MONTHLY REPORT FILING DETAILED INSTRUCTIONS

STEP 1

> In order to electronically submit your bail bond report you must first have your report available in an
electronic file format on the computer._Professional Bail Bond Monthly Reports are available in Microsoft Word
or Excel format on the North Carolina Department of Insurance website in the following location:

http://www.ncdoi.com/asd/asd licensee reports.asp

If a professional bail bondsman uses a different monthly report file type other than those provided by the
Department, the bail bond monthly report should be scanned as a PDF file or saved as a PDF file prior to submission.
All electronic monthly report file types need to be either Microsoft Word/Excel or PDF otherwise they will not be
able to be viewed by the Department.

STEP 2

> Access SBS Connect through the following website link: https://sbs-nc.naic.org/Lion-Web/jsp/login/login_lsx.jsp

» Enter SBS Connect Username and Password (RED ARROWS indicate on below screen print)

» SUBMIT

® If you have forgotten your username and password, please select the link under user name and password
fields forgot your name and password. You will need to answer the challenge question (your city of birth) and
your user name and password will be e-mailed to the e-mail address you registered when setting up your SBS
Connect account.

® The first time that you use SBS Connect to print your own license, you must first create your own personal
SBS Connect account and link it to your license by entering your National Producer Number (NPN). The NPN
is your NC license number. If you have not already registered and set up your SBS Connect account —you
need to follow the instructions to set up an account before proceeding:
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STEP 3

Once you enter your correct user name and password, you will see a License Print and Bail Bonds Filing option on the
home page of SBS Connect (RED ARROW indicates on below screen print)

» Select Bail Bond Filing Link

SBS Web Site | SBS Online Services | NAIC Services | MIPR Services | Help

Welcome Connect Help

John Smith ‘Ban Bonds Filing  (What is this?)

License Print (What is this?)

Update Profile
Change Password
Reqister Entity SBS 2011 Spring Release

Copyright ® 2011 National Association of Insurance Commissioners. All rights reserved.
Werisign: VST
Log Out Powered By
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License Administrator

STEP4

Once you select the Bail Bond Filing link, you will see a Select License Type screen. The registered licensee name will
already be filled in.

> Under license type, select Professional Bail Bondsman (RED ARROWS indicate on below screen print)

> SUBMIT

Select License Type

License No

Licensee Name | John Smith |

‘ License Type* | Professional Bail Bondsman V|
—
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STEP S5

»Select ADD ROW to submit your monthly report and complete entry of required information (RED ARROW
indicates on below screen print)
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Anachment Requirements and Instructions.
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STEP 6
» Complete Attachment Details Required Fields as follows (RED ARROWS indicate on below screen print):

0 Confidential data - should be no.

0 Under File Type - Select Monthly Report

0 Under File Sub-type - Select Month of report

0 Under File Description: Type the month and year of monthly report submission (i.e. May 2011)

0 Under Filing Period - Select year of monthly report submission (i.e. 2011)

0 Under File Ending Date - Enter 15th of the month due date of the monthly report filed (i.e. 05/15/2011)

Add Row for Attachments

Lacense Ho
Liconsae Name

License Type

Attachment Details
Al bedds wath sn ™ are required 1o be compleled pror to chclong “Submi button. Chick the Beowse * button to find a file on your computer. Chek "Submi” button to add & new atlachment row 10 your
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STEP 7
> Complete Required Fields as follows (RED ARROWS indicate on below screen print):

0 Total Amount of Qutstanding Liability - Enter the total dollar amount of outstanding liability as of the
last day of the month (i.e. 100000.00)

0 Total Amount of Outstanding Liability on One Individual - Enter the total dollar amount of outstanding
liability on one individual as of the last day of the month (i.e. 25000.00)

0 Last Name, First Name of Individual with Greatest Amount of Outstanding Liability — Enter the name of
the individual with the greatest amount of outstanding liability (i.e. John Jones). If more than one with

this same amount of liability, select individual based on alphabetic order of last name (i.e John Adams).

0 Custodial Securities Account Balance: Enter the total dollar amount currently on deposit in the
custodial securities account as of the last day of the month (i.e. 500000.00)

Add Row for Attachments
Licensy No
Licensse Name
Licansa Typa
Anachment Details.
All fields with an "™ ane roquicnd 16 b campléted pros to chicking Submit’ betton. Chek the Browas. ' button 1o find a fle on your computer Click Submil' bustan 10 add & naw attachmant row 16 you
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Step 8

» Under Attachment - File Name field - Browse your computer and select your electronic monthly report file and
submit (RED ARROWS indicate on below screen print)
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STEP9

» Under Fee Details - Total State Filing Fee - Enter O in the state fee field, submit (RED ARROWS indicate on
below screen print)

Add Attachments

License No

Licensee Name Srnith, John ‘

License Type ‘

Attachment Requirements and Instructions

Instructions: Professional Bzil Bond Monthly Reports are available in ~
Microsoft Word or Excel format on the North Carolina Department of Insurance?s
website in the following location:

hrep://wiw.nedoi . com/asd/asd licensee_reports.asp

If & professional bail bondsman uses a different monthly report file type or
program other than those provided by the Department, the bail bond monthly v

Attachment Details

Click the ‘Add Row’ button below to add a new attachment. To remave one or mare of the attachments, click the Delete’ checkbox to the left of the desired attachment. You can not delete attachments wi

have been already submitted or approved.
Delete Status Type Sub-Type Name Description Period End Date
] Pending Manthly Report April April 2011 Monthly Report doc April 2011 2011 0515/201°

o
Calculate Fees for Attachments Submitted

Total State Filing Fee($): Enter $0 below. ~

Professional bail bond reports are required to be filed electronically
pursuant to 11 NCAC 13.0521. The 535 Connect electronic filing service is
provided by State Based Systems (533). SBS charges transaction fees for each
monthly report filing. These fees are paid directly to 53§ by eredit card or
electronic check when the monthly report is electronically submitted. The fees
associated with electronic filing are the responsibility of the licensee v

S Total State Filng Fee(S)” [0 | (Calculated by licenses)
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STEP 10

> You will now be at the fee summary page which shows the itemized transaction fees. The two columns detail
the fee calculation for payment by credit card/debit card/PayPal account (first column), or online
payment from a checking account (second column). Click the Billing Details button or the electronic check

button and follow screen entry instructions for payment type selected.

Fee Description Fee Calculation (in Dollars)

State Filing Fee 50.00 50.00
Total State Processing Fee $0.00 $0.00
SBS Transaction Fee 55.00 55.00
Processing Fee 3018 5200

Total Fee $5.18 $7.00

=) Billing Details B___ 2 Electronic Check

STEP 11

> After successfully completing your bail bond monthly filing and paying the transaction fee, you will receive the
following confirmation and Transaction number for your records (RED ARROWS indicate on below screen print):
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o Conaratulations | I

Your attachment filing has been successfully submitted to NCDOI - Agent Services Division

s FPlease refer to Transaction No 9018746 when contacting the Department with Questions concerning your filing.
For assistance concerning your filing please contact:

Phone : 919-807-6800
Address: 1204 Mail Services Center
Raleigh, NC 27699-1204

Please print the page for future references.
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»  You will also receive a confirmation e-mail from SBS@naic.org confirming your successful file submission.

Sent:  Mon 2/28/20

From: sbs@naic.org
To: Shigley, Rebecca
e
Subject:

RIS Individual Attachment Confirmation

RIS Individual Attachment

Receipt

If you have a question about this process,
please contact the SBS Help Desk.
The contact information is:

Phone: 816/783-8990
E-mail: sbshelp@naic.org
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