Policy
Validation

Tutorial

A NOTE FROM ISG
President, Brian Thornton

State Farm has partnered with
Insurance Services Group of the
Southeast, Inc. (ISG) to perform a
validation of your gross sales and
business operations, which will aid in
determining the proper premium
amount for the next renewal of your
Business Owner’s Policy. We are
requesting that this information be
provided through our secure online
portal. Our goal is to make this
process a smooth and easy one for
you, and our staff is available to assist
with any questions or issues you may
have along the way. Our support staff
can be reached using the contact
information at the bottom of the
notification letter.

The following documentation will walk
through the process step-by-step.

We look forward to working with you!

&ISG & StateFarm:



01 Online Audit Login

wISG
Pin Number: ‘ ‘ m

Pass Code: ‘ ‘

The policy review notification will direct you to
access ISG's secure portal at
www.isg-webaudits.com. The notification will
include a pin and passcode, unique to each
policyholder, which will be entered to begin the
process.

02 Welcome Screen

StateFarm

LogOut Save RequestA Time Extension Agentlnfo FAQ Help

QR | e e efre e sesion it e ot
Welcome, Sample Insured, Inc.! 25m 27s for inactivity. Please save to reset the timer.
- Dashboard
Completion Progress. nsurance Carrier: State Farm Policy Type: General Liability
Policy # SF-123500 Audit Period: 7/1/2022 to 7/1/2023

[ susiness info ) Sales ) wisc ) Upload Docs ) Review )

Finish each section from left to right. The section will turn green when complete. The selected section is blue.

Information | Description of Operations | Locations

‘Contact Information

Section

In this section, please verify that we have the correct audit contact information for the individual completing the audit.

You can edit below if needed.

Emal. [bthomton@isg-se.com

Upon logging in, the screen will show “Business
Info” identifying policy information, a navigation bar
with the steps to complete the review, and a
session timer at the top right, which represents the
time remaining before saving progress or
advancing to the next step. Each time a section is
completed, it will save progress through the
section completed.

**Note — Throughout the screens as progress is
made, the current section will show in blue, and
completed sections will turn to green, updating
the progress bar along the way.

03 ContactInformation

LogOut Save RequestATime Extension Agentlnfo FAQ Help

g, e remainngefore ur e i time ot
Welcome, Sample Insured, Inc.! 14m 58s for Inactvty. Peasesave to reset th timr.
~ Dashboard
Completion Progress insurance Carrier. State Farm olicy Type: General Liability
o Policy # SF-123500 Audit Period: 7/1/2022 to 7/1/2023

[ Business info ) sales ) wisc ) Upload bocs B Review J

Finish each section from left to right. The section will turn green when complete. The selected section is blue

Contact Information | Insured Information || Description of Operations || Locations |

Insured Information

Section Information:
In this section please verify insured information. You can edit below if needed

Sample Insured, Inc.
[123 Main Street

City [Saimtpetsrsburg

State: [FL
Zip [33703
Phone # (1278123232

Emall- [bthomton@isg-se.com
Enlity Corporation

The initial tab will require input of contact name,
phone number and e-mail address for the individual
completing the request.

The next tab within the Business Info section is
Insured Information. This section will pre-populate
with any information ISG has on file for the insured.
This section can be edited if there are changes. If
no changes are needed, you can advance to the
next tab.


http://www.isg-webaudits.com
http://www.isg-webaudits.com

04 Business Information

LogOut Save RequestATime Extension Agentlnfo FAQ Help

Welcome, Sample Insured, Inc.!

Completion Progress nsurance Carrier State Fam
Policy # SF-123500

e General Liabilty
d 7112022 10 71112023

0%

[ Businessinfo ) Sales ) wisc_B) upload bocs P Review J

Finish each section from left to right. The section will turn green when complete. The selected section is blue.

Contact Information | Insured Information @ncﬂ)@wﬂm |

Description of Operations.

In this section, p your

‘You may also enter additional notes to the auditor in this section.

The next tab in the Business Info section is the
Description of operations. Please provide a detailed
description of your business operations in this
section.

05 Pre-Populated Form

LogOut Save RequestATime Extension Agentlnfo FAQ Help

Welcome, Sample Insured, Inc.!

Dashboard
Completion Progress ssurance Carrier State Fam Policy Type: General Liabilty
Polcy # SF-123500 Audit Period. 7/172022 10 71112023

Business Locations

Inthis section, p y locations_Please add, edt or in
that were actve during the poiicy period.

Location. State Delete  Edt
St Petersbure FL Delete | Edit

The last tab in the Business Info section is the
Locations tab. This section will pre-populate with
the locations provided to ISG by State Farm.
Changes can be made to this section if locations
need to be added or deleted.

Once verified, you will advance to the next section.

06 Sales Section

[ e

| —

T X X MU

| Finish each section fromft o ight. The secton il turn green when complte. The selected secton s blue.

e General Liabilty
iod 71112022 10 7112023

In this section please lst your Gross Sales figures and applicable for each column this section
when you have entered data for each fow that appears below.

If you need to add or remove a location please Click here.

Yes ®No Do you have sales tax?
Do you have returns on sales?
Do you have freight charges?

Code Description Sales
552 - Shet et Work - Sho v | 250000

ONo Do you have sales tax?
DNo Do you have returns on sales?
No Do you have freight charges?

Code Description Sales SalesTax  Remms  Freight
[552 - Shest Metal Work - Sho v | 250000

The Sales section will allow you to enter your sales
information in the Sales Amount tab. Each row can
be completed with the label identifying the sales
type, if needed, the code description for the
business stat classes endorsed on the policy, and
the sales amount.

If there are amounts for sales tax, returns on sales,
or freight charges, you will be able to unlock those
columns by selecting the “yes” radio button for the
corresponding type. Please note that only the
gross sales are required to be entered for this
program.



07 Verification

Dashboard
Completion Progress surance Carrier. State Fam Solicy Type: General Liabilty

— y# SF-123500 Audit Period. 7/1/2022 to 7/1/2023

[ susiness into B sales ) isc ) Upload Docs ) Review )

Finish each section from left to right. The section will turn green when complete. The selected section is blue.

Sales Verification

In this section please fil in gross sales in the column isted below.

Please select one of the below documents you used as verification of your Sales information.

Sales: 260,000.00 Total

The next tab in the Sales section is the Verification tab.
This will ask you to identify the source records used to
calculate the sales entered on the prior screen.

For this program, we are limiting the records request to
the most recently completed business tax return, so
that should be the verification document selected and
the amount from that return entered into the
Verification Total box to confirm that the amounts
match and identify possible entry errors prior to
submission.

08 Verification Override

In this section please fill in gross sales in the column listed below.

Warning: Your Sales verification amount differs from your reported Sales totals. If you are not able to correct the difference, then
please provide an explanation for the difference in the box below and click “override” to continue.

Please select one of the below documents you used as verification of your Sales information.

- Most recently completed business tax return with accompanying schedulesfforms

Sales: 250,000.00 Total

Verification
e Sales Tord

| 275000,

If the amount entered in the verification does not
match the sales entered on the prior screen, a warning
notification will alert you and provide an opportunity to
correct the difference. You also have the option to
“override” the error if you are unable to resolve it.

This helps to minimize frustration and will be corrected
by ISG staff once submitted for review. Once this
section is completed, you will advance to the next
section.

09 Misc Section

Dashboard
Completion Progress. Insurance Carrier. State Farm Policy Type: General Liabilty
——— y # SF-123500 Audit Period. 7/1/2022 10 71112023

| ousiness nfo ) saies ) Misc ) Upload Doca B Review }

Finish each section from left to right. The section will turn green when complete. The selected section is blue.

Audit Questions

[ ¥e B No 1) Were there any changes in business o ‘ew locations not yet added to the
oy period? If yes, pleas

W
poliy during this po

[ Ye @ No 2) Were there any foreign sales during this polcy period? If yes, please explain

w legal enies that began operations during this poficy period? I yes,

[ ¥e @ No 4) Was there a change in business or mailng address during the policy period? I so, please

and

fice an aud resentiive to contact

The “Misc” section contains some basic Yes/No
questions for you to answer. Any “Yes” questions
should be accompanied by an explanation in the
text box below that section.

Once the questions are answered, you will advance
to the next section to upload your back-up
documentation.



10

Upload Back-up Documentation

Dashboard
Completion Progress

fer State Farm Poli
y# SF-123500 Audit Period

TN XU X XTI Yy

Finish each section from left to right. The section will turn green when complete. The selected section is blue.

yoe: General Liabilty

7111202210 7/1/2023

Upload Documentation

“Secfion Information:

are required to be

your audit

- Most recenty completed business tax return with accompanying schedulesfforms
i y be requested f iabl

Uloading Files

uploaded)

Acceptable file types include PDF

Upload files

Delete File e Name.
Delete Sample Tex Rerum Upload pdf

Uploading...

I your fles exceed the listed fil size limits or file total imits, please contact us to arrange for a secure upload link

Below are the already uploaded files. You may click to view or delete uploaded fies

File Type

- Most recently completed business tax

Current File: Sample Tax Return Upload pdf

Total Size: 491.574 KB
Uploaded Size: 491.574 KB

o upload supporting documentation, please click the “Upload fles” button, and after the upload is complete, you willses the uploaded file
appear in the grid below. Note: You may upload one file at a tme (do not exceed a file size of 7mb for a singie file or a total of 12 fies

retum with accompanying sched

Elapsed Time: 0:00:01
Estimated Time: 0:00:00
Speed: 478.185 KB/S

Please Select Document Type

- Most recently completed business tax return with accompanying schedules/forms ~

OK ]

Once the back-up is uploaded successfully, you can
click on “OK” above to clear the upload screen and
then advance to the final review prior to submission.
In most cases, the only back-up documentation
required is the most recently completed business tax
return.

**Note: If there are any issues with the upload step (file
size, etc.), you can email: SFBOP@isg-se.com or call
888-383-2966 and an ISG representative will assist in
resolving the issue.

"

Review for Submission

Complete

You have completed all sections. Please review the next
page and print a copy for your records. Please submit
the audit by clicking on the green “Submit Audit” button

at the top of this screen.

StateFarm

LogOut Save RequestATime Extension Agentlnfo FAQ Help

[ Printpage Ji ReturntoEdit J submic ausc |

State Farm

Aucied Pe

Brian Thornton

123 Main Sreet
Saint Petersburg, FL 33703

Description of Operations:
We operate as a custom sheet metal fabrication shop.

Class Code Sales
B 250000
Descrption

552- Sheet Metal Werk - Stop Osly
o000 0000-Other

250,000.00 - Total Sales from worksheet
250,000.00 - Total Sales from verification

Policy Information

Contact Information

Business Information

Policy Questions

Sales Information

StleTax  Remms  Freight
o o o

Documents:
FILE: Sample Tax Return Upload pdf

iy Sl figues.

Uploaded Supporting Documents

The final section is a review of the information you have
provided. You can use the options at the top of this
section to print the page for your records, return to edit
any necessary sections if needed, and submit.



12 Final Submission

StateFarm

Your Audithas been submitted. Thank you for your business

You wil receive an email within the next hour containing your figures. If you have any questions please feel free to contact us.

Contact Information

cal: 888

852 oxt 3

Email: maila

The final screen after the information is submitted
will confirm submission and provide contact
information for any questions that may arise. You
will receive a confirmation email once the
submitted file has been received by ISG. Please
allow 24-hours for receipt of the confirmation
email.

13  Navigation Bar

StateFarm
@
o

TogOut Save RequestATime Extension Agentlafo FAQ Help

The navigation bar for the portal has options you
may find helpful and are available on each screen.
You can log out to complete the balance of
information at a later date, you can save your
progress at any time, request a one-time 30-day
extension from the due date (you are required to
provide an explanation regarding the need for the
extension), access your agent’s information, access
FAQ's, and request ISG assistance with any
question or issue you are experiencing.

14  Help Option

Help?

Need help completing your audit?
Call:  888-383-2966
Email: SEBOP@isg-se.com

Please enter your question or comments into the box below
and a representative from ISG will respond

Please allow up to 2 business days for a response.

The “Help” option currently shows ISG’s primary
customer service phone number and email address
for the mail audit group, and State Farm
policyholders will also be assisted by ISG staff via
these contact methods should they select the
“Help” option from the toolbar. If a question is
submitted via this section, the question will be
routed to a representative that will assist within 1
business day



15 Request An Extension

Request A Time Extension ~
Requesting a time extension on the due date is a
Pleace Read one-time option and will automatically extend for

If d ti t let dit, pl de thy bel - +i H
e s .o ata YU auri, please provide fhe feason heiow 30-days, should you need additional time for any
reason.

Need more time to complete your Audit?

The Current Audit Due Date reflects the original due date. The Extended Audit
Due Date reflects your new due date

Current Audit Due Date:  9/9/2023
Extended Audit Due Date: 10/9/2023

Please verify your email address
Email: [p @isg-se.com ]

Please verify your Name
Contact: [Brian Thomton |

Please fill in a reason you need more time to complete your audit

16  Agent Contact Information

Agent Information -~ . . 5
Agency information can be accessed and will
Sample Agent

Good Neighbor Agency reflect the information as provided to ISG with the
Address: 321 Beach Drive H :
City: Saint Petersburg po“Cy review order.
State: FL

Zip: 33703
Phone: 727-500-6000

Email:[Sample@GNagency.com|

Close

Thank you for your cooperation in completing your Business Owner’s Policy Validation!

Help?

Need help completing your audit?
Call:  888-383-2966
Email: SFBOP@isg-se.com

Please enter your question or comments into the box below
and a representative from ISG will respond.

Please allow up to 2 business days for a response.




