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Internal Staff

Adding a new user to the system (or upgrading an existing user)

e Loginto the IREG portal

e Add an external user by first selecting an insurance company.

e Add an internal user by clicking the “Administration” button.

o  After you have selected a company or clicked the admin button, click the Users tab

Department of Consumer and Business Services
nsurance iReg - Portal Home - User Management - User Management List

Entity Name: AAA LIFE INSURANCE COMPANY

Home Filings Taxes / Assessments Consumer Requests Reports ORHIM

Main Users Contacts Company Reg Ent - Add
Logon ID First Name Last Name Email Address

User Detail

0 TPASSWOX test password brian.t.nelson@stat
FPERSONA FAKE person brian_t.nelson@staty
PRESETXX password reset brian_t.nelson@staty
PRESETTX password resett brian.t.nelson@stat
STESTXXX splatter test brian.t.nelson@stat
ETESTAGX email testagain brian_t.nelson@staty
ETESTERX email tester brian t nelson@stat
Add User Edit User Remove User

e You can click on a user name from the list and then click the “Edit User” button or click the “Add User”
button to create a new user account.
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e Complete fields at the top of the screen as needed. Some fields may not show or may not be editable by

internal users.

Department of Consumer and Business Services
nsurance iReg - Porial Home - User Management Detail

Entity Name: AAA LIFE INSURANCE COMPANY

Last Name

Email Address

Home Filings Taxes / Assessments Consumer Requests Reports ORHIM
Main Users Contacts Company Reg Ent - Add
User List
Existing User
User Detail
Userld FPERSONA
First Name FAKE
Middle Initial a

person

brian t.nelson@state.orus

Phone: 503 9477051 ext.
Mailing Address

Line 1

Line 2

e  Make sure the “ORHIM External [or Internal] Demographics” box is checked. Then, click the “SAVE”
button. The options displayed depend on which type of user you are adding. When adding an individual to

a company, the individual is considered an “External” user. If you are in Administration mode, the user is
considered “Internal”

ORHIM External Demographics "

ORHIM External Payment User

ORHIM External User

@ Cancel Reset Password

e  The new user should receive an email within a few minutes, informing them of the new access.

Downloading the data

e  From the home screen, select Administration mode.
e  Click the “Reports” tab in the top row.
e Click the “ORHIM Demographics” link.
o This will take you to the download page within the Report Catalog.
]

Follow the on-screen prompts.
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Internal or External Staff

Uploading a data file or downloading a template

e  After logging in, an internal or external user can access the upload page by clicking on the top tab labeled
“ORHIM” and the secondary tab titled “Demographics”

Home  Filings  Taxes/Assessments  Consumer Requests  Reports ~ ORHIM
Reporting Upload ~ Reporting Status ~ Demographics nvoice  Payment History  Accounting Summary  Flag Management
To upload

Be sure the correct NAIC number is displayed

Click the "Browse" button below.

Use the file selector to choose the file to be uploaded

Once the file is selected, the name of the file should appear in the textbox below.
Click the "Upload CSV File" button

LSRR .

Once the file has been uploaded, it will automatically be processed for errors. If your file is found to have errors, you will need to re-upload
the file. At present. there is no way to correct a submitted file

NAIC Number 25232

Upload File Browse

Upload CSV File

e Toupload a data file, click the “Browse” button and select the file. Then click the “Upload CSV File”
button. The system will validate the upload and report any errors. If the file is error-free, the system will
display a success message.

o Ifatemplate is needed to create the upload file, it can be downloaded by using the template section to the
right of the upload section on the Demographics tab.

Assessment Upload Instructions

All uploads for this application must be in CSV (Comma
Separated Value) format. Use the button below do download a
template

Download a Template File

Rules for submitting CSV format files for this service

« No commas in numbers

« All values will be whole numbers

« First column must match the template

+ The file must contain a header and 3 data rows

e The history of all uploaded data can be found at the bottom of the Demographics tab. Once a file is
uploaded, it is automatically approved by the system and cannot be overwritten. If the file needs to be
replaced, an internal user can use the “Unapprove” button to the left of any given row to unlock the data

and allow a new file to be uploaded. Only internal users will see the “Unapprove” or “Approve” buttons.
HISTORY

10 v records per page

Quarter Start Quarter End Uploaded Status
04/2016 06/2016 07/25/2016 Approved 07/25/2016 Unapprove
01/2016 03/2016 06/28/2016 Pending Approve

Showing 1 to 2 of 2 entries

e Ifan internal user disapproves a data row, that row can be approved if it is not overwritten with an upload.
The upload history is displayed in reverse order, with the most current data at the beginning of the list.
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