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STANDARD OPERATING PROCEDURES (SOP)

COMPLETE DENTAL APPLICATION 
ONLINE TUTORIAL

SOP#:________________         Revision/Version: 1.0     
Effective Date: 2014

Prepared By: Technical Writer Judy Thomas

Approved By: CEO Daniel O'Neal
   
Title: TUTORIAL: Complete Dental Application Online 

Policy: This tutorial serves as a standard operating procedure for completing dental 
applications online.  

Purpose: To provide insurance agents with step-by-step instructions so that they can complete
dental applications online. 

Scope: This tutorial covers completing dental applications online.  

Responsibilities: Insurance agents are responsible for the tasks contained in this tutorial.

Definitions:

Overview: This tutorial was created to help insurance agents complete dental applications online. 

Printed 4/8/2014 11:19 AM
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System Requirements

System Requirements

This tutorial assumes that the user:

1. Has access to the internet

Browsers and Operating Systems:

OnLine-PL is optimized to work on all of the following, prominent browsers:
· Internet Explorer 6 or greater
· Mozilla Firefox 15
· Google Chrome 22.1
· Safari 4

The Dental Application works best on all of the following operating systems:
· Windows XP or greater
· Mac OS X, 10.5 or greater
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Overview

Overview

This document was developed to assist agents in completing dental application details for 
indications that begin online and in OnLine-PL. 

This document contains one main section:

· I. Complete Application Online

RELATED TUTORIALS:

· QUICK START: Generate Dental Indication In Online-PL
· TUTORIAL: Generate Dental Indication In OnLine-PL
· QUICK START: Generate Dental Indication Online
· TUTORIAL: Generate Dental Indication In Online
· QUICK START: Process OnLine-PL Dental Application Details
· TUTORIAL: Process OnLine-PL Dental Application Details
· QUICK START: Process Web Dental Application Details
· TUTORIAL: Process Web Dental Application Details
· QUICK START: Complete Dental Application Online
· QUICK START: Bind/Pay By Check | Issue Policy
· TUTORIAL: Bind/Pay By Check | Issue Policy
· QUICK START: Bind/Pay By Credit Card | Issue Policy
· TUTORIAL: Bind/Pay By Credit Card | Issue Policy
· QUICK START: Confirmation Email
· TUTORIAL: Confirmation Email
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PART I--COMPLETE APPLICATION ONLINE

PART I--COMPLETE APPLICATION ONLINE

This section illustrates how to complete a dental application online.
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1. Complete Application Online | Prof. Liability Quote Indication

Complete Application Online | Prof. Liability Quote Indication

1. Click on the Print Rate Indication button. The Process Application Details | Print Rate Indication 
    page displays.
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2. Complete Application Online | Print Rate Indication

Complete Application Online | Print Rate Indication

1. Use the browser print option to print the rate indication. 

2. Click on the Previous button to return to the previous page. The Process Application Details | Professional 
     Liability (PL) Quote Indication page displays again. 
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3. Complete Application Online | Prof. Liability Quote Indication

Complete Application Online | Prof. Liability Quote Indication

1. Click on the Next button. The Process Application Details | Fraud Statement page displays. NOTE: This 
     page will vary from state to state. 
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4. Complete Application Online | Fraud Statement

Complete Application Online | Fraud Statement

1. Review the fraud statement thoroughly. NOTE: The statements will differ from state to state. 

2. Click on the Next button. The Process Application Details | Applicant's Representations and Authorization 
    page displays.
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5. Complete Application Online | Applicant's Reps/Authorization

Complete Application Online | Applicant's Reps/Authorization

1. Type the authorized representative's first name into the designated field. 

2. Type the authorized representative's last name into the designated field. 

3. Click on the Next button. The Process Application Details | Submit Authorization page displays. 
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6. Complete Application Online | Submit Authorization

Complete Application Online | Submit Authorization

1. Type the applicant's email address or cell phone provider and number into the designated fields. 

2. Click on the Submit Authorization button. A popup box displays, advising the applicant to access 
    the authorization code provided via their email or cell phone. 
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7. Complete Application Online | Sign Document

Complete Application Online | Sign Document

1. Type the authorization code into the designated field. 

2. Click on the SIGN DOCUMENT button. A QR code appears in the field below. 

3. Use a QR Code application on a smart phone to download the receipt, if applicable.

4. Click on the Next button. Either the Process Application Details | Continue or Process Application 
    Details | Bind and Pay page displays.
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8.1 Complete Application Online | Bind and Pay

Complete Application Online | Bind and Pay

1. Click on the Bind and Pay button. 

This concludes the Process Application Details portion of this tutorial. 
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8.2 Complete Application Online | Continue

Complete Application Online | Continue

1. Click on the Continue button. The application closes, and an autogenerated email is sent to the underwriter. 
    The underwriter reviews the application, and submits their approval or rejection to the insurance agent.

2. Proceed to the Return User Login section if the application was subsequently approved by the underwriter. 
    NOTE: If the policy is not approved, the insurance agent can either work with the underwriter to get the policy 
    approved, or accept the policy rejection, concluding this tutorial.  
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PART II--RETURN USER LOGIN

PART II--RETURN USER LOGIN

This section illustrates how the applicant can log in again to continue with payment type for a policy.
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1. Return User Login | Main Menu

Return User Login | Main Menu

From the Main Menu

1. Type the applicant's email address (entered previously) into the designated field.

2. Type the applicant's password into the designated field. 

3. Click on the Submit button. The record displays again.

4. Click on the Next button on each screen until the Select Payment | Type page displays.

5. Proceed to the Select Payment portion of this tutorial. 
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PART III--SELECT PAYMENT

PART III--SELECT PAYMENT

This section illustrates how to select the payment type for a policy.
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1. Select Payment | Type

Select Payment | Type

1. Click on the Pay By Check or Pay By Credit Card l ink.

2. Proceed to either the Bind & Pay By Check/ Issue Policy or Bind & Pay By Credit Card/Issue Policy tutorial. 

This concludes the Select Payment portion of this tutorial.
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