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Main Screen

Functionality of the main menu buttons is described below and the following sections explain
each in detail.

“Facultative Application Console

* 0 00 Facultative
* 0000 Application
e o000 Console

Case Managem ent

Reporting

Administrative Services

RGA

Figure 1: Main FAC Console screen.

Case Management

First step in adding cases to the system. Once the case is entered, choose this button at any time to
modify case information, including reinsurer responses. This section of FAC Console also
contains reinsurer and ceding company personnel contact names, addresses and phone numbers.
System privileges defined at installation allow all FAC Console users to proceed into this section.

Reporting

FAC Console comes with a handful of standard popular reports that are designed to aid in case
management. FAC Console places no restrictions on the creation of reports using the MS Access
database. Users with either the Administrator or Reporter privilege can preview and print reports.

Administrative Services

Primarily used at the time of installation to initialize system settings for the specific machine.
You must have Administrator privileges to modify these values.
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Privileges

A FAC Console administrator at your company enters your name and user privilege into the
system. Your privilege level establishes your access in the system and is obtained from your
network information. You will always get the message in Figure 2 if your machine is not
connected or logged into a network.

If you have problems logging into the system and see a message box similar to the following,
contact the FAC Console installation person.

“z:* Facultative Application Console Login

» e ® 8 & Facultative
« s 0 00 Application
s 080 Console

RGA

Figure 2: Message box that appears when FAC Console does not recognize your user privilege.

FAC Console has four privilege levels — Administrator, Case Administrator, Case Manager, and
Reporter.

Administrator

Administrator can add or modify facultative cases, enter reinsurer responses, add, change or
delete reinsurer or ceding companies and contacts. The user can also preview and print reports
and enters the information for the delivery methods via the Administrative Services button.

Case Administrator

The Case Administrator can add, modify and review all the information concerning any case that
is in the system. They may send any case queued by any user, but may only send one case at a
time.

Case Manager

The Case Manager can add, modify and review all the information concerning any case that is in
the system. The user can only send cases where they are the administrator.

Reporter

As the Reporter the user can review all the information concerning any case that is in the system.
The user can also preview and print reports.
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Case Management

** Make sure you have configured Administrative Services before continuing.

“" Case Management

Filz Help

Submit Case Chrl+S

Queue Case Chrl+Q

Print Cover Letter CtrH+P

Restore Tab Chrl+R

Search Chrl+H Benefit LContacts Response My Cases
Main Screen CtrkM ! [ View Preview Mumber Of Applicants
Hew Case Chrl+Hh *First Marne:

Exit Case CLr+E

Exit FAC Chrl+F

Middle Mame:

*Last Mame:

* ¢ # 800 Facultative sH

s00000 Apphcanon “Date of Bitth: [1ibi /DDA

ceoe@00® Console “Bith County: [United States -
“Birth State: 7

Residence County: | United States =
Residence State: i

Occupation:

Selected Documents:  Browse Entered Date: | 7/ “Product/Plan lm
Path File: Hame: Ok to Send?]  Original

T T = User Def Text: l—
I~ I

Al » = |(°- Male  Female |||7 Primary |
Refer To: Impairments:

" Smoker™ Mon Smaker hd | -

=l [O#lcohal |
[ athiitis ™ Joint Case Additional Applicants

i [N = =

Figure 3: Case Management screen displaying the File menu.

Clicking the Case Management button on the main screen (Figure 1) will display the above Case
Management screen. This screen can be divided into three sections—top menu, pertinent case
information, and case management tabs. Each section is fully explained on the following pages.

Short cut menu keys allow navigation through use of the keyboard instead of the mouse. Hold
down the “Alt” key and press the underlined letter to quickly navigate to that screen. For
example, pressing the “Alt” and “B” while on the Application tab will bring the Benefit tab
forward.

Top Menu
Top menu of this screen contains these options:
e File/Submit Case

Starts and delivers the current case that is displayed on screen to the Submit
Utility.

o File/Queue Case
Sends the current case that is displayed on the screen to the Submit Utility.

o File/Print Cover Letter

Prints a cover letter to default printer containing generic case information.
o File/Restore Tab

Refreshes the information in the Applicant, Benefit or Contacts tab to the data
currently stored in the database. For example, this menu item may be used to
refresh data if information was inadvertently deleted or if the Additional

Applicants button on Figure 3 was mistakenly clicked.
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o File/Search

Use the following screen to search for a case by entering either the last name of the
applicant or the application number then click the Search button.

# Search for a Case x|
— Search by Applicant's Last Mame

Last Mame: ||

Wildcard Character: %

— Search by Application Mumber

Application Mumber: I

‘wWildcard Character: %

Search ... |

If more than one case results from the search, the above screen expands to the
screen below. Double click on an applicant name in the table to select a case or
click the New Search button to start a new search.

“ZSearch for a Case il
~Seach by Applicant’s Last Name Last hame | First Name | Middle Mame | DOE | Application ... |
P Fesler Hannhah 2/1441933 123
4 -
Last ame: | Srith Mary /31990 wyz

‘Wildeard Character: %

— Search by Application Mumnber

Application Nurnber. I aore than one applicant matches thiz search criteria. Double-click the corect applicant to
\Wildoard Character: 2 view that appliant's caze or click ME'W SEARCH to generate a new zearch.

Search .. | QK Mew Search Cancel

e File/Main Screen

Exits the Case Management section of FAC Console and displays Figure 1, main
FAC Console screen.

e File/New Case

Prompts to see if you want to save the current case then clears all information on
the screen. Use this feature when you want to add a new case.

o File/Exit Case

Clears all the information on the screen.
o File/Exit FAC Console

Closes the FAC Console program.
e Help/About

Provides version and system information.
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Pertinent Case Information

= Case Management ;IE' il
File Help

*Tatal F. it ::

111111 $1.111.00 acultative
pplication
onsole

Applicant Benefit LContacts Responze My Cazes

¥ View Preview  MNumber OF Applicants: |1
Dl@lnl @l %Ilaﬁ nl“l Q|Q|¢*|@|E| “First Name: IMarkpp—l_
2] @|@|@|‘WD|M@ &8 @[ ] m| Middie Mame: [aan
& “Last Marne: W
ssw: [
*Date of Birth: W

STUTOONY . |, o0 - =0 f

“Birth Cauntry: W
- e - = “Birth State: h
'_ L Residence Country: W
||:||-Iah| &t Residence State: ﬁ

Occupation:

Selected D b Browse Entered Date: |12/24/2002
elected Documents: ntered D ate: I “Product/Plan [hole Lie —
Path File M ame Ok to Send?|  Original
User Def Text: I

1 X
K1l * Male  Female |||7 Prirnary |
Refer To: Impairments: |(" Smoker @ Non Smoker| P I N I

| [0 seahl i’

O ntbuitiz

[~ Jaint Case Additional Applicants |
LI [ [T LI -

Figure 4: Case Management screen displaying the Applicant tab.

General case information is the next section. Figure 4 shows that these fields are visible no matter
which tab is opened. The following table defines each field, their possible values, and definition.

Field Name | Value Comments

ﬁpphcatlon Any number or Enter reference number for the case—two cases can have
character the same value.
combination

Type in an application number then click the Get button to
search for a case. A grid will appear if more than one case
matches this Application number. For a wildcard search
insert a ‘%’ into the application # field and click the Get
button.

Total Face

Amt Any positive number | Enter total face value for this case.

Case Status e Retained Administrator updates the status of the case. A closed case

Declined (Retained, Declined, Terminated, or Placed) cannot be sent
* Lecine to the Submit Utility.

e Terminated A ceding company can customize these values to

e Placed correspond to their business but the Open value must be
kept in the list.
e Open
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Application Management Tools

Case Management Get App Button
‘Retrieves case after either the application number or wildcard (%) is entered
into the Application # field.

Case Management New App Button
‘Closes the current case being modified and allows for entry of a New Application.

Case Management Change App # Button
‘In the event that an application number needs to be changed, the Change App # button
allows for the modification of existing Application numbers.

Case Management Delete App Button
‘Once a case is open the Delete App Button may be used to remove a case from the
database. This can be used to remove old or unwanted cases.

Case Management Tabs

The following outlines each of the case management tabs. Sequentially proceed through these
tabs starting with the Applicant tab on the far left when entering new case information. Move to
the next tab on the right (Benefif) after all the required information is entered. If required
information on the Applicant tab was not entered or invalid, the program will not proceed to the
next tab and a prompt will instruct you on what information is missing.

Applicant Tab

Figure 4 displays the Applicant tab, which gathers images, associations with other cases, and all
applicant information for a specific case.

Step 1—Gather images:

e Click the Browse button to navigate to an image of a document that you want to include
with this case then select the file. The image will appear in the window plus the path and
file name will populate the table. Contact the FAC Console installation person if the
image you are viewing appears outside the FAC Console application.

o Double click on another file name in the table to view other images.

o Remove an image from the case by highlighting the row in the table then press the
Delete key.

e The Ok to Send? box is checked as a default when an image is added. Uncheck this box if
you do not wish to send the image to the reinsurer at this time. This will change the Status

to Hold.
e First time an image is added to a case, the Original box, a system only editable field, will
be checked.
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Scroll right to view image Status; a value that the system updates. This value depends
upon the state of the image in the delivery process. An image can be in a Pending or Hold
state. If a delivery method fails, the image will remain in the Pending state.

Step 2—Associations with other cases:

Enter comments in the Refer To box to connect this case with another. It is strictly a
comment field that allows a person reading the comments to know what other cases are
associated with this specific one.

Step 3—Remaining fields describe each applicant for this case:

Primary applicant information is entered first; therefore the Primary box is checked.

All required fields on the screens are denoted with an asterisk (*). Required fields are
First and Last Name, Date of Birth, Birth Country, Birth State (only if birth country is US
or Canada), product/plan, gender, and smoking status.

SSN (Social Security Number) does not require dashes.
It is required that the birth date not be later than the current date.

Birth Country and State as well as Residence Country and State have drop down menus
that allow for the proper selection.

Product/Plan will be set as your Default (which you can set up under Administrative
Services).

Select the impairment type for the applicant. It is possible to select more than one
impairment per applicant.

Each time the Additional Applicants button is clicked; these values will be cleared for the
new applicant then their information can be entered.

The system updates the value in the Number of Applicants box when you save the
applicant information by clicking the Additional Applicants button, moving to another tab,
or scrolling to another applicant’s information.

Scroll through the list of applicants by clicking the “<” and “>" buttons. These buttons
are located above the Additional Applicants tab.

User Def Text and User Def Number are fields that are available for the ceding company
to define and use at their own discretion. These Labels may be modified in
Administrative Services on page 20 under the Dynamic Settings Tab. (Figure 19)
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Benefit Tab (Optional)

7% Case Management = |E||5|
File Help
“Application H: *Total Face Amt:

11 $1.111.00 Open =] + s 0 088 Facultative
+ = 2 880 Application

Rezponze

Case Status:

Applicant Benefit LContacts My Cazes

—Applicant

Mame: |MarkAIan Michals < | >, |

— Benefit Information

*T otal Reinsurance &m; |$1 111.00 Ceding Co. Rating: I“UU: 5TD 'I
WP Ak |$2,DDEI.EID Uszer Def Text: ||
ADE Amount: |$EI_EIEI User Def Mumber: IU

— Internal Ceding Company Comments for Entire Case

Figure 5: Case Management screen displaying the Benefit tab.

Enter benefit information for each applicant by scrolling through the list of applicants using the
“<” and “>” buttons. The Name of each applicant was entered on the Applicant tab and cannot be
modified on this screen.

Total Reinsurance Amt is the only required field that must contain a value for each applicant. Use
the drop down menu to select the proper Ceding Co. Rating. W/P Amt, ADB Amt, and Internal
Ceding Company Comments for Entire Case are entered on an as needed basis.

This screen provides error checking which ensures that the 7Total Reinsurance Amt cannot be
more than the Total Face Amt.
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Contacts Tab

" Case Management ;Iglil
File Help

“application #: *Total Face &mt:  Caze Status:

111111 $1,111.00 m + s 8 880 Facultative
o @ Application

Applicant Berefit ‘Contacts! Fiesparise
— Reingurer Contacts
Reinsurer Contact Delivery Method Send To |
Holmes Ella Beth E mail I =]
MG Linda Meserve IMG Estranet x|
Reinzurance Group | Mark Michaolz Reinsurance Group of Americ x|
2| Reinsurance Group ¢| Tinn Christ Reinsurance Group of Americ |
2| Fieinsurance Group o| Dean Parkinson Feinsurance Group of Americ x
I Reinsurance Group o|Amy Leeker Reinsurance Group of Americ | _I
FlReinsurance Group of Test Testing Paper |
1El Swiizz Be Kannan Thinvennadam Swizs Be Futranet x
— Ceding Contacts
: “Administrator: IKannan Thirvengadamn j
“Ceding Company | G4 j
*Undenwriter: IJ_'r'ITl Barmes j

— Comments to all Reinzurer Contact:

— Comments to Specific Beinsurer Contact

Reinsurer Contact: j Save |

Save [Queue] Case

Figure 6: Case Management screen displaying the Contacts tab.

Step 1--Use the Contacts tab to select the reinsurance contacts that will receive this case.

e Scroll to the desired row.

o Check the Send To box to send it to this contact.
Step 2—Administrator defaulted.
Administrator for this case automatically defaults to the person who is initially entering this case
information. The default is derived from the current FAC Console user name. Note that it is
possible to transfer this case to another Administrator by using the drop down list to select a
different person.

Step 3—Ceding Company defaulted.

Ceding company defaults to the administrator’s ceding company, which is defined on the Ceding
Company tab. (page 28)
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Step 4—Select Underwriter.

Use the drop down list to select an underwriter for the case.

Step 5--Comments can be sent to all selected reinsurers or use the specific comment box to give
private information to a reinsurer contact.

The comment fields can be used to inform reinsurance companies that the case being sent to them
is not a new case, or that the reason this case is being sent is because additional papers are now
available and included.

e Select the Reinsurer Contact from the drop down list.

e Enter the correspondence.

e The Save button must be clicked to save the comment.

e To clear a comment, select the reinsurer contact from the drop down list then erase the

comment and click save.

Step 6—Case finished. You may now Queue the case to the Sender Service by clicking the Save
(Queue) Case button. This will queue the case to send at a predetermined time which you can set
up under the Administrative Services or Queue the case and open the Sender Service for case
submission by clicking the Submit button. This will send the case immediately.

The following options are available now that all the case information is entered.
o Exit this case until it is ready to be sent to a reinsurer.

O

O

Select File/Exit Case from the Top Menu to remain in the FAC Console
application.
Select File/Exit FAC Console to close the FAC Console application.

e Send case to Submit Utility.

o Select Save(Queue)Case button to send case to the Sender Service queue. OR

o Select File/Queue Case to send case to the Sender Service queue.

o Select Submit button to immediately transmit the case with the Sender Service OR

o Select File/Submit Case to immediately transmit the case with the Sender Service.
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Response

‘%" Case Management ;lglﬂ
Fil=  Help

*Application #: *Tatal F. Casze 2
ERERER $1.111.00 = acultative
Apphclatlca n
Applicant Benefit LContacts Reszponze
Add Benefit I Expand Al I
App@onlD FirstNa_me Stﬁme Mame Hza_insuranceAmt |
111111 Mark Michols Life $1,111.00 -
B 111111 Mark Nichals ‘W aiver of Prem |$2.000.00
Reingurer  |Status Approved Amt  |Final Rate Type iz Amt | Placed Amt It
Reinsurance Gr $0 0 0 $0
Reinzurance Gr $0 0 0 $0 |—
Swizz Re $0 0 0 $0
Canada Life $0 0 0 $0
Cologne $0 a a $0
Allianz $0 0 0 $0 =
e i A A w0
| »
Reing Status: | =l Final Rate: | x| Reinsurers Comments:
Approved Amt: I Final Flat Extra Code: I vl LI
Flaced Amt: I Final Flat Extra Time: I
Initial Fate: I - I Final Flat E xtra Amt: I
Initial Flat Extra Code: I vI User Def. Test: I _I
-
Iritial Flat Estra Tirne: I User Def. Murm: I
Initial Flat Extra Amt: | Print | Save |

Figure 7: Case Management screen displaying the Response tab.

This tab organizes the reinsurer contacts response for each applicant and benefit. It is available
anytime after the successful creation of a case. Each applicant and benefit must be underwritten
for joint cases.

e The first column in the table contains a “+” or “-*“ and it corresponds to a reinsurer contact. A
case can be sent to more than one contact at the same reinsurance company. Click on the “+”
or “-““ to expand or contract the benefit information.

e The next column defines the Name of the Reinsurance Company and contact.

e Following columns (Surname and FirstName) identify the applicant.

(1313

Each applicant can have multiple benefits. This information is displayed in a row format under

the applicant.

e Reins Status is a drop down menu that contains the following values-- accepted, declined,
tentative, accepted partial, preliminary, and tiebreaker. State of each benefit is manually
tracked by using this field.

e Approved Amt is the amount of risk this reinsurer contact is willing to accept for this benefit.
o Enter the Placed Amt. Note that there is no check to insure that the placed amount does not
exceed the total face amount. A case will programmatically change status from Open to
Closed if all placed amounts are equal to or greater than the reinsurance amounts for each

benefit in the case.

o Select the Initial and Final Rates from the drop down lists.

e Reinsurer Comments box is available to capture any extra information for each benefit. The
message in the reinsurer comments will change according to the benefit row selected in the
grid.
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Add another applicant benefit, from a reinsurer, by selecting the Add Benefit button. This feature
may be used when a reinsurer responds to a case with a benefit that was not originally sought
when the case was created. This button causes the following screen to appear.

‘" Add Row to Response Grid

To add a row ta the Responge Grd without having to submit the case, select an Applicant and type in a Benefit amount followed
by clicking "OK". Only one raw at a time may be added uzing this zcreen.

—Applicant

Marne: |JDthacob < | h |

— Benefit Infarmation
*T otal Reinsurance Amt: IEDDDD User Def Text: |
W AP At | User Def Hum: |D

DB Ame: 11000

Ok I Cancel

e Use the “<” and “>” to select the applicant.

e Enter the additional benefit information.

e C(Click the OK button when finished.

‘s Case Management

cultative
lication

&P p
Delete App ahsole

Applicant Benefit LContacts Response
Add Benefit Expand &l |
Applica_tionID |F\rstNaﬂ |Sumﬂe |Naie |F|e_insu|anc:eAﬂt |
B {11111 | Mark | Nichols |Life: $1.111.00 -

Reinsurer  [Status Approved Amt | Final Rate Type e At |Placed Amt Init
Reinzurance Gr 0 1] 1] 0
Reinsurance Gr|Accepted 0 100: 57D Temp |0 1] 0 o:
Swiss Ae ] 1] 1] ]
Canada Life 0 1] 1] 0 |
Cologne 0 1] 1] 0
Allianz 0 1 1 0
ING 0 1 1 0 =
— R
Rieins Status: | =l Final Rate: | x| Reinsurer's Comments:
Approved Amt: I Final Flat Extra Code: I vl ;I
Flaced Amt: I Final Flat Extra Tirme: I
Iritial B ate: I vl Final Flat Extra Armt: I
Initial Flat Extra Code: I vl Uszer Def. Text: I _I
Initial Flat Extra Time: I User Def. Mum: I
Initial Flat Extra Amt: | Print | Save |

Figure 8: Case Management screen displaying the Response tab shows the results of adding an
Accidental Death Benefit to the primary applicant.

Use the Collapse All button to condense and hide all the benefit row information for each
reinsurance contact. Once selected, this button changes it name to Expand All. Expand All
provides details for each benefit.
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My Cases

¥ Case Management ;Iglil
Eile Help

=Application H: *Total Face Amt:

~age Status:
£0.00 MI = » o ® 8 ® Facultative
cssa0d m:apllclatlcan
oy —— T Delete App * o880 Console

=}

Applicant Eenefit LContacts Response

Submizsions T Feplies ] IV iew Sent
Reinzurer Application| D Total Face Amt Reqguest D ate Caze Status Last Errar
o 111111 $70,000.00[ 0O7FA7A20031:41:26 pm | Sent Success -
Reinsurance 222222 $3.000,000.00| 0OFA1E/2003 8:59:14 am [SENT MO FILES ATTACHED App
i 222222 $3.000,000.00 O7A7A20031:47:47 pm | Sent Success
i 333333 $E0.000.00 07 A7A2003 1:46:55 pm | Sent Success
i 444444 $50,000.00 0772003 1:47:04 pm | Sent Success
i 555555 $230,000.00 0772003 1:458:33 pm | Sent Success
i EEGEEE $70.,000.00 O7FAEA2003 3:21:21 pm | Sent Success

8| il

Change Caze Status Failed Cazes Only
Ir Delete I Resend I REFRESH | ’7 Delete Al I Resend &l I

Figure 9: Case Management screen displaying “Submissions”.

(note: This Tab will only be useful for cases that have been submitted using the Sender Service
and/or the Response Polling Service)

The Submission tab organizes the cases for each user so that they may view the current status of
their cases. From this tab cases may be resent or deleted from the queue. The Resend All and
Delete All buttons only affect those cases which have failed.

Case Managers will only see their own cases, Case Administrators and Administrators will be
able to see all users cases thus this tab helps them micromanage the cases sent by other users.

You may click the column headers to resort your cases to your desired view. Each time you
reenter this tab the view will reset to show the failed cases first.

Step 1—Resending a Case

Make your selection from the table of cases that you would like to have resent. Click on the
Resend Button which will retransmit your case. Any case may be resent in this way, but the
Resend All only effects the cases which have failed previously.

Step 2—Deleting a Case (This is only useful for cases which are Pending or have Failed.)

Make your selection from the table and click on the Delete Button. The status of that case will
now be set to sent. The Delete process only sets the status on cases which have modified the
status of the failed cases to “sent”. This is useful to remove cases from the queue which have
been transmitted to the reinsurer through other methods.
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ase Managemenk

*Total Face Amt;

FESETS $903.030.00  MOpen =]

Applicant

Eenefit

Lontacts

Facultative
pplu ation

Responze My Caszes

Subrnizzions

if

[V View Received

R einzurer

Applicationl Dy

47588535

Request Date

DS.:"D3.-"2DDB 1158:3? am

Case Status

arm | Pending

Last Erraor

Reinsurance Fending Mo F!esponse W’altmg fDr Fietr_l,l #10 Df 24 TD E
R einzurance 47592481 | 09/03/2003 11:58:40 am | Pending Casge Statuz iz Pending Retry #10 of 24
Reinsurance 47592481 | 09/03/2003 11:53:43 am | Pending Caze Status iz Pending Retip #7 of 24 b
R einsurance 47613918 09/03/2003 11:58:46 am | Pending Mo Response. "W aiting for Retry #2 of 24 To Cc
Reinsurance 47598721 | 09/03/2003 11:58:49 am | Pending Mo Rezponse. "W aiting for Retrp #2 of 24 To Cc
Reinsurance AYE07FYEE| 09/03/2003 11:58:52 am | Pending Caze Status iz Pending Retry #2 of 24

R einzurance 47619916 09/03/2003 11:58:54 am | Pending Casge Statuz iz Pending Retry #2 of 24

R einzurance 47605343 08/27/2003 8:42:40 am | Recerved Success

Reinsurance ATE0E320( 08272003 8:42:44 am |Received Succesz

Reinsurance E2870696 | 09/02/2003 12:08:54 pm | Received Success

Reinsurance A7RE3572 | 09/02/2003 12:08:57 pm | Received Success

R einzurance A7E01 318 09/02/2003 12:09:00 pm | Received Success

R einzurance 47611271 08/27/2003 8:13:36 am | Recerved Success

Reinsurance ATE0S369 |  08/27/2003 819342 am | Received Succesz

Reinsurance 47E11693 |  08/27/2003 8:19:45 am |Received Success

R einzurance 47584330 0842772003 8:35: 26 am | Recerved Success

Reinsurance E3E38830( 08/27/2003 8:36:10 am | Received Success

R einzurance 47633427 08/27/2003 8:37:13 am | Recerved Success

Reinsurance ATRIZYTA 08292003 7.55:09 am | Received

KT

Succesz -
2

Reszend

— Change Casze Status

Clear

| REFRESH

Figure 9a: Case Management screen displaying the “Replies”.

The Replies tab organizes the cases for each user so that they may view the current status of
Reinsurers regarding their cases. From this tab cases may be resent or cleared from the queue.

Case Managers will only see their own cases, Case Administrators and Administrators will be
able to see all users cases thus this tab helps them micromanage the Reinsurer Responses sent by

other users.

You may click the column headers to resort the cases to your desired view. Each time you reenter
this tab the view will reset to show the failed cases first.
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Reporting

A list of reports is displayed by clicking on the reporting button on the main screen (Figure 1).
This screen is available for users with administrator or reporting privileges.

To view a report, double click on a report name and enter any input information. Some reports
limit the amount of output information through a date range input value. These reports are
denoted by the words “—Date Range” added to the report name. Input the required date in the
format mm/dd/yyyy. The table below describes all the standard reports, input parameters and
output information.

If you are having difficulties in understanding the relationships in the database, contact the RGA
Help Desk at 888-436-2655 or helpdesk@rgare.com.

% Fac Console Reports - |EI|5|
FAC Console Reports
 AllSent Cazes by Date Fei :
einzurer:
" Sent Cazes by Reinsurer I LI
= Sent Casss by Beinsurer and Date
Al Placed Cases Date:
¢ All Placed Cases Placed by Date |1 2/14/2003
and
¢ All Open Cazes |D1 1442004
Al 0pen Cases Entered by Date
= Surnrnany of Best Offers by Beinsurer Ceding Contact:
) Summary of Best Offers by Beinsurer and Diate I LI
= Queued and Pending Cazes
= Responze Check by Contact(s)
£ Average Reply Time by Reinsurer Run Selected Report | E =it |
Figure 10: Reporting screen.
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Report Name Description Input Parameters Output Values
All Cases With | List all cases that Can limit report e Ceding company
Sent Status have been sent to according to when the name
reinsurers. case was entered into o Contract b
the FAC Console ontract number
system by specifying e (ase Started--date
the opening and closing case entered into
date range. FAC Console system
e Reinsurance
company name
e Request sent date—
date case was
actually sent.
All Open Cases | Lists cases by Can limit report e Reinsurer name
reinsurers where according to when the
. . e Contract number
the case status is case was entered into
open. the FAC Console e C(Case entered date
system by specifyin .
Y Y speciiying e Last date delivered
the opening and closing
date range.
All Placed Cases | All cases where the | Ability to limit the e Reinsurer name
system assigned report according to
ystem & p & e Contract number
status is closed and | when the case was
the placed amount | placed by specifying e Delivered date—date
is greater than zero. | the opening and closing case was sent.
date range.
£ e Placed date
e Amount placed
Average Reply This report lists, for e Reinsurer name
Time for each each reinsurer .
; ) e Reinsurer contact
Reinsurer contact, time

between the date
the case was sent
and their response.

name
e Time in days

e Contract number
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Report Name Description Input Parameters Output Values
Cases for a Summarizes case e Reinsurer name e Reinsurer name
Reinsurer information for a .
. e Opening and e Contract number
reinsurer. )
closing date
e Total face amount
range when the
case was e Applicant name
entered into the e Applicant impairment
FAC Console pp p
system e Initial rating
e Reinsurance placed
amount
e Final rating
Queued/Pending | Lists all cases e Reinsurer name
Cases where the status of e Contract b
the delivery method onfract number
is not equal to sent. e Status of delivery
Only the UPS method
Online method will
e Total face amount
have a status of
queued. e Applicant name
e Impairment name
e Initial rating
e Reinsurance placed
amount
e Final rating
Response Check | Lists responses User name selected e Reinsurer name

received for a
selected user.

from the drop-down
list.

e Policy number

e Applicant’s first
name

e Applicant’s last name

e Applicant’s date of
birth

e Reinsurer contact’s
first name

e Reinsurer contact’s
last name

e Date submitted
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Administrative Services

Administrative Services button is the last option on the main screen (Figure 1). Information found
on these tabs is accessible only to a user with administrator privileges. This area is usually setup
immediately after the installation of the application. These tabs allow you to set the database
location, cover letter font, image viewer location, values for the reinsurance delivery methods and
user privileges.

Top Menu
Top menu of this screen contains the following option:

e Help/About RGA FAC Console

On this screen you will see a source of system and versioning information. A technician
may ask for this information if you are experiencing problems.

=" Administrative Settings il

Help

Abouk FAC Cerl4+a

= & &880 Facultative
+ = s88® Application
* s a®®® Console

Ceding Comparny FarC Users Dyhanic Settings Coverletter/E mail Response Service
] i T Sender Service T Reinsurance Co. T Extranets T Reinsurer Contacts

— Database Settings

D atabaze Connect String: IF'rDvider=Mic:rc-sc|ft.J et OLEDE. 4.0:data source=C

Microsoft® Sccess
Provider=Microzoft Jet. OLEDE . 4.0:Data Source=[.mdb path)]

Microsaft SGL Server
Provider=5QLOLEDE Server=Database=Uzer ID=;FPazsword=

Backup D atabase Festare D atabase

Figure 11: Administrative Services screen displaying the Help tab.

Facultative Application Console 3.6.1 User Guide Page 20
Reinsurance Group of America, Inc. 1/19/04



Database

This tab defines the location of the Database FAC Console will use. Copy and paste the
appropriate connection string into the provided field. You then need to fill in the appropriate
fields for database location and name. Once the string is completed click the Verify button to
ensure that the connection string is valid. Once validated the database is ready for use.

‘=" Administrative Settings 1[
Help

» « # 8 8 ® Facultative
+ s o 880 Application
*e208® Console

Ceding Company Fal Uszers Dynamic Settings CowverLetter/Email Responze Service
i : T Sender Service T Reingurance Co. T E stranets T Reinzurer Contacts

— Databasze Settings

D atabase Connect String: |Provider=Michsoft.Jet.DLEDB.4.D;data zource=_C

Microsoft® Access
Provider=Microzoft.Jet. OLEDE. 4.0.D ata Source=[.mdb path]

Microzoft SGL Server

Provider=SQLOLEDR Server=Databaze=Uszer ID=FPazsword=

B ackup Databaze FRestore Databaze | Werify |

Figure 12: Administrative Services screen displaying the Database tab.
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Figure 12a: This following displays the Backup Database screen.

21
Lock jr |aFA|: = &% ER-
st
|:|ic0ns
D PrinkTemp
[FFac
File name: IF.s’-‘-.E j Open I
Files of type: I.-’-\cc:ess D atabase Files [*.mdhb) ;I Cancel |
[T Open az read-orly
S

When you select the Backup Database icon you will be able to store the database anywhere on
your system that is convenient for you.

Figure 12b: Displays the Restore Database screen.

20
Look jre |23 FAC =] = £ Ex-
|_Jgs
|_Ticons
[:l PrintTemp
EFAC
File narne: F.-"J'.IZZ LI Open I
Files of type: IAccess D atabasze Files [*.mdb) LI Cancel |
I Open as read-only
o

When you select the Restore Database icon you will be able to retrieve your stored information
from the network.
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Sender Service

Administrators use this screen to set the Sender Services options.

The Send Time Dropdown Box is used to choose the time for the Sender Service to start sending
the cases each day from your designated Sender location.

The Send Interval field is used to set the amount of time that will pass between transmission
attempts. This setting may not be used in conjunction with the Send Time option.
(Recommended Default Value is 20 seconds)

The Number of Threads field is used to specify the number of threads to be spawned when
sending cases. (Recommended Maximum is 4 but if your sufficient bandwidth is available you
may exceed this value.)

The Printer Path field is used to specify the network path of the printer you wish to use for
Printing cases to a local printer so cases may be mailed.

The Pause Sending All Cases button is used to start or stop the service from sending any further
transmissions outside of the ones it is currently sending. Thus the sender service will complete
the current batch of cases and then stop sending. The Pause Sending All Cases button will now
read Resume Sending All Cases. To resume sending, click the Resume Sending All Cases button.

=2 Administrative Settings 5[
Help
Application
s a0®d Console

Ceding Comparny FALC Users Diynamic Settings Coverl etter/Email Responze Service
Databaze T T Reinzurance Co. T E stranets T Reinzurer Contacts

—Sender Service Settings

Sender Path: I\\.wstlabaker\c!B\.F'mglam FilestRGANFACAS enderService. exe Browse I

o] Tilis I-I 200 P vI * Setg the time_of day vou wn_auld like cazes to begin transmizzion
fram wour designated machine.

* Sets the amount of time that will pass between ransmizsion
Send Interval [seconds]: |2D attempts. May not be uzed in conjunction with Send Time.
[Fecommended tire: 20]

Murib f Thieads: I— * Setg the nl.gmber of threads [gimultaneous ransmizzions] o ocour
HMDer o reads: |z when sending cases. [Recommended maz. 2)

Frinter Path: |

Pause
Sending All
Cases

Figure 13: Administrative Services Screen displaying the Sender Service tab.
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Reinsurance Company

" Administrative Settings il
Help

» =« o 0 8® Facultative
+ s s 0 0® Application
s a80® Console

Ceding Company FALC Uzers Dynamic Settings Coverletter/Email Reszponze Service

Databaze T Sender Service Extranets T Fieinzurer Contacts

— Reinsurer Company

Chooze a Cnmpany:l

“Reinzurer Co. Mame: I

Uszer Def Text: I

Mew I Delete I

Figure 14: Administrative Services Screen displaying the Reinsurance Company tab.

Adding a Reinsurance Company:
e To add a reinsurance company to the system, click the New button to erase any values in
the Company, Reinsurer Co. Name, and User Def. Text boxes.
e Enter the company name in the Reinsurer Co. Name box.
Click the Save button.
e To modify or delete a company, select the company from the drop down list then click the
Delete or Save button.
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Extranets

This tab defines the Extranet service. Enter the information in the boxes below. Values for Site
Address and Submit Path will be provided by each Reinsurer. Contact your Reinsurance
representative for your User Name and Password.

‘=" Adminisktrative Settings |
Help

+ « # 8 8 ® Facultative
+ s s 080 Application
« s 2080 Console

Ceding Camparny Fal Uszers Dynamic Settings Cowverletter/E mail Responze Service

[Dratabaze T Sender Service T Reinzurance Co. i Reinzurer Contacts

— Extranet Settings

Company Mame:

Site Addrezs:

Submit Path:

Uszer Marme:

Pazsword:

Fazzword Confirmation

|
|
|
|
|
|
Reszponsze Poling [
|
|
|

Subrnit Path:

User Mame:

Pazzword:

Figure 15: Administrative Services screen displaying the Extranets tab.
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Reinsurer Contacts

=2 Administrative Settings ll

Help

* » » @ ® Facultative

* s o0 Application

=+ &880 Console
Response Service

Ceding Comparny FALC Users Cowverl etter/Email

Databaze T Sender Service T Reinzurance Co. T Extranets

Dynamic Settings

T Reinsurer Contacts:

— Contacts

*Reinsurance Comparny: LI Ciky: I
“First Marme: State: I ;I

kiddle Mame:
“Last Marne:
Fhone:

Fax:

E rnail:

Zin Code: |

*Receive Method: I

=1

Certificate Fath: |

Certificate I

“wWinzip Paszword: I

RightFam Server: |

Address 1: User Def Text: |
Addreszs 2

Search I Mew

Figure 16: Case Management screen displaying the Reinsurer Contacts tab.

This tab defines the reinsurer contact information.

Step 1—Adding a reinsurance contacts:

e (lick the New button on Figure 16 to remove any information in the reinsurance contacts
fields.

e Select the company name from the drop down list, supply the contact information, and
then click Save.

e A drop down list for the State is provided.
Current available Receive Methods are Email, Extranet, and Paper. All methods that have
been set up in Administrative Services are displayed in the drop down box. If a method is
not defined, it will not appear in the drop down box.

o Selecting Email as the receive method results in the Certificate button becoming
active.
= Click Certificate then navigate to the certificate file location. See the
Appendix (page 36) for instructions on how to obtain a certificate.

o A XML(Extensible Markup Language) data file will be sent if the delivery method
is email, or a extranet. Data in this file contains all the FAC Console required
fields plus other pertinent information. This format makes it easy for the
reinsurance company to electronically process the case, which provides the ceding
company with a quick response.
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o The following fields are required on Figure 16 depending upon the delivery

method.

Delivery Method Required Information on Figure 16
Email Certificate path and email address
Fax Fax number
Paper Address, city, state, and zip code

Step 2—Searching for a reinsurance contacts:
e Clicking the Search button on Figure 16 will cause the following search screen to appear.

‘=" Search For Contacts x|

—Search by Contact's Mame

Last Mame: I\
First Mame: I

“wildzard Character: %

—Search By Reinzurance Company

Compary Mame:

Wildcard Character: %

Search |

e Enter the contacts first or last name or a company name then click the Search button.
e If the search yields more than one result, a table will appear on the right.

“»#Search For Contacts x|
—Search by Contact's Mame
First Mame | Last Mame | Company |
Last Mame: |°/° Larry Bird Reinsurance Gr...
Reggie Hiller IMGire

First Marne: I

“wildcard Character: %

—Search By Reinsurance Company

Company Mame:

Dauble-Click the row for the contact whose information you wish to edit.
‘wildzard Character: %

Search | Ok | Mew Search | Cancel |

Double click on a contacts name or press the New Search button to start again. Searching
populates the Reinsurance Contacts fields with information for a particular person.

Step 3—Deleting a reinsurance contact:

A reinsurance contact can be deleted (made inactive) from FAC Console when all cases being
sent to that reinsurance contact have a status of sent.
e Use the Search button to retrieve the reinsurance contacts information on screen.

e Click the Delete button.
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Ceding Company

“e* Administraktive Settings

» » 8 880 Facultative
+ » s 0 0® Application
=+ 2880 Console

Database Sender Service Reinsurance Co. Eztranets Reinsurer Contacts
g Con Iy T FALC Users T Dynamic Settings T Coverletter/Email T Responze Service

— Ceding Company

*Ceding Compary: |FIGA N |

(=1
Address 10 | Mig: | Delete |
tddress 2 | Adentity: poe

City: I State: I vI Save |
ZipCode: I *Recaommend Coordination with BRGA for ldentity Field Y alues.

Figure 17: Administrative Services screen displaying the Ceding Company tab.

Ceding companies are defined on this tab. Select a Company from the drop down list. If only one
ceding company is present then “Select a Company” drop down list will not appear on the screen.

Step 1—Adding a ceding company:
e Use the New button to erase any values in the Ceding Company fields then enter the
company’s name, address, city, state and zip code.
Click the Save button to create a new ceding company for the system.
e A drop down list is provided for State values.

Step 2—Deleting a ceding company:
e Select a company from the drop down list.
e Click Delete to remove the company from the system. There must always be one ceding
company in the system.
o Ifthe company you want to delete has administrators and underwriters associated
with it then the following screen will appear. The underwriters and administrators
need to be moved to a different company.
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‘= Reassign Contacts to new a Company il

Eeding Company Cantact ContactType Febssigned To Tip: )
General Amencan,, i Teni Fesler Adrinistrator These undenariters and
General American  |Jim Baker Undenariter administrators need to be

moved o a different
company. Select the rows in
the table then double click a

company name o reassign
the contacts. Click the 5 ave
button when all contacts are
reassinged and the company
will be deleted.

Save |
Exit |

o Select the rows in the table to reassign the ceding company contact with a new
company.

o Double click a company name from the company list.

o Click the Save button when finished and the company will be deleted.
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FAC Console Users

FAC Console will try to match the users network userID to people allowed into the FAC Console
system when it is implemented as a network solution. Use their network userID as their
Username when adding a new person to the FAC Console system.

Select a username from either the Ceding Contact Name drop down list then modify their Access
Level and click Save or click the Delete button to remove them from the system.

" Administrative Settings ﬂ
Help

+ = o 8 @0 Facultative
«ss 880 Application
+es2000 Console

Databaze Sender Service Reingsurance Co. E stranets Reinzurer Contacts
Ceding Compary T T Dynamic Settings T CoverLetter/Email T Responze Service

—UserMame and Access Level Overeres eales

. . i 1--Administrator--User can add ar modify
Ceding Contact Mame: Usemame: [Ex mnichals] faculkative cazes. enter reinsurer rezpones,
I LI I add. change. or delete reinsurer or ceding
companies ahd contactz. The uzer can
alzo preview and print reportz and enter the
infarmation for the delivery methadsz wia the
Administrative Services button.

“Firgt M ame: . .
2--Caze Adminiztrator--User can add, modify
gzt Mame: and review all the information concerming

. any case that is in the system. They may
Administrator ¢ zend any case gueued by any uzer, but may
only zend one case at a time.

Phone:

Fax: Underwriter

3--Caze Manager-User can add, madify and

“E-p ail Address: rexiew all the information concerning any

caze that iz in the spstem. The uzer can

“tccass Lavel LI Dnl_l,l_sn_and caszes where they are the
admitiztratar.

4--Reporter--Lser can review all the
Delete | infarmation concerning any cagze that is in

k the system. The user can alzo preview and
print reportz.

Figure 18: Administrative Services screen displaying the FAC Console Users tab.

Adding a User:

Administrators use this screen to add a new person or reassign a person’s access level. Click the
New button to erase information in the boxes. Enter the Username, Access Level, FirstName,
LastName, E-mail address then select the Save button to add a person to the FAC Console
system.

Deleting ceding contacts:
An administrator or underwriter must not have a case associated with them if they are to be
deleted from the system.

e Use the Search button to populate their information on the screen.

e Click the Delete button and the following screen will appear for their cases. (Note that if
they are not associated with a case, they are removed from the system.)
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' Reassign Cases x|

L_Ease Numberl Caze Status I Current I Fefssigned Ta I Jimn Barker
[ iCASE_OPEN [ Temi Kesler | |

~Tip
Highlight all the rows pou want to
azsigh to a specific person then
doule click the persons name in the
Save | box above. Once all the cazes
hawve been reazzigned, click the

Exit button and thiz person iz
| remaved fram the system.

Exit

e Highlight the rows you want to assign to a specific person.
e C(Click the persons name in the box on the right.

e Once all the cases have been reassigned, click the Exit button to remove this person from
the system and return to the FAC Console Users tab.
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Dynamic Settings

‘=" Administrative Settings

* » & ® @ ® Facultative
« s e 000 Application
=ea®®® Console

Databasze Sender Service i 0. Ewtranets Reinsurer Contacts
Ceding Comparny T FAC Uzers s T Cowverletter/Email T Rezponze Service

— Plans — Case Management Label Hames

I Tab Mame: I

| Label '/ alue: I

I~ Default Mew | Qeletel Save | Label Text: I

— Default Contacts — Proxy Settings

3 Tim Chirist Server |P: I
O Maik Hichols
3 &mw Eaker Usgermame: I

Password: I

Ex. http:/A/|P Addresz]:[Port #]

Figure 19: Administrative Services screen displaying the Dynamic Settings tab.

Default Contacts and the Case Manager Labels are defined on this tab.

Default Contacts: (Plans)

Select a Plan from the drop down list and Select Default checkbox if you would like this to be the
default plan for all users. Next select the Default Contacts to go along with that plan. These
contacts will be automatically selected to be sent to when creating cases.

Step 1—Adding a Plan:

e Use the New button to erase any values in the Plan Name fields then enter the new plan’s
name in the text field provided, also check the Default checkbox if you wish this plan to
be the default for all users.

e Click the Save button to create a new ceding company for the system.

Step 2—Deleting a Plan:
e Select the Plan from the drop down list.
e C(lick Delete to remove the Plan from the system. There must always be one Plan in the
system. If you do not wish to use Default Contacts then create a plan name which has no
default contact and use this as the default for all of your users.
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Case Management Labels:

Select a Tab from the drop down list “Tab Name” then choose the desired label to change from
the “Label Value” drop down list. You may now modify the label in the Label Text field. Click
the save button for the changes to take effect. The label will now be displayed in Case Manager
as the name you have chosen.

Proxy Settings: (Optional)

In order to use a proxy server you must fill in the Proxy field with the format
(HTTP://[ServerName or IP]:[Port#]). Your Network support personnel should provide this
information. You may also fill in a username and password if necessary but this is not required.
Some systems may not need to fill in the proxy information as is may be retrieved automatically
by the system.
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Cover Letter/Email (Optional)

A cover letter that includes applicant and contact information is sent to the reinsurer recipient
when faxing, printing and e-mail delivery methods are chosen. This tab sets the font and size for
the letter. The default is Times New Roman with a font size of 12.

One method that FAC Console uses to send a case to a reinsurer is by Email. This tab defines the
address of your SMTP Email Server. You will also need to select the location of Winzip located
on your computer in order to send Zipped Email.

“=z* Administrative Settings 1'
Help
acultative
Application
*® Console

Database Sender Service Reinzurance Co. E stranets R einsurer Contacts
Ceding Company T FAC Users T Dynamic Settings T E Fesponze Service

— Cover Letter Font Settings

Select Font Mame: Enter Font Size:

ITimes MNew Roman LI 12 b

— SMTP Email Server

Address: |mail.rgare.com

Figure 20: Administrative Services screen displaying the Cover Letter tab.
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Response Service

Administrative Settings |
Help

Facultative
Application
Console

Databaze Sender Service Reinzurance Co. E stranets Reinsurer Contacts
Ceding Company T FALC Jzers T Dynamic S ettings T CoverLetter/E mail T

— Besponse Service Settings

Response Path: | Browse |

Start Stop * Stz the working hours for your business Thus Gam - Bpm will

Hours of Operation: I vI I vI continue polling the Reinzurer for thiz penod uatil maximenm

number of retries i met or a response iz recieved.

* Setz the amount of time that will pass between tranzmissian

Pall Interval [Minutes]: I atternpts. May not be uzed in conjunction with Send Time.

[Recommended time: 30)

Mumber of Fietries: I— * Setz the number of retriez to be attampted before giving up
: oh a rezponze [Fecommended: 24]

Figure 21: Administrative Services screen displaying the Email tab.

The Response Path Box is the location of the response service on your system.

The Hours of Operation is set to the working hours of your business. Thus 6am — 6pm will
continue polling the Reinsurer for this period until maximum number of retries is met or a
response is received.

The Poll Interval (Minutes) field is used to set the amount of time that will pass between
transmission attempts. This setting may not be used in conjunction with the Send Time option.
(Recommended Default Time is 30.)

The Number of Retries field is used to set the number of retries to be attempted before giving up
on a response. (Recommended Default 24.)
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Appendix

A. Digital Certificates

Creating Personal Certificates

A personal certificate will enable the secured transmission of data from the ceding company to a
reinsurer through an email address. The reinsurer can follow the process below, which outlines
the steps necessary to create a public and private key.

Once the keys are created, the public key can be e-mailed to the ceding company to use with FAC
Console.

FAC Console requires that the personal certificate key be Microsoft X.509 compliant. There are
many companies available through the Internet that creates personal certificates; we have outlined
the process for Thawte as of July 2001.

‘) Access to the Thawte Personsl Certification System - Microsolt Intermet Explores =101 x|
. . Be Bl Yow Faods Lok beb [ 5 |
Using Internet Explorer, go to: o DB 8| Qe s G B ORI
https://www.thawte.com/cgi/personal/ce /et i e o e
R HOME JOIN - BUY  TRACKSTATUS  REMEW MY ACCOUNT GETsupPoRT [l
rt/x509.key.exe and click the Cancel P " ‘ , P
button when it asks for your Thawte [To ], .cc to the Persons! Cortication system
User Name and Password, S5 Certificates . wou \I‘Iﬂltlil rily ||1s_\:;|:;;|r|c c;f‘n_’l.o thia Themwte Py F’rlhon al ""-;r |r|c1|1||| n Syst &mlll you heree
i s R AR e —
It will be necessary for you to enroll as a [ e o e o o
b t . 1 , then you will nead to have that infarmation authenticated in the Wab of
memoer 10 réC€1ve your persona Trust, possiby for afe
. New Customars
Certlﬁcate' If o naver ragistared with Themdg, 1 Custamer then
. . . — = - 50 o bry filling in g
Click on New Customer Registration. AR ..., .t
T o Thavete D) is siths s inthe Thawte
system, of it looks Ele
+ CCis your nationality two-ketter code, such as US or ZA or CZ,
. :"?Hr.hl.'?.l.:.,.vf,!? Mumber or Social Security Number or Passport Mumber that =1
S [ orernet 4
T teronn sewd Comditions - Thawte Persnal Cents - Microsell internet Explores =101 =]
After reviewing the Terms and e ... =
jegieneoljpersonaljstenl axe | o

Conditions of the Personal Certification,
and if you accept, scroll to the bottom of
this screen and click Next>.

ol proceed Mll‘ vcur cr rol m nityou are expected to do se in good faim. =l

o a personal claim of not less
;Jygrn d,'g 50 be Subpect o & clam of no lees than

organization was cognizant of the actions of the indiidual

arvice Plrase only encall in the system once. We da nat permit muliiple

1 & test system

Continue through the following screens,
adding the information requested, to
complete the application process.

e You will then be
rm ro of our certifcation

ng "t you agres to
these terms and condiions |, do not

w3 | :I

© Thawte Consulting 2001, Site Map | Corporat | Privacy Pelicy | Legal Notices -

2l oene B [ ivermet r
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https://www.thawte.com/cgi/personal/cert/x509.key.exe
https://www.thawte.com/cgi/personal/cert/x509.key.exe

When are you asked to select the CSP,
select Microsoft Enhanced
Cryptographic Provider v1.0.

Click Next> to proceed.

To set the security level, click Set
Security Level button.

Choose Medium security level and
click the Next> button.
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-7 223843 2ed

o et o el U by e 7] @#ee | unke
[ome | 5% torts | Developer Corts | EEIERIERT | Sppart | Gnterprive Sohitions_| =
Certificate Manager:

Request A Certificate

rabeng; 2000, Contact Thawe | Top Of Page
& =TT

Private Key Container

Creating a new RS54 exchange keyl

Security level set to Medium Set Securty Level... |

Cancel Details... |

Private Key Container E

Choosze a secunty level appropriate for thiz item contained
in your Protected Storage.

" High
Fequest my permiszion with & pazzword when this
itern iz to be used,

' Medium
Request my permizzion when this item iz ba be uzed.

 Low
Automatically grant permizzion to use this item
without notification.

< Bliach: Cancel
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Click Finish to complete the process.

Click OK button to create a key.

Click OK button to sign data with your
key.
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Private Key Container

You have set pour zecurity level to mediur.

A dislog will prompt far pour permiizsion when thiz
item is to be used.

<Back |i Ensh ! Cancel

Private Key Container

Creating a hew B5A exchange keyl

Security level set to Medium | Sectity Level. i

(0] | Cancel | Details... |

Private Key Container

Signing data with your private exchange keyl

Security level set to Medium

Cancel Details...
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Review the information displayed on the
screen, if all information is correct, click
the Finish button.

You will initially receive an e-mail
notifying you that your cert is being
made.

You will then be sent an e-mail that
contains a link that will take you to the
following page.

Click on Install Your Cert.

You will get the following
acknowledgement message.
Click OK.
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T Cominm Centifrcate Requent - Masonoll Inicme E e

D L& Yew Fovuiss Look bso =
!;.4.?3'“_3“”@' s.?n.[;;i..n:’;. “u'hd .un?'ln

S —————Y T p——— =] Be | [Links ™
Wome | 881 Certs | Developer Corts Sumport | Enterprive Sohities | =
Certificate Manager:

Request A Certificate

Confirm Microsoft Certificate Request

zmary and make sure that everything i comect
cate|

A3 Subjectiliiame

+ Emai sarekirgare co

sexse ue your back button A name and certicaty

L] - = T

asoft Internet Explorer

Fie Edt View Favoites Took Help ‘ﬁ

L s R A

EEcl Fonrad! Stop  Refresh  Home

Q@ m P B g @ . =

Search Favortes  History Mail Print Edit Discuss

| Addess @1 hitps: /v thavie.om/sgi/persor =] @ ||Liks

‘ Home ‘ SSL Certs | Developer Certs ‘ Personal Certs | Support ‘ Enterprise Solutions =

Fetch Your Gert

Install Your MSIE Certificate

About this Systern | 1185 page allows you to mstall the certificate which you have requested and which has been
signed on your behalf by Thawte. Please press the button below to complete the certificate

. download. You will then be able to use your Thawte certificate to authenticate yourself to online
Request A Cettificate services. To view the certificate in M3IE 4, select View-=Internet Options->Content and then
Wiew Certificate Status press the button for "Personal’ certificates. To view the certificate in MSIE 5, select Tools-
(el =Internet Options->Content and then press the button for "Certificates"

System Home

Emal Addresses ]

Vieh of Trust

Personal Cert Support f§j T our certificate can be used with Qutlook 98 and Outlook Express to secure your email using
the 3MIME standard,

@] [ 5 |4 ntemet 7

YBSchnpt: Certificate Installation Completel

Personal Certificate |natalled.
See Toolz->Intemet Options-> Content-> Certificates
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Installing Digital Certificates

The certificate must be exported after
receiving digitally signed e-mail.

In MS Outlook, Double-click on the
lock icon in your lower toolbar.

The Digital Signature window will

appear, click View Certificate button.

Click the Details tab then the Copy to
File button.
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Digital Signature: Vahd K E

E Message: Digitally Signed email

This message is digitally signed by;

E=PKulicki@rgare, com; CHN=Thawte Freemail Member

W Signature; Yalid

~" Contents not altered after message was signed
" Certificate nat revoked

" Certificate nok expired

" Certificate trusted

[V always warn me before opening messages with invalid signatures

v Certiticate, .. )| Edit Trusk.., ok,

View Certificate EE3

General Details | Certification F'athl Trust I

Shov: TR - |

Field | Value -

EVersion W3

[=] serial Mumber 02E3 03

E Signature Algarithnn mdaR S

E |zzuer Personal Freemall RS54 19339

EValid Fram Monday, June 05, 2000 3:0%:3...

E'\Ialid To Tuesday, Jume 05, 20071 3:0%:3...

E Subject FPrulickirgare. com, Thawte Fr...

[=] Public Key RS54 [1024 Bits) =]
Edit Fraperties. . | LCopy ta File... |
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The EXpOI’t Wizard screen Wlll be Certificate Manager Export Wizard
displayed, click the Next> button. Welcome to the Certificate Manager
Export Wizard
Thiz wizard will copy certificates, certificate trust lists and
certificate revocation lists from the certificate store to
yaur dizk.
What iz a certificate?
A cerlificate iz a confirmation of your identity izsued by a
certification autharity. Certificates contain information
uzed to pratect data, or to establish secure netwark
connections.
What is a certificate store?
A cerlificate store is a system area where certificates,
certificate tust lists and certificate revocation lists are
stored.
Click Mext to continue or Cancel to exit.
Cancel
Choose the DER encoded binary Certificate Manager Export Wizard
X.509(.CER) radio button, then the Eanllse iz e [Fllz
’ Certificates can be exported in a wariety of formats.
Next> button.
Select the format you want to export:
* DER encoded binary . 509 [ CER}
" Basebd encoded #.509 [CER)
" Cryptographic Message Syntax Standard - PKCS #7 Certificates [.p7b)
-
-
-
-
< Back | Mest » | Cancel
Click Browser to specify the location Certificate Manager Export Wizard
for the export to be stored and type a Export File Name

Enter the name of the file that pou want to export.

name for the file, then click Next>.

File name:

Browse...

< Back | Mext > | Cancel
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Click the Finish button to complete the

Export Wizard. Completing the Certificate Manager

Export Wizard

*Y'ou have succeszfully completed the Certificate kanager
Ewport wizard.

You have zelected the following for the export operation:

Fil= Narme J:ASpste
Export Keys Mo
Include all certificates in the certification path Mo
File Format DER En
1] | i

< Back Cancel

Click OK to close the acknowledgement

message.
The export waz completed successzfully.

Backing up Certificates

As a safeguard against the possibility of losing any certificate, it is suggested that a backup of the
certificates is regularly done. A simple process of copying the certificates onto a diskette or into
another drive is all that is needed.
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B. AlternaTIFF Imaging Viewer

Installing a TIFF Image Viewer

If you do not already have a tool to
view tiff images or the tiff view you
presently use causes the images to
appear outside FAC Console, you can
down load AlternaTIFF over the
internet.

AlternaTIFF is a free application;
however, you will be required to
register it before it can be used to view
images.

Visit their website at
http://www.mieweb.com/alternatift for
more information.

The following screens show the
installation steps at the time this
manual was written.

Download the file named
alternatiff.exe from the website.

Choose Start, Run and click Browse
to navigate to where the newly
downloaded file is stored.

Once located, click OK.

Click Setup to proceed with the
installation
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-2 AlternaTIFF TIFF Plug-in - Microsoft Internet Explorer

J File

=0l x|

Edt Wew Favorltes Tooks Help

| ek - = - @[3 & Busearch GFavores CfHstory | By Sh O -

ﬁ

| Agdress |@ httpfwowi mieweb. comjalternatifff

j(-)Gn|

AlternallfF

By
Medical Informatics
Engineering

A browser plug-in for viewing TIFF image files

AlternaTIFF is 3 Metscape-style browser plug-in that displays most of the common
types of TIFF files. It is compatible with Netscape Mavigator 3.0 and higher, Internet
E=plorer 3.0 and higher, and Opera 3.51 and higher. It is a 32-bit Windows program, and
requires Windows 95 or higher (98, NT 4.0, 2000}, and a 32-hit browser

This program is free to use for any purpose; however, you will be required to register it
before it can be used to view images. ¥ou will be told how to register when you run the
setup program. {You do not need to search this web site looking for a way to register.

If the setup program does not ask you to register, it means your computer has already

been registered.)

Click the link below to download the latest version of AlternaTIFF:
AlternaTIFF v1.3.7; 16-Feb-2001; 190KB

This is a self-extracting archive file. After saving it to your computer, open it and follow
the instructions. It is safest to shut down your browser first, but is not always
necessary

If you have trouble getting AlternaTIFF to work, please read the EAQ.

= Documentation -- Instructions for using the plug-in, and a list of features.

- Q - Answers to frequently asked questions. If you have a general question or a

A

&] Done

[ ] |4 mrkernet

SNIER

WinZip Self-Extractor [alternatiff. exe]

Adterma
TIFE

AlternaTIFF iz a free plug-in that enables pour web
brovyzer to view TIFF image files. Pleasze click Setup to

continue,

Cancel

Copyright € 1335-2000 Medical Informatics Engineering,

IEEN
About |

WwinZip® Self-Extractar @ Mico Mak Computing, [ne. http: &/ wiw winzip.com
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http://www.mieweb.com/alternatiff

Follow the instructions by completing
the required fields and then click
Next>.

Click Send Registration

Click OK.
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AlternaT IFF plug-in registration E3

The AlternaTIFF plug-in is free of charge, but must be registered before it can be
used. Please make sure pou are conhected to the internet, and fill out thiz farm.
The infarmation yau provide will be kept in confidence.

If thiz computer doesz not have a direct internet connection, press the Manual
registration’ button instead, without filling out this form.

Or, you can press Cancel to install the plug-in without registering, and register at a
later time. Howewer, pou will ot be able ta view images with it until it iz registered.

Name [required] I.-'l.ndrea Turek

Compary [required) IH GA

Address 1370 Timberlake b anor

Phone nurmber I

Fax number |535-?3s-?525

E-mail address [required] Iaturek@fgafE-CDI‘ﬂ

Manual registration | Hent » I Cancel Help

AlternaT IFF plug-in registration E3

The AlternaT IFF plug-in will now atternpt bo send your registration aver the intemet,
Fress the "Send registration' button to continue.

< Back Cahicel
AlternaTIFF registration |
@ AlternaTlFF reqistration successfull
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Select the Install into Microsoft

To install the AltemaT IFF plug-in onta your computer, examine the settings below, then press Install

Internet EXplorer9 MOdify my Install to complete the installation.
WindOWS registry, and Automatically ‘e recommend that pou shut down your browser at this time. If you have any ather TIFF Unirstall

plug-ins installed, pou may have to remove them.

check for new versions check boxes. Close

If your plug-in folder could not be located automatically, click the checkbos to its left and
press the Browse button to locate it manually [it should be named ""Plugins'].

Clle the lnsta" button To uningtall a previous installation of &lternaTIFF, press Uninstall

™ Installinto Metscape Mavigator

Eegster

Help

Location: I Eravise

¥ Installinto Microsoft Internet E xplorer

Location: IC:\F‘rogram Files"Plusl\Microsoft IntemetsPlugine Browse

™ Installinto anather location

Ll LB R

Location: I Brayise

Modify my Windows reqistiy in an attempt to give Microsoft Intemet Explorer a better chance of deciding bt
[+ iuze this plug-in. [This may cause side effects that change the way ‘Windows and some progiamsz handle
TIFF files.]

¥ Autornatically check for new versions

Click OK and to complete the AermaTIFF Insallaion |

installation and close the message -
. Plug-in inztalled succeszfully.
window.

[t zhould be available the nest tirme pou start pour browser.

C. Customizing Reference Tables

Reference table values in the Microsoft Access database can be changed without effecting the
FAC Console application.

Reference tables are denoted by the key word “Ref”, which is added to the end of the table name.
ImpairmentRef is an example of a reference table where the values for specific fields can change
or new rows can be added to the table.

For example, you could change the “Abbreviation” of “ImpairmentID” 110, “Name” Diabetes
Mellitus to DMT.
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D. Uninstall Instructions

The following procedure was developed
on the Windows 2000 operating system.
Other operating system may have
screens with a different appearance but
the functionality will be the same.

Click on Start\Setting\Control Panel,
choose “Add/Remove Programs” and
the following box will appear.

Click on FAC Console as shown above
then click on the Change/Remove
button.

The InstallShield Wizard will appear.

When the Welcome screen appears,
select Remove radio button, then click
the Next> button.

Click OK to confirm file deletion.
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& Add/Remove Programs 1ol x|
Currently installed programs: Sork by:| Name - I
Adabe Acrobat 4.0 size 6.74MB )
£§ idobe Photoshop 5.5 Size 36.5HE

ﬁ Art Museum Masterpiece Collection Dema Screen Saver

changejRemove

@ FaxManJr Version 1.0 Install Size 5. 13ME
ﬁ Infomentum ActiveFile Size 1.74ME
9 LiveAdvisor {Symantec Corporation) Size 1.89ME —
E LiveUpdate 1.6 {Symantec Carporation) Size 4, 30MB
@ Microsoft Internet Explorer 5.5 SP1 Size 14.3MEB
q Micrasoft OFfice 2000 SR-1 Professional Size 152MB
% Microsoft Yisual Studio 6.0 Enterprise Edition Size Z19ME
A7 Micrnsnft Wieh Puoblichinn Wizared 1 53 Sire 147KR LI

Close

InstalShield Wizard |
B

Facultative Applications Conzole Setup iz preparing the
InstallS higld® Ywizard, which will quide you through the rest of the
zetup process. Pleaze wait.

Installshield Wizard

Welcome

todify, repair, or remove the program.

‘wielcome to the FAC Setup Maintenance program. This program lets you modify the current
installation. Click one of the options below.

= Repair
@ Reinztall all program components installed by the previous setup.

~ Remove
@ Femove all installed components.
ImstallShield
< Back Cancel |
Confirm File Deletion

Do you want ko completely remove the selected application and all of it components?

Eancell
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This will begin the process of removing
FAC Console from your system. A
Setup Status box will appear, showing

the progression of the requested process.

You may also see a series of detected
shared, read only, or locked file alerts.
By checking the “Don’t display” box,
additional ones will not display.

Click Yes to proceed.

The Maintenance Complete screen will

appear once all files have been removed.

Click Finish to complete the process.
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Install5 hield Wizard
Setup Status

FAC Setup is performing the requested operations.

Uninztaling: Instaling ‘windows Files. ..

(- 5%
| FrstallStield
Shared File Detected Ed

The file C:\WIMN TS ystemn3 24P Combo. ook may no longer be needed by
any application. ou can delete this file, but doing 2o may prevent other
applicationz from wnning comectly. Select Yes to delete the file.

I Don't display this message again, |

Yer Ha Cancel

Install hield Wizard

M aintenance Complete

IrnstallS hield \Wizard has finished perfarming maintenance
operations on FAL.

< Back [Eance!
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The following screen will be re-
displayed but without the FAC Console
application listed.

&g Add/Remove Programs -0 x|
(=) Currently installed pragrams: Sork byt | Name - l

Adobe Acrobat 4.0 Size 6.74ME 2]
£] adobe Photoshop 5.5 Size 6.5MB

ﬁ Art Museum Masterpiece Collection Dema Screen Saver

Zjl Faumandr version 1.0 Install Size 5.13MB

Click the Close button.

IS ot S Gerasiranore |
FAC Console Application has now been

ﬁ Infomentur ActiveFile Size 1,74ME
Successfully removed from your SyStem- 9 LiveAdvisor (Symankec Corporation) Size 1.89MB

E LiveUpdate 1.6 {Symantec Corporation) Size 4,30ME _|

@ Microsoft Inkernet Explorer 5.5 SP1 Size 14.3MB

q Microsoft Office 2000 SR-1 Professional Size 152ME

ﬁ Microsoft Visual Studio 6.0 Enterprise Edition Size 219MB

g Microsoft Web Publishing Wizard 1.53 Size 140KE

o MASOR L iReare - N0k 2000 Sive 1 17%R ha

Close

E. Saving the Database

It is always a good idea to frequently make copies of the database and store it on a different drive
or disk. The copies can be priceless if for some reason the data becomes corrupt or data entry
errors occur. FAC Console does not have an automated backup program, we suggest you either
copy the file by using your Windows Explorer or with Microsoft Access’ Replication program.
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