e charging document
e court documents which detail the conviction/sentencing
e final judgment
e resolution of charges
e probation/community service requirements & completion (if applicable)
e receipt for any fines paid

Many states will not accept summaries from the county website, a search engine, or any other form.

If you need any assistance with the background questions, send an email to
licensingdept@weareeverise.com.

8~ (Non-Resident License) Inresponse to a "yes” answer to one or more of the Backsround Questions for thisa

8A" (Non-Resident License) Will you be associating (linking) previously filed documents from the NAIC/NIPR At

Note: If you have previously submitted documents to the Attachments Warehouse that are intended tobe fi
supporting document(s) to this application based upon the particular background question number you have
end of the application process, providing a link to the Attachment Warehouse instructions.

If you answer yes to any of the background questions, you will see Question 8 which needs to be
answered yes.

You will then get Question 8A which you will need to answer no.
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State-Specific Questions

ALL state questions that require a yes or no answer must be answered, including the states that fall under
optional.

Alabama

AL

QUESTIOMN
1 AreyoualsCitizen?

1a®  Arevyoulawfully present in the United States and eligible to receive state or local public benefits?

Alabama wants to know if you are a US Citizen.

If you are not, the additional question 1a will populate for you to answer.

California

CA

QUESTION

1 Forthe purposes of the California application, you have been "convicted” if vou were ever found guilty by
must disclose all convictions, even if the charges were later dismissed or expunged, your guilty pleawas wi
suspended sentence or just ordered to pay a fine. You must also disclose all driving related misdemeanors
valid license, or driving with a suspended or revoked license. If you fail to disclose all convictionsyour appl

Have you disclosed all information required by California?

3" (Non-Resident License} " IMPORTANT: AS A CALIFORNIALICENSE APPLICANT, YOU MUST ANSWERT
NOTE THAT QUESTION #1A ON THE BACKGROUND QUESTIONS PAGE THAT FOLLOWS IN THIS APF
PAGE AND WILLNEED TO BE ANSWERED ACCORDINGLY.

Please read the following definition of crime. California Applicant: “Crime” includes a felony, a misdemean:
verdict of a judge or jury, having entered a plea of nolo contendere, no contest, having had any charge exp
given probation, a suspended sentence or a fine. You may exclude traffic citations and juvenile offenses tri
misdemeanor including driving offenses such as, but not limited to reckless driving, driving under the influ
whether or not you believe the conviction has been removed from yvour record.

1 - Answer yes. It is just an acknowledgement that you understand that you do need to disclose
everything. This is not asking if you have background.
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3 - Answer this question based on your personal background. This includes driving offenses such as a
DUI, reckless driving, driving with a suspended license, whether or not you spent any time in jail, and
whether or not you believe the conviction has been removed from your record.

7" DISCLOSURE AGREEMENT:
| consent to the publication, on the public Department of Insurance licensee directories, of any business telephone numb:
residential, or cellular telephone numbers used for business purposes. This consent is valid for the term of my license and

California Insurance Code Section 1743.
NOTE: Pursuant to California Civil Code Section 1798.61, the Department publishes the names and business addresses ¢

Select “Yes' to Accept or ‘No' to Deny.

7 - Accept or deny according to your preference. Itis a disclosure agreement, consenting to have
your phone number published in their directory.

& Toassist the Department with reporting and outreach efforts, licensees are asked to voluntarily provic
Please select the following Race/Ethnicity that applies:

@ Dwovyou publicly identify as LGET+ (Lesbian. Gay. Bisexual, and/or Transgender)?

10  Arevyouaveteran?

11  Arevouadisabled veteran?

8-11 - Optional questions. It is not necessary to answer these. Leave them blank or answer them as
you see fit.
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Georgia

CA

QUESTION

1" {New License) Have you been convicted of or are you currently charged with the commission of any crime or pl
or had adjudication of guilt withheld in a criminal proceeding, other than a minor traffic offense?

37 lunderstand that | am required to complete and submit the Georgia Citizenship Affidavit and provide a copy of
understand that | must use required form GID274-EN. a copy of which is available on the Georgia OCl website,
copy ready to attach to this application or upload into the NIPR Warehouse immediately upon submission of th

4= [Renewal) Have vou been convicted of or are vou currently charged with the commission of any crime or pled n
had adjudication of guilt withheld in a criminal proceeding, other than a minor traffic offense, which has not bes

1 - Answer should match how you answered questions 1a, 1b, and/or 1c under the general
background questions.

3 - Answer yes, the Georgia State Department of Insurance requires their Citizenship Affidavit be
provided with the application. Georgia will send out a deficiency letter for every application. This
notice can be disregarded.

4 - If you:

 never held a Georgia License - answer no

+ have held a Georgia License - this question is asking if you have any new background other
than a minor traffic offense that is needing to be reported.

Minnesota

MN

QUESTION

1 Havevyouread the Tennessen Warning?

Tennessen Warning may be found by visiting https:/pdb.nipr.com/html/S5R/Minnesota_ERLhtm

1 - Ayes answer is required to move forward in the portal. Click the link to read the Tennessen
Warning that is provided.
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Missouri

MO

QUESTION

17 Iwas a non-resident of Missouri for the last (3) calendar vear:
Yes: lwas a Missouri non-resident the last three calendar yea

Mo | 'was a Missouri non-resident the last three calendar yeal

1 - Missouri asks if you have been a non-resident for the last 3 calendar years and if you have had
income paid to you from their state.
e Answer yes if you did NOT have Missouri income.
e Answer no if you traveled to Missouri for work from another state, making you a non-
resident, then you would have non-resident income.

New York

NY

QUESTION
2" Applicants applying for a license they previously held will be asked the following question. If vou have never held a NY license, answer No.

Since expiration of your last authority, have you transacted business in New York under the license you are applying forin this application?

Licensees of New York's Department of Financial Services ("DFS’) are required to comply with DFS’s Cybersecurity Regulation (23 NYCRR Part 500]
cybersecurity program to protect nonpublic information and the filing of a certification with DFS confirming compliance with that regulation. A copy
about complying with DFS's Cybersecurity Regulation can be found on the DFS Website at: https:/dfsny.gov/industry_guidance/cybersecurity
Have you complied with New York's Departrment of Financial Services Cybersecurity Regulation (23 NYCRR Part 500)7

2 - This question is asking if you have ever transacted business in New York with an expired Producer
License. (If you have never held a New York license, you will answer no.)

3 - Answer yes. Everise provides mandatory training that meets the Cybersecurity requirements.
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Texas

TX

QUESTION

5"  Hawvevyouread TX State Specific Requirements?

Individual Mon-resident: https:/nipr.comdlicensing-center/state-requirements/texas-non-re

[ T Y o Y IO BRI SRR, E U U SRS U SO SO IO ' PRI |}

1 - Ayes answer is required to move forward in the portal. Click the appropriate link to read the Texas
State Specific Requirements that are provided.

Massachusetts

MA

QUESTION

2 Arevyoulezally blind?

2 - Read and answer accordingly.

Review Checklist

I have read and understand the following questions:

Q CA1 has been answered yes because | am acknowledging that | understand what CA requires to be
disclosed. This question is not asking if | have background.

O CA3 has been answered yes if | answered yes to general background questions 1A, 1B, or 1C
and/or if | have any traffic offenses.

O GA1 has been answered yes if | answered yes to general background questions 1A, 1B, or 1C (I do
not need to disclose traffic offenses to GA).

0 MO - If I did not have Missouri non-resident income in the last 3 years, | will answer yes. | will
answer no if | did not live in Missouri but traveled into Missouri for work.

NY1 is asking if | transacted business in NY with an expired license.

NY3 must be answered yes, acknowledging that | will comply with cybersecurity if needed. (This
requirement is covered by the cybersecurity CBT that will be completed in the Everise mandatory
training.)
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Uploading Documents

Where to Go

Welcome to the Everise Onboarding Portal

Updste your producer detsils and view your licenses & appointments belo

Licenses Appointments Documents

@Anv ¥

AR iteme o Sarted by | irense Number s Filtersd be All licsness o Lindsted 3 few spennds 200

Search this list... #- & 0

This is what the Everise Onboarding Portal looks like once you have gone back to the home screen.

Click the Documents tab to start uploading. IMPORTANT: If you see a duplicate upload, DO NOT

delete.

Guidelines

If you delete the duplicate, it will delete all copies from the portal.

Fingerprint Questionnaire

Save the attached Fingerprint Questionnaire to your computer before answering or it will come
back to us blank.

Complete the required information. Your name must be entered on the fingerprint
questionnaire as it appears on your driver’s license or ID.

Save again after filling out.

Driver's License or State ID Card

Provide a clear, easy-to-read color photo or scanned copy—both front and back of the ID.
(Make sure all 4 corners can be seen.)

It must be current, not expired, and with current name.

NOTE: Are you having a legal name change or about to? Let us know by sending an email as
the name on your producer licenses must match your legal name before production.
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Social Security Card
« Provide a clear, easy-to-read photo or scanned copy (does not need to be in color)—front only.
Georgia Citizenship Affidavit

+ If we need to apply for a non-resident GA license, you will receive a separate email with an
additional required document and instructions.

Valid proof of eligibility to work in the US — for non-US citizens only

* Please provide a clear, easy-to-read color photo or scanned copy—both front and back of
the document. The document must be current. (Make sure all 4 corners can be seen.)

E Review Checklist

| have uploaded a clear color picture of the front and back of driver’s license or state-issued ID.
| have uploaded a clear picture of the front of SS Card.

| have uploaded the completed fingerprint questionnaire and the name matches what is on my ID.

O 0O 0O O

If not a US citizen: | have uploaded a clear color picture of the front and back of proof of eligibility to
work in the US (e.g., work authorization, permanent resident card).

Frequently Asked Questions

Can | upload multiple files?

* You can upload more than one file at a time by pressing on CTRL and then click on the files you want to
select.

What to do with duplicate uploads?

+ Ifyou see a duplicate upload, it's okay! The Licensing Department will clean it up. If you delete the
duplicate, it will delete all copies from the portal.

What to do if | uploaded the items in the incorrect section?

« If the items are not uploaded under the designated area, it's okay! We will still get the documents.
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