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STANDARD OPERATING PROCEDURE (SOP) DETAILS

PROCESS TRAVEL AGENCY E&O 
APPLICATION DETAILS ONLINE TUTORIAL

SOP#:________________         Revision/Version: 1.0     
Effective Date: 2013

Prepared By: Technical Writer Judy Thomas

Approved By: CEO Daniel O'Neal
   
Title: TUTORIAL: Process Travel Agency E&O Application Details Online  

Policy:  This tutorial serves as a standard operating procedure for processing travel agency 
E&O application details online. 

Purpose: To provide the insurance agent and applicant with instructions for processing 
travel agency E&O application details online.

Scope: This tutorial covers processing travel agency E&O application details online.

Responsibilities: Insurance agents and applicants are responsible for processing application 
details for travel agency E&O applications.

Definitions:

Overview: This tutorial was created in 2013 to help insurance agents process application 
details online. 

Printed 2/27/2014 5:11 PM
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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 Allied Health 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 processing application details in
travel agency E&O applications. 

This document contains one section:

· I. Process Application Details 

RELATED TUTORIALS:

· TUTORIAL: Generate Travel Agency E&O Indication OnLine-PL
· TUTORIAL: Bind, Pay By Check | Issue Policy
· TUTORIAL: Bind, Pay By Credit Card | Issue Policy
· TUTORIAL: Confirmation And Policy Document Emails
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PART I--PROCESS APPLICATION DETAILS

PART I--GENERATE INDICATION

This section illustrates how to begin an initial indication submission request through OnLine-PL. 
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1. Process Application Details | Insured Address

Process Applications Details | Insured Address

1. Type the applicant's address into the insured address field. 

2. Type the applicant's mailing address into the designated field, if applicable. 

3. Type the applicant's building/suite into the designated field, if applicable.

4. Type the applicant's building/P.O. Box into the designated field, if applicable. 

5. Review the applicant's populated data to ensure it's accuracy. 
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2. Process Application Details | Branch

Process Application Details | Branch

1. Click to select the applicant's number of locations from the dropdown menu. 

2. If selected > = 2 to the question above, type the branch information into the appropriate fields.
    NOTE: Provide a branch entry for every branch, aside from the primary. 

3. Click on the Next button. The Process Application Details | Subsidiaries page displays.
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3. Process Application Details | Subsidiaries

Process Application Details | Subsidiaries

1. Click to select whether the applicant is owned by or has common ownership with any other
    company or organization. NOTE: If answered "Yes" to the previous question, type an explanation 
    into the following field. 

2. Click to select whether the applicant has any subsidiaries. NOTE: If answered "Yes" to the previous 
    question, complete a line entry for each subsidiary that exists. 

3. Click to select whether the applicant has changed its name, acquired any business or merged with 
    any other entity with the past five years. NOTE: If answered "Yes" to the previous question, complete 
    an entry for every additional entity name that exists.

4. Type the details of any liabilities assumed by the applicant into the designated field, if applicable. 

5. Type all applicant owned domain names and websites into the designated field, if applicable. 

6. Click on the Next button. The Process Application Details | Employees page displays.
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4. Process Application Details | Employees

Process Application Details | Employees

1. Click to select whether the applicant's websites advertise products or services that are not their own. 
    NOTE: If answered "Yes" to this question, type additional details into the designated field.

2. Click to select the applicant's number of full-time employees from the designated dropdown menu. 
    NOTE: Select "0" if the applicant doesn't have full time employees.  

3. Click to select the applicant's number of part-time employees from the designated dropdown menu.
    NOTE: Select "0" if the applicant doesn't have time employees.  

4. Type the applicant's number of independent contractors into the designated field. 
    NOTE: Type "0" if the applicant doesn't have independent contractors.  

5. Click on the Next button. The Process Application Details | Operation page displays.
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5. Process Application Details | Operation

Process Application Details | Operation

1. Click to select whether the applicant is a member of any industry association, consortium or franchise. 
    NOTE: If answered "Yes" to the previous question, type additional details into the designated field.

2. Click to select whether the applicant holds any appointments with ARC, IATAN, or CLIA.

3. Click to select whether the applicant has any ownership interest in other travel related businesses, such as:
    tour companies, limousines, motor coaches, hotels, etc. NOTE: If answered "Yes" to this question, type an 
    explanation into the designated field.  

4. Click to select whether the applicant is requesting internet bookings coverage. 

5. Click on the Next button. The Process Application Details | Revenue Information Page 1 displays.
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6. Process Application Details | Revenue Information Page 1

Process Application Details | Revenue Information Page 1

1. Select the applicant's fiscal year end date from the dropdown menu.  

2. Type the applicant's annual gross sales for the previous 12 months (XXXXXX, without a dollar 
    sign or commas) into the designated field.

3. Type the percentage of annual gross sales that can be attributed to all of the categories listed.
     NOTE: A "0" must be entered if no sales can be attributed to a particular category.

4. If the applicant typed anything other than "0" for questions d-f, type additional information 
    into the designated field.  

5. Click on the Next button. The Process Application Details | Revenue Information Page 2 page displays. 
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7. Process Application Details | Revenue Information Page 2

Process Application Details | Revenue Information Page 2

1. Review the populated data to ensure that the previously entered information is correct.   

2. Click to select whether 10% or more of the applicant's gross receipts are derived from bookings with
    one particular supplier. NOTE: If answered "Yes" to this question, type the complete supplier information 
    into the designated field.

3. Click to select whether the applicant is a host travel agency. 

4. Click on the Next button. The Process Application Details | Coverage page displays.
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8. Process Application Details | Coverage

1. Type the requested current and/or prior coverage information into the corresponding fields. The applicant
    may provide up to three policies they have held over the past three years. NOTE: Type N/A into the fields if
    the applicant does not possess current or prior coverage.

2. Click to select whether the applicant has general liability coverage.

3. Click to select all of the reasons that apply to whether an applicant's insurance has ever been canceled
    or denied coverage. NOTE: If the applicant selected "Other" in response to this question, type an explanation 
    into the designated field.

4. Click on the Next button. The Process Application Details | Additional Coverage page displays.
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9. Process Application Details | Additional Coverage

Generate Indication | Additional Coverage

NOTE: This page only applies if the applicant needs to insure additional people.

1. Type the applicant's insured name into the field.

2. Click to select the additional insured's insurance type from the dropdown menu. 

3. Type the additional insured's street adress into the designated field. 

4. Type the additional insured's city into the designated field.

5. Click to select the additional insured's state from the dropdown menu.

6. Type the additional insured's five-digit zip code into the designated field. 

7. Click on the Add button. 

8. Repeat steps 1-7 until all additional insureds have been entered.

9. Click on the Next button. The Process Application Details | History page displays.
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10. Process Application Details | History

Generate Indication | History

1. Review the populated data to ensure that the previously entered information is correct. 

2. Click to select whether any of the applicant's officers, principals, partners, directors or professional
    employees have had their license(s) or certification(s) suspended or revoked within the past five years. 

3. Click to select whether the applicant, their predecessors in business, affiliates, or any past or present
    partners, owners, officers, independent contractors or employees have been investigated and/or cited
    by any regulatory agency, certifying body or other governmental entity. 

4. Click to select whether the applicant is aware of any occurrence which can be reasonably expected to
    result in a claim against the applicant.  

5. Click on the Next button. The Process Application Details | Occurrence Policy page displays.
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11. Process Application Details | Occurrence Policy

Generate Indication | Occurrence Policy

1. Click to select whether the applicant is aware of any occurrences which can be expected to result in a claim
    against any applicant.

2. Click to select whether the applicant or any of its predecessors, etc., have been investigated and/or cited
    by any regulatory agency, certifying body or other governmental entity. 

3. Click to select whether any claims, suits or proceedings have been brought against the applicant or
    its predecessors in business, affiliates, or any past or present partners, owners, officers, independent
    contractors or employers over the last five years. 

4. Click on the Next button. The Process Application Details | Professional Liability Quote Indication 
    page displays.
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12. Process Application Details | Prof. Liability Quote Indication

Generate Indication | Professional Liability Quote Indication

1. Click on the Print Quote button. The Process Application Details | Print page displays.



19 / 28

13. Process Application Details | Print

Generate Indication | Print

1. Use the web browser's 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 Quote Indication page displays.
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14. Process Application Details | Prof. Liability Quote Indication

Generate Indication | Professional 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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15. Process Application Details | Fraud Statement

Generate Indication | 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 Reps/Authorization page displays. 
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16. Process Application Details | Applicant's Reps/Authorization

Generate Indication | 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 | Provide Email or Mobile Info page displays.
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17. Process Application Details | Provide Email or Mobile Info

Generate Indication | Provide Email or Mobile Info

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

2. Click on the Submit Authorization button. The authorization code is sent to the applicant in the form of
     an email or text message, and a yellow field appears on the right side of the page. 
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18. Process Application Details | Type Code/Provide Signature

Generate Indication | Type Code/Provide Signature

1. Type the authorization code into the field.

2. Click on the Sign Document button.  An IQ Signature Receipt appears in the field.

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

4. Click on the Next button. The Generate Indication | Pay and Issue page displays.
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19. Process Application Details | Pay and Issue

Generate Indication | Bind and Pay

1. Click on the Pay and Issue button. 

This concludes the Process Application Details portion of this tutorial.
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PART II--SELECT PAYMENT

PART II--SELECT PAYMENT

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

Process Application Details | Select Payment Type

NOTE: A premium finance option is not available at this time.

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

2. Proceed to 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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Revision History

Revision History

Revision: Date: Requested
By:

Description of Changes: Signature
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