Group setup instructions. Scribe™

This guide provides step-by-step instructions for effectively setting up a group plan
on the specified platform, ensuring that users can navigate the process with ease. By
following the detailed steps, individuals can streamline the selection of products,
establish billing schedules, and configure commission structures for agents. Viewing
this guide will help users avoid common pitfalls and ensure that all necessary
configurations are completed accurately, ultimately facilitating a smoother setup
experience.

1  Navigate to nfclife.com

2  Click here.
N-C
Y welcome
T Agent Train
i New croup Sep 16,2024

8% NFC Application Customize

Made with Scribe - https://scribehow.com 1


https://scribehow.com
https://test.nfc.calcfocus.net/policyadmin/home

3 Employer Information tab

mF‘O'le .| L fearch iy By M : V

MC Home > Groups > New Group a
Employer Code  Employer Name
Group Code
iﬁ Employer
Group Information
Type Status
NFC Sales Requires Attention
Company Information
Legal Name Group Name/DBA Federal ID(EIN)
Business Entity Type Number of Employees Email
~ 0
Phone Number Fax
. .
Billing Address
Street Line 1

Street Line 2

City State Zip

4  click next once finished

State Zip

State of Interview How is payroll premium rounded?

TX v ~

& Save MNext
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@ only have products selected you want to offer.

Product selection and rules

N-C

Employer
Products

Group Year
Group Contacts
Billing

Agents

Home > Groups > 10000

Employer Code Employer Name
10000 Bobs furniture

NFC Sales Products

HIR 1.0 Cancer 1.0 Accident 1.0 [ Accident Recovery With Sickness (@ Critical lliness 1.0

Add Product Rules

Product Name

All Products
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Employee Statuses

Active

Employee Work Periods

Full Time

Action

Eg

Agel



6  Action product rules

Accident 1.0 (@ Accident Recovery With Sickness (@ Critical lliness 1.0

Employee Statuses Employee Work Periods Action

Active Full Time #

@ You must click action to setup rules for product.
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7  Rule selections for products

@ HP1.0 @ cancer1.0 Accident 1.0 Accident Recovery With Sickness Critical lliness 1.0

ear Add Product Rules
ontacts i
Edit Item o
=
Eligible employee statuses Eligible employee work periods Required number of hours per week for
eligibility?
@ Active & Full Time Part Time
Yes @ No
What is the waiting period? e Adjust eligibility date to first of the Will Employer Coniribute to Premium?
wonth?
0 okl Yes @ No

O ves No

8 Click next page once completed

m Py v]Q s . ” AgentTrin

N-C Home > Groups > 10000
Employer Code Employer Name e
10000 Bobs furniture

NFC Sales Products
“} Employer

@ Products

HIP1.0 (@ Cancer10 (@ Accident1.0 (@ Accident Recovery With Sickness (@ Critical liness 1.0

Group Year Add Product Rules
[}
s Group Contacts Product Name Employee Statuses Employee Work Periods Action
[€3] Billing All Products Active Full Time [E4
A=| Agents
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9  Group plan year selection

E Policy ~ | Q, Search by Policy Number ~ Agent Train

Home > Groups > 10000

Employer Code Employer Name
10000 Bobs furniture

r Group Plan Years

Current Year Start Date Open Enroliment Start Date Open Enroliment End Date Action

+e Search

10 Setup plan dates

Current Plan Year? © Is this a short Plan Year?
[ ] . Yes © No
Plan Year Start Date Open Enrollment Start Date

i

Open Enrollment End Date
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11 Once done hit Ok

lew ltem

Current Plan Year? o Is this a short Plan Year?

a  Yes @ No

Plan Year Start Date Open Enroliment Start Date

| 10/1/2024 = | | 9/17/2024 =
Open Enrollment End Date

| 9/27/2024
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Employer
Products
Group Year
Group Contacts
Billing

Agents

Just hit next

Py & o
Home > Groups » 10000
Employer Code  Employer Name i
10000 Bobs fumiture
Group Plan Years + Add
Current Year Start Date Open Enroliment Start Date Open Enroliment End Date Action
0ct1,2024 Sep 17, 2024 Sep 27,2024 # W @
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13  Hit Add for Group contacts

N-C

Home > Groups > 10000

Employer Code  Employer Name s
10000 Bobs fumniture
Group Contacts + Add
i" Employer
Primary Name Phone Number Email Roles Action
0 Products

¥ Group Year
g Group Contacts
[€3] Billing

|&=| Agents

® Save & Next
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14  Group contacts page

15 Hit ok once done
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16 Then hit next

Primary Name Phone Number Email Roles Action

v Bob Happy Human Resources Contact Z @

® Save

17 Billing page

E m"“"“ Al ik V

Home > Groups > 10000

Employer Code Employer Name
10000 Bobs furniture

Group Billing

Billing Day Of Month Billing Effecti Billing Effective Year

1 ~
ear Billing Frequency

Monthly v
ontacts

e

nclude Past Due Amounts L] include Terminated Details

Yes € No Yes @ No

Deduction Schedules

+ Add

Rule Name Payment Mode Action
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18 Hit add for deduction schedule

Include Terminated Details e
~ Yes @ No

Payment Mode Action

19 Generate payroll deduction scheudle for your records

Rule Name Payroll Frequency
Default v

Bill Timing Billing Lead Days

In Arrears ' 20

First Payroll Date erate Payroll Deduction Schedule?

10/11/2024

_ Plan Year Payroll Deduction Dates

SequenceWithinyear DeductionDate Action
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20 Click here.

v 20

e Generate Payroll Deduction Schedule?
&= ‘ O Yes  No

yroll Deduction Dates

inYear DeductionDate

21 Click next page

Include Past Due Amounts o

Include Terminated Details o

 Yes @ No " Yes @ No
Deduction Schedules
+ Add
Rule Name Payment Mode © Action
Default Monthly [# Mg
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22 Commission setup

Policy ~ | Q, Search by Policy Number ~ Agent Train

* 10000

Employer Name e
Bobs furniture

Agent Number Agent Name
9998 Agent Train
45 Add Agent
Agent Number split Commission Type Action

@ If you are the only agent getting paid commission, then just scroll down and hit
next.

Add agents you want to pay commission on the group. The % you give other
agents is based off of your total commission.

You can add an agent based on what they write only or for the whole group.
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23 Click here.

spiit @

o0

Commission Type

24 Click here.

0

Commission Type
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25 Click "The percentage of commissions the enroller is to receive for premium they
write. The percentage amounts entered reduce the Sales Contacts commis..."

o The percentage of commissions the enroller is to receive for entered reduce the Sales Contacts

commissions.

26 Click "Group Split - Percentage allocated for agents involved with the group that
are not enrolling. The percentage amount reduces the Sales Contact pe..."

o Group Split - Percentage allocated for agents involved with the group that are not enrolling. The percentage amount reduces the Sales Contact
percentage. Paid on Premium Written - The enroller(s) is paid for all premium they individually write. If Group Splits exist, enrollers are paid first.
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27  Submit and wait for home office approval.

Policy v Q se
N-C Home > Groups > 10000
Employer Code  Employer Name

» 10000 Bobs fumniture

{f} Employer Agent Number
9998

(@ Products
¥ Group Year
B % Agents
©  Group Contacts
- Agent Name Agent Number
[€3] Billing
A5 Agents
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split

Agent Name

Agent Train

Gommission Type

® Save

- Agent Train

488 Add Agent

Action
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