How to View Your CE Transcripts and Print Your Free License (Individual License)

1. Goto http://www.statebasedsystems.com/ and you will see the following screen:
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State Based Systems

Insurance Commissioners

o

SBS is a comprehensive software
solution that supports all aspects
oflinsurance regulation. Developed
by the NAIC in/partnership with
insurance regulators, SBS is
designed to serve the needs of

regulators, consumers and the
insurance industry.
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http://www.statebasedsystems.com/

2. Choose the state for which you would like to see CE Transcripts or print a license by selecting it from the State Services drop-down menu on

the right - click the down arrow next to the State window:

State Services

State: Click to select your state

Alabama
Delaware
District of Columbia
Florida

lllinois

lowa

Sel

3. Hover your mouse over your state and click the mouse once:

State: -

gal{Alabama
Delaware

District of Columbia
Florida

lllinois

Kansas
Missouri




4. Ascreen of your state’s online services will open.

e The upper part of the window will show your state’s information:

e

.?'.V

State Based Systems

Insurance Commissioners

Your state's ‘
information

lowa | Onlin Servicési “

(R TTT gralotor, wwustry Senvices | AboutUs | News Contact Us

Change State: Mailing Address:

lowa - lowa Insurance Division
330 Maple Street
Des Moines, |A IOWA
50319-0065 Insurance
Phone: 515-281-5705 Division



e The lower part of the window will show the Available Online Tools your state offers. Scroll to the bottom of the screen until you see the

SBS Connect section:

Available Online Tools

Regulated Industry Senices Lookup
Licensee | ookup

Eesident Renewals

Monresident Renewals

Eesident Original Application
Monresident Original Application

Online Continuing Education

» What is OnlineCE?
» Login to OnlineCE Mow!

Online Licensee Services (OLS)

» What is OLS?
» Begister for OLS

» Login to OLS Mow!

SBS Connect

» What is SBS Connect?
» Register for SBS Connect
#» Login to SBS Connect Now!




5. If you have not signed up for SBS Connect for this state, click on the “Register for SBS Connect” link on the website and a new window with
several sections will open (If you already have an SBS Connect account, log in and follow the steps from the Welcome Screen at Step 10).
e The first section will ask for demographic information. Be sure and fill in anything marked with the asterisk symbol (circled in red on

the example below). If the field does not have an asterisk, you do not need to fill in the blank:

SBS Web Site | S5BS Online Services | MNAIC Services | MNIPR Services | Help

P

INA I C [pomssiamsaon®  [0wa Insurance Division

SBS Connectis a service offered by the National Association of Insurance Commissioners to the lowa Insurance Division. SBS Connect gives licensees and licensing
administrators the ability to print a copy of their license, make address changes and receive e-mail notifications regarding registered licenses.

Already Registered? Click here to login.

User Demographics

All reguired fields are marked with an *.
........................

Firm Mame

Address Line 17

Address Line 2
Address Line 3

g

‘



6. The next section is where you create your log in information - Your User Name and Password. Some key things to notice on this screen are:

e Allfields in this section require you to fill in the blank - they are all marked with an asterisk.

o The User Name you create has to be a combination of eight to fifteen letters and numbers - there has to be at least one number in
the User Name — Examples (each example is separated by a comma): jsmith54, Dthomas58, THEGREAT1

o The User Name, Password and Birth City are case sensitive - if you use capital letters when you create it, you will need to use
capital letters when you sign in.

e You cannot copy and paste your User Name or Password when asked to re-enter the information.

o If you make a mistake, you will need to retype the entry to correct it — you cannot use the Backspace or Delete keys to correct your

error.

User Login Account Information

You cannot copy and paste your User Name or Password. You must use the Backspace or Delete keys to remove and re-type the value.

i The User Name must be 8-15 characters long and can only contain letters and numbers. It
Is case sensitive.

Re-Enter Your User Mamea: *

Select a Password: * A combination of 7-15 letters and numbers, beginning with a letter.

Enter Password Again: *

Your City of Birth: * The Birth City will be used for verification purposes if you forget your password.



7. The next section is for your email address and notifications. A secondary email address is not required.
e Choose which notifications you wish to receive from SBS.

o If you mark Yes to Address Change, it will send you a confirmation email whenever your address changes in the system.

E-mail Notifications

R SR All SBS Connect notifications will be sent to this e-mail
address.

Enter E-mail Again: *

Additional E-mail Address: Secondary e-mail address where notifications will be sent.
Enter 2nd E-mail Again:

Would you like to be notified by e-mail when the following changes occur? [ |Yes To All

Address Change: O Yes @ No
Name Change: O ¥Yes @ No
License Status Change: O Yes @ No
Residency Status Change: O Yes @ No
Line of Authority Additions: Yes @ No
Line of Authority Deletions - O Yes @ No
Original License Approval: O Yes @ No
License Renewal Motification: mYes @ No
License Renewal Approval: D ¥Yes @ No
Eg:jr}ﬁﬂalfsmess As Name ©Yes ® No
SE:ZEDEI;JSIHESS As Mame ©Yes @ No



8. Next, for the Attestation section, always check mark the box. This is true whether you are requesting it for yourself or as an authorized

requestor for another person — the box must be checked to continue. Click “Submit” after you have checked the box:

Attestation

‘vl As the authorized Requestor, | declare that each Licensee whose information is requested through the
SBS Connect application has authorized the Requestor to access and make necessary updates to the
licensing information.

Roset I Gack

9. After you click Submit, you will be shown another screen to verify the registration information you entered is correct. Look over it carefully
and click Submit at the bottom of the screen if no changes need to be made. If you need to make changes, click on the ml button to

make your corrections.



10. Once you hit Submit, you will be taken to the Welcome page. On the left side of the screen, click on “Register Entity” to register your

license with SBS Connect:

585 Web Site | S5BS5 Online Services | MAIC Services | MNIPR Services | Help Home Logout

= Nati Missouri Department of Insurance,
LR - Financial Institutions & Professional Registration

Welcome
Rick Kelso For Individual Licensee Requests

1. Click the Register Entity link then complete the requested information.
Update Profile 2. Once you have registered a license, the Producer tab will display.

3. Click on the Producer tab above to view SBS Connect services available and perform a request.
Change Password

E>Register Entity For Licensee Administrators of Multiple Licenses
1. To Add or View your registered licensee(s), click the License Administrator link_ This will display the View

License Administrator = Multiple Licensees page.

2_Inthe View Multiple Licensees page, click the Register License link then complete the requested

Log Out information. Additional licenses can be added by following this same step.

3. To perform a transaction on an already registered license, click the License Administrator link, if you are not
already in the View Multiple Licensees page. Then click the preferred licensee from the drop-down list. Once
the licensee has been chosen continue by clicking the activity that you wish to perform.




11. You will be taken to this screen to choose which type of Entity you are registering:

SB5 Web Site | SBS Online Services | MAIC Services |

HIPR Services |

What type of Entity would you like to Register?

Business Entity License
Individual License

* Click here for the definition of all Entity Types.

Juild 3.2.1 Dated-07.20.2010

- 0f Ingurance Commissioners. All rights reserved.

T TS T TR T

10
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e Choose an individual license, and you will get the following screen — be sure and enter either your License number OR your NPN —
do not enter both or you will get an error and have to start over — Also enter the last four digits of your Social Security number and

click Add:

5B5 Web Site | 5BS Online Services | MAIC Services | MNIPR Services | Help

' Missouri Department of Insurance,
Financial Institutions & Professional Registration

What type of Entity would you like to Register? [ndividual License ~ Click here for the definition of Individual License. _
Input the License Humbe ational Producer Number. Then input the last four digits of the Social Security Number (SSN).

NP, SSN (last 4 digits)’

Enter vour License Numhber OR your NPN, but do
not enter hoth

License Number

11



12. After you click Add, it will show you the license information you entered — click “Submit” to complete the registration:

What type of Entity would you like to Register? ¥ Click here for the definition of Individual License.
INDIVIDUAL LICENSE

 LicenseNumber NPN ~ SSN (last4 digits)

12345678 ' ' | ‘ 1234 ‘

13. After you click Submit, the next screen shows your Entity was successfully registered — click one of the “Home” buttons to get to the screen

to view your CE Transcript or print your license:

NPT @ National assciation Missouri Department of Insurance,

(RN NIFTIEE - Financial Institutions & Professional Registration

Entities Successfully Registered for SBS Connect
Name: RICK KELSO License Number: 12345678  Npn: 1234 ‘

Click the Home button to go to your 5B5 Connect age
+ Register an Entity

5BS Release 3.2. Build 3.2.1 Dated-07.20.2010

12



14. You will be taken to this screen where you can click on either the “CE Transcript” or “License Print” links to either view your continuing

education credits or open your license file:

5B% Web Site | S5BS Online Services | MAIC Services | MNIPR Services | Help Home Logout

- Missouri Department of Insurance,
[EC e - Financial Institutions & Professional Registration

Connect Help

Welcome

CE Transcript {(What is this7}

Rick Kelso

License Print (What is this?}

Update Profile

Change Password

Register Entity

SBS Release 3.2, Build 3.2.1 Dated-07.20.2010

Copyright @ 2010 National Az=ociation of Insurance Commizsioners. All rights reserved.
Verisign: VSP
Log Out Powarad E\r

License Administrator
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15. Before you print your license, it is a good idea to save a copy of it to your computer. To do that, click on “File” and select “Save as...” — a

window will open prompting you to choose the location where you want to keep it on your computer:

@Edit GoTe Favorites Help
”; Mew Tab Ctrl+T {} Search @ - Cards & Log-ins -
{ tuplicate o ik ;,"Lion-Webfsen.rIEt."org.n... . | - v [ mmy v Pagev Safetyv Tools~ i@~ =
— MNew Window Ctrl+N '
‘ Mew Session ® I‘M" = Elrj é.]Find .
Open... Ctrl+ 0 = AL LA RLERT
d Is hereby anthorized to Ltansa.c{.tmsmrﬁs m a:mrdmca jwlh the license description below:
9, 2 LICENSE
Clone Tah Chrle W : o | EFFECTIVE EXPIRATION
[YPE SLINES OF —"LTITHGRITE S DATE DATE
Page Setup... L1fe i ‘_ ry" #0/ D3/06/1934 03/06/2012
Print... Ctrl+P ;"_‘-_; A{:cﬂtﬂt‘ﬂndﬂta}ﬂl i i ¥ 1 10/15/1991
Send L4 7 = AR “
Import and Export.., e y I : -
Properties | e -
Work Offline | -
Exit ; -,: < .I gy

This insurance license shall remﬂ.uuﬁ effbu:t wittil the. eXprration date unlrss su'spended revoked or forfeited. The
individual must complete continuing Edui:vﬂﬁﬂﬂ., f’@hcablt fenew ﬂu‘: hm:nse and pay fees as required by

Missouri Statutes prior to the expiration :Iat&

For guestions regarding a license, contact:
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16. Next, choose “File” and “Print” to print your license —and you are finished!

Edit GoTo Favorites Help
Mew Tab Ctrl+T . G} Search @v C.an:ﬁs& Log-ing -

6

Duplicate Tab Ctrl+ K J/Lion-Web/serviet/org.n.. | i!:}i ~ B - = @ * Page~> Safety > Tools~ f@v

MNew Window Ctri+MN

Mew Session 'i‘ ilﬂl% = r::| E:i:' EiiFlncl -

R Jl |

Open... Ctrl+ 0 S A L L L RL RN
Edit I= hereby anthorized to Ltmsa.c{ihrusumqs in &dm:'mnqg :.wlh the license description below:
Save As... > ¥ LICENSE

-_i

Qe Tab CrlW e 7 ... EFFECTIVE EXPIRATION

[YPE - ALINES OF AUTHORITY W M. DATE DATE
e o S Lmhy eyt d L U k] 03/06/1984 03/06/2012

Page Setup... _
Ctrl+P (0 )/ Aécidenrand Health 7% 1 " (10151991

e i ke piel m g y g
Send b Fall _ B S O - % WY
o AT e L T . | it ||
Import and Export... I "n:.l_'- Yl ® ! | o
Properties tam | e ; =
: ol ~ 28 Lt | oy
Work Offline T A L | { - ik = | I
Exit 4 LAk Pass, I F ik
& - L ¥ for -t . | r, b
e 4 . L Lk,

..'_ ™

This insurance license shall rfm:rl.m fi effnct nm'ﬂ ﬂ'.tt- expiration ﬂate suslarnded revoked or forfeited. The
individual must complete continuing Edlli:ilﬁﬂﬂ., ﬁ'@htablt TEnew ﬂn:: cense, and pay fees as required by
Missouri Statutes prior to the expiration :fater. f 7 T . i Wy

| i &> g

o &

For guestions regarding a license, contact:
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