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STANDARD OPERATING PROCEDURE (SOP) DETAILS

GENERATE INDICATION THROUGH 
RPS INNOVAS TUTORIAL

SOP#:________________         Revision/Version: Version 5.0     
Effective Date: 2013

Prepared By: Technical Writer Judy Thomas

Approved By: CEO Daniel O'Neal
   
Title: TUTORIAL: Generate Indication Through RPS Innovas 

Policy:  This tutorial serves as a standard operating procedure for generating indications
through the RPS Innovas tutorial.

Purpose: To provide agents and applicants with step-by-step instructions for generating an 
application through the RPS Innovas system. 

Scope: This tutorial covers the generation of an initiation through the RPS Innovas system. 

Responsibilities: Insurance agents are responsible for generating indications through the 
RPS Innovas system. 

Definitions:

Overview: This tutorial was created in 2013 to help agents and applicants generate indications 
through the RPS Innovas Executive Lines system.
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System Requirements

System Requirements:

This tutorial assumes that the user:

1. Is set up with an account in the RPS Innovas system. NOTE: If the user is not set up with an account
    in Innovas, they should contact their agency administrator for assistance. If the agency administrator
    is unknown, they should contact Melina Simmons at Melina_Simmons@rpsins.com or 312.803.6368.

2. Has access to the Internet

3. Has their SIC code available prior to beginning the application

Browsers and Operating Systems:

Innovas 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

Innovas works best on all of the following operating systems:

· Windows XP or greater  
· Mac OS X, 10.5 or greater

mailto:Melina_simmons@rpsins.com?subject=Requesting Account Set Up in the RPS Portal


5 / 22

Overview

Overview:

This tutorial was developed to assist the RPS appointed retail broker in generating up to three
initial indications for privately held companies and up to two indications for non-profit entities. 

It contains one section:

· I. Generate Indication

RELATED TUTORIALS:

· TUTORIAL: Log On to RPS Innovas System
· TUTORIAL: RPS Innovas Executive Lines Application
· TUTORIAL: Using the Search Insureds Feature in the RPS Innovas System
· TUTORIAL: Using the Search Quotes and Applications Feature in the RPS Innovas System
· TUTORIAL: Agency Administrator User Management
· TUTORIAL: Standard Agent User Management
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PART I–GENERATE INDICATION

PART I--GENERATE INDICATION:

This section illustrates how to generate an indication through the RPS Innovas system.
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1. Generate Indication | RPS Dashboard | Select Business

Generate Indication  | Risk Placement Services, Inc. Agent Dashboard | Select Line of Business: 

1. Click on the Executive Liability hyperlinked text. The Generate Indication | Executive Liability Web
     Applications page displays.
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2. Generate Indication | Executive Liability Web Apps

Generate Indication | Executive Liability Web Applications:

1. Type the applicant's five-digit zip code into the designated field. 

2. Click the Get Instant Quote hyperlinked text. The Generate Indication | Choice of Coverage / Business
    Structure page displays.
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3. Generate Indication | Coverage / Business Structure

Generate Indication | Choice of Coverage / Business Structure:

1. Type the applicant's SIC code into the SIC search window on the left sidebar. NOTE: If the SIC code number
     is unknown, type a description of the business into the SIC search window.  

2. Click on the magnifying glass icon next to the SIC search window. Listing(s) display in the field below.

3. Click on the correct SIC code, NAICS number and/or classification description to select. The industry
    dropdown in the middle, top left side of the screen populates with a related selection.

4. Click to select the applicant's business structure from the dropdown menu. 

5. Type the applicant's effective date (MM/DD/YYYY) into the field or select it from the calendar. 

6. Click to select the applicant's desired coverage.  

7. Repeat step 6 until all desired coverages have been selected. NOTE: Select as many coverages
    as needed.   

8. Click to select whether the applicant is seeking new or renewal coverage. 

9. Click the Next button. The Generate Indication | Insured / Billing Information page displays.
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4. Generate Indication | Insured / Billing Information

Generate Indication | Insured Information / Billing Information:

1. Type the applicant's name into the Insured Name field.

2. Type the applicant's doing business as name into the dba Name field, if applicable.

3. Type the applicant's street address into the designated field.

4. Type the applicant's city into the designated field.

5. Type the applicant's telephone number (XXX-XXX-XXXX) into the designated field.

6a. If the applicant's billing information matches the previously entered insured information address
      data, proceed to step 7. 

6b. If the applicant's billing information differs from their insured information address data, type their
       information into the designated fields.

7.  Type the applicant's email address into the designated field.

8. Type the preferred contact's first name into the Office Contact First Name field.  

9. Type the preferred contact's last name into the Office Contact Last Name field.

10. Click to select the preferred representative from the designated dropdown. 

11. Click the Next button. The Generate Indication | Common Questions page displays.
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5. Generate Indication | Common Questions

Generate Indication | Common Questions:

NOTE: The SIC code dropdown menu will be autopopulated with the applicant's previous selection.

1. Type the applicant's policy expiration date (MM/DD/YYYY) into the designated field or select it
    from the calendar.  

2. Type the applicant's private corporation total assets (XXXXXX without dollar signs or commas) for
     the last fiscal year into the designated field. 

3. Type the applicant's private corporation gross revenues (XXXXXX without dollar signs or commas)
     into the designated field. 

4. Type the applicant's private corporation net income or net loss amount (XXXXX without dollar
     signs or commas) into the designated field. 

5. Click to select whether the applicant's current consolidated assets exceed current liabilities.

6. Click to select whether the applicant has positive cash flow from operations.

7. Click to select whether the applicant's financial statements are audited annually by an
     independent CPA.

8. Click to select whether the applicant or any subsidiary has engaged in any mergers or
    acquisitions in the last three (3) years.

9. Click to select whether any mergers or acquisitions are planned for the next twelve months. 

10. Click to select whether the applicant is in breach of any debt covenants.

11. Click to select if any debt payments in excess of the most recent annual cash flows are due in
       the next 12 months.

12. Select the amount of years the applicant has been in business from the dropdown menu. 

13. Click the Next button. The Generate Indication | Directors & Officers page displays.
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6. Generate Indication | D&O

Generate Indication | Directors & Officers:

NOTE: The limit and deductible options will be available for selective comparison at the end of the application.

1. Click to select whether all owners of more than 5% of the applicant's equity have current board
    representation or a management role. 

2a. If this is new and not a renewal, proceed to step 3. 

2b. If this is a renewal, type the applicant's pending and prior litigation date (MM/DD/YYYY) into the
      designated field.

3. Click the Next button. A new question displays on the right side of the screen. 

4a. If the coverage is a renewal policy, click to select N/A.  

4b. If the coverage is new and not a renewal policy, click to select whether the applicant, any subsidiary or
      executive is aware of any act, error or omission that could give rise to a claim, suite or action under any
      proposed coverage, if coverage is not currently in force. 

5. Click the Next button. The Generate Indication | EPLI page displays.
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7. Generate Indication | EPLI

Generate Indication | Employee Professional Liability Insurance (EPLI):

NOTE: The limit and deductible options will be available for selective comparison at the end of the application.

1. Type the total number of employees in all U.S. states except California, Florida, Michigan, Texas and D.C.
    into the available fields, designating their full-time/part-time, union/non-union, independent contractor,
    leased employee, or seasonal temp status, if applicable. NOTE: Fields that are not applicable should be
    left blank.

2. Type the total number of employees in only Florida, Michigan, Texas and D.C. into the available fields, 
    designating their full-time/part-time, union/non-union, independent contractor, leased employee, or
    seasonal temp status, if applicable. 

3. Type the total number of employees in only California  into the available fields, designating their full-time/
    part-time, union/non-union, independent contractor, leased employee, or seasonal temp status, if applicable. 

4. Type the total number of foreign employees into the available fields, designating their full-time/
    part-time status.

5. Click to select whether the applicant has an HR Manual in place that is distributed to all employees.

6. Click to select whether there are written procedures for handling employee complaints of discrimination
    and/or harassment.

7. Click to select the estimated highest percentage rate of employee turnover for any of the past three years
    from the dropdown menu.   

8. Click to select whether there have been, or are anticipated layoffs, early retirement or reduction of
    employees greater than 20% in the past/next 12 months. 

9a. If the coverage is new and not a renewal policy, proceed to step 10. 

9b. If the coverage is a renewal policy, type the pending and prior litigation date into the designated field.

10. Click the Next button. A new question displays on the right side of the screen. 

11a. If the coverage is a renewal policy, click to select N/A.  

11b. If the coverage is new and not a renewal policy, click to select whether the applicant, any subsidiary or
         executive is aware of any act, error or omission that could give rise to a claim, suite or action under any
         proposed coverage, if coverage is not currently in force. 

12. Click the Next button. The Generate Indication | Fiduciary Coverage page displays.
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8. Generate Indication | Fiduciary Coverage

Generate Indication | Fiduciary Coverage:

NOTE: The limit and deductible options will be available for selective comparison at the end of the application.
1. Click to select whether any of the applicant's retirement plans are defined benefit plans. NOTE: If the applicant
     selects Yes in response to this question, they will be prompted to answer an additional question on defined
     benefit plans at the end of this screen.  
2a. If the applicant selected No the previous question, proceed to step 3. 
2b. If the applicant selected Yes to the previous question, click to select the type(s) of defined contribution
      plan(s) to be insured, if applicable.
3. Type the applicant's total number of employees currently enrolled in all plans into the designated field.
4.  Type the applicant's total asset value of all fiduciary plans combined for the last fiscal year into the
     designated field.
5. Click to select whether there are delinquent contributions to any of the plans.
6. Click to select whether the applicant terminated or reduced benefits on any plan in the past twenty
    four (24) months.
7. Click to select whether the applicant plans to terminate or reduce benefits in the next twelve (12) months.
8. Click to select whether there have been or will be anticipated layoffs, early retirement, reduction of
    employees greater than 20% in the past or next twelve (12) months. NOTE: If this question was
    answered on the previous EPLI screen, it will be autopopulated. 
9a. If the coverage is new and not a renewal policy, proceed to step 10. 
9b. If the coverage is a renewal policy, type the pending & prior litigation date (MM/DD/YYYY) into the
      designated field.
10. Click the Next button. A new question displays on the right side of the screen.
11a. If the coverage is a renewal, click to select N/A and proceed to step 12.
11b. If the coverage is new and not a renewal, click to select whether the applicant, any subsidiary or
         executive is aware of any act, error or omission that could give rise to a claim, suite or action under
         any proposed coverage, if coverage is not currently in force. 
12. Click the Next button. 
13a. If the applicant selected that none of their retirement plans are defined benefit plans, proceed to
        the 10. Generate Indication | Crime Coverage page.    
13b. If the applicant selected that any of the applicant's retirement plans are defined benefit plans, a
         new question displays on the right sidebar.
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9. Generate Indication | Fiduciary Coverage (Cont'd)

Generate Indication | Fiduciary Coverage (Cont'd):

1. Click to select whether the applicant sponsors any defined benefit plan that is less than 100% funded.

2. Click the Next button. The Generate Indication | Crime Coverage page displays.
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10. Generate Indication | Crime Coverage

Generate Indication | Crime Coverage:

1. Type the applicant's number of locations into the designated field.

2. Type the applicant's number of officers and employees who handle, have custody of or maintain
     records of money, securities or other property into the designated field. 

3. Click to select whether the applicant has any cash or precious metal exposure inside or outside
     the premises which exceeds the requested deductible.

4. Click to select whether the applicant conducts background checks on all new hires. 

5. Click to select whether the applicant conducts background checks on vendors prior to adding them
     to the authorized vendor list. 

6. Click to select whether the applicant prohibits employees who reconcile bank accounts from handling
    deposits, signing checks, and having access to check signing machines or signature plates.

7. Click to select whether the applicant requires at least two signatures on checks.

8. Click to select whether the applicant maintains internal controls such that no employee can control
     a process from beginning to end (e.g. request a check, approve a voucher, and sign the check)?

9. Click to select whether the applicant experienced any crime losses in the past six years, whether
     they claimed them or not.

10. Click to select whether the applicant's annual revenues or total assets changed by more than 
       25% over the past year.

11a. If the coverage is new and not a renewal policy, proceed to step 12. 

11b. If the coverage is a renewal policy, type the pending and prior litigation date (MM/DD/YYYY) 
         into the designated field.

12. Click the Next button. The Generate Indication | Prior Activities Information page displays.
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11. Generate Indication | Prior Activities Information

Generate Indication | Prior Activities Information:

1. Click to select whether any person or entity proposed for this insurance has been the subject of or involved
    in any litigation, administrative proceeding, demand letter or formal/informal governmental investigation
    or inquiry including any investigation by the Department of Labor or the Equal Employment Opportunity
    Commission within the last three years.  

2a. If the applicant selected No in response to the previous question, proceed to step 3. 

2b. If the applicant selected Yes in response to the previous question, type a detailed explanation
      into the designated field.

3. Click to select whether any person or entity proposed for this insurance had any crime losses
    within the last three years.

4a. If the applicant selected No in response to the previous question, proceed to step 5. 

4b. If the applicant selected Yes in response to the previous question, type a detailed explanation
       into the designated field.

5. Click to select whether the applicant is currently in bankruptcy, contemplating filing for bankruptcy in
    the next 12 months, or if the applicant's most current, audited financials contain a qualified opinion. 

6. Click the Next button. The Generate Indication | Carrier Selection page displays.
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12. Generate Indication | Carrier Selection

Generate Indication Submission | Carrier Selection:

1. Click the hyperlinked carrier name text to select the applicant's potential or desired carrier.

2. Repeat step 1 until all potential carriers have been selected. NOTE: The applicant can select an
    unlimited number of carriers. The selected carrier(s) displays in the right sidebar. 

3. Click the Next button. The Generate Indication | Intuitive Coverage Evaluation page displays.
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13. Generate Indication | Intuitive Coverage Evaluation

Generate Indication | Intuitive Coverage Evaluation (I.C.E.):

1. Click to select the applicant's primary, desired carrier criteria. 

2. Repeat step 1 until the secondary and tertiary carrier criteria have also been selected. 

3. Click to select the client's current carrier from the dropdown menu. 

4. Click the Get Score button. The carrier's I.C.E. score displays.

5. Click the Next button. The Generate Indication | Multi-Quote Summary page displays.
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14. Generate Indication | Multi-Quote Summary

Generate Indication | Multi-Quote Summary:

1. Click on the limit or deductible amount next to any of the carriers and under any of the lines of business. 
    The dropdown menu(s) displays. 
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15. Generate Indication | Multi-Quote Summary | Limits/Deductibles

Generate Indication | Multi-Quote Summary | Change Limits/Deductibles:

1. Click to select a new limit and/or deductible amount.

2. Click the Get Rates button at the bottom of the screen. The new rates display. 

3. Repeat steps 1 through 2 until the applicant is satisfied with the rate. NOTE: Please know that the
    information on this screen is merely a summary. Proceed to the next section for final terms and to
    generate a quote.

4. Click on the desired carrier's logo to begin binding a quote. The Quote Detail | Generate Quote
     Letter | Document Management page displays.

This concludes the Generate Indication portion of this tutorial.
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