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If at any time during these procedures you need assistance,
you may contact the North Carolina Rate Bureau at:

Phone: 919-582-1056
E-mail: support@ncrb.org
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Before You Start...

Welcome to the ManageOwnership web application. ManageOwnership allows an agent or
carrier to submit changes for Ownership information.

Online training videos have been created to assist you in using the new features in
ManageOwnership application. These are available in the new NCRB Online Learning Center
located here. Should you have any questions regarding these systems, please let us know by
calling (919) 582-1056 between the hours of 8:00am — 5:00pm (Mondays through
Thursdays), 8:00am — 12:00pm (Fridays), or via email at support@ncrb.org.

By taking some time to review the first few pages of this user guide, this will prepare any user to
quickly learn how to use this powerful online tool. ManageOwnership was designed to be user-
friendly and easy-to-use, but if problems occur, reference this guide for help.

Now let’s get started!

Web Browser Specifications

ManageOwnership has been tested and certified working for the Chrome
browser. Other browsers such as IE11, Firefox, Opera, Netscape and MS EDGE
are not supported at this time. .

You can download the latest version of Chrome free of charge at
https://www.google.com/chrome/

Cookies

ManageOwnership uses session cookies to remember important information as you move from
page to page within the application. These session cookies reside in your browser’s memory only
as long as your browser session is active. In other words, when you close your web browser after
using ManageOwnership, the session cookie is destroyed, thus protecting any data you entered
while using ManageOwnership.

Note: Many web applications use standard cookies — a standard cookie is written to
your hard drive and is used to remember you the next time you visit the
application’s web site. ManageOwnership uses session cookies, not standard
cookies, so no data is written to your hard drive (unless you request to download
a file).

Opening New Windows

Some pages in ManageOwnership open, or spawn, a new browser window when they are
accessed. For example, when you view an ERM-14 form or open an uploaded document, you are
spawning a new window. Remember to close the new window whenever you want to exit it and
return to where you were in ManageOwnership.
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Configuring Your Pop-up Blocker

If you have a pop-up blocker installed, you will need to allow pop-ups from the NCRB
Web site to properly use ManageOwnership.

Step 1.

Step 2.

Step 3.

Step 4.

Step 5.

On your computer, open Chrome G

If you have already received a Pop-ups blocked message as shown
below, click on the pop-ups blocked icon to manage pop-ups for the
selected page.

@2 * » 2

T

SE"II’!.IQIIN

Pop-ups were blocked on this page.

In the pop-up message, click the radio button to “Always allow pop-ups and
redirects from https://www.ncrb.org” and select Done.

X
Pop-ups blocked:

= httpsy/fwww.ncrb.or..sUDEIXkZaHMwS /h5)sw==

® Always allow pop-ups and redirects from https://
www.nerb.org

Continue blocking

Pop-ups can also be updated under browser settings. In the top right of your

screen, click More * > Settings.

me % » a0)

N

€ Settings

Settings

| @  Security and Privacy

Under Settings, click Security and Privacy - Site Settings.
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€ Settings

| e Security and Privacy

Security and Privacy

i Clear browsing data
Clear histery, cookies, cache, and mere

Cookies and other site data

Third-party cookies are blocked in Incognito mode

e Security
Safe Browsing (protection from dangerous sites) and other security settings

—» Site Settings

Controls what information sites can use and show (location, camera, pop-ups, and more)

Privacy Sandbox
A ]

Trial features are on

Step 6. Under Site Settings, locate the Content section and select Pop-ups and
redirects.
Step 7. Under Customized behaviors, go to ‘Allowed to send pop-ups and use

redirects’ and click the ‘Add’ button. Enter the following URL
www.ncrb.org and click ‘Add’.

Add a site

Site

www.nerb.org

cancel m

Step 8 Confirm URL www.ncrb.org has been added and close window to exit

DOCUMENT VERSION 1.3 4/1/2022 PAGE 3 of 39


http://www.ncrb.org/
http://www.ncrb.org/

MANAGE OWNERSHIP USER GUIDE

System Timeout

ManageOwnership times out after it has been inactive for more than one hour. A message
displays indicating that the user must log into the system again.

NCRB * NCRF ¢ NCIGA

Forgot Your Password?

Click here to request a new Password.

NCRS NCRF.NOIGA
L"l"_“ REA
RENSURANCE FACILITY
PSLRANCE GUARANTY ASSOCIATION
Error ; 5 ; Session Expired |
Logon
Web Applications can only be accessdd by authorized personnel, Access requires a secure logon before any
reports or functions can be accessed. Useeg of the system must first be authorized.
Account Instructions if you need a new aceynt setup for accessing web applications,
Already have a Logon Account?
Enter your Logon 1D and Password below and click Logon to contin The * indicates fields that are
required.
Enter Logon Information
Password” Expired session
notice
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Accessing ManageOwnership

ManageOwnership is located under the Workers Compensation section of the NCRB public
website (http://www.ncrb.org) or directly at the following URL:
https://www.ncrb.org/manageownership/.

Figure 1: ManageOwnership Landing page

()

ManageOwnership

North Carolina Rate Bureau Confidential
Request for Ownership Information

1 11 WED ADDICHION My B¢ wses

8 101 YOUr WOKers Compessation asd Empioyers Lisb

Ry reqUFES that you Feport owRErsHIp Changes.

ther changss a3 detaled wihia, 10 your

Psersnce carier in winng witin 90
335 of e CAATgR. ¥ 3ny OF the otities Are INterstate rated (COing BUSNESS I MUTIDIe 523043), COmPMECR Of 3n NCTH ERM-14 fom may be requind. Piease contact

Cur INt30mation Caetne for 33I000N PAOMAMON 3 $10 S 1268 or via armad 3t

* You hereoy Cerify Al yOU 31e either 1) i SDIONer SUBCT (0 6 Ol KN, O 21 (9 CUTent ¢anier of f6CCrd Of FOSUCer O 6Co or 10 (pioyer
ORI {EMIOYEr] You 836e 10 Cetend. Incemnity. and nokt NCRS and fts drectons. empkoness. o3 atitates farress PO any 340 a chaims, sists. actoos.
Kovses, CATIES, COSKY . UG Expestses (OCI0Hg Iecnstie MEomeyS fees) @ FOM oF e 10 yOur DMEsch Of F9s Cerdficaton s Agreement, KIoUgng Wi

0w 1t NCRS my YOur agreenen to mese lers kg
W youn 43¢y G OISR, WK Wi R oUF BCCEPASNCE WER Yoo Cired 305c33

You Name . Your Evar | o ContrmErat .

You Phose e You Comoary: | *  YourTee .

~ R TIT

% indicates a required field

NOTE: If an Agent or Carrier is logged into the portal and accesses the ManageOwnership
application through the public website or Web Security - ManageOwnership, the following
message will display:

Figure 2: ManageOwnership Landing page

| Message from webpage

i I_\ STOPI
If you are an Agent and wish to submit an Ownership Change
associated with an Assigned Risk Application, you should exit the
ManageOwnership application and submit the Ownership Change
directly through ManageAR on the documents tab.
If you have questions about the ERM-14 Ownership Change process,
please contact our Information Center at 919-582-1056 or via email at
help@ncrb.org
Thank you.

|

If you are an Agent attempting to submit an ownership change associated with a ManageAR
application, navigate to ManageAR, locate the application and revisit the General Information
page (specifically question 3).
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Navigating in ManageOwnership

ManageOwnership was designed with an intuitive user interface that makes it easy to report and
submit ownership changes pertaining to their North Carolina business entities. This section
provides an overview and explains some rules about navigating in ManageOwnership.

ManageOwnership Navigation

ManageOwnership is designed to require Users to enter required data on each page before
progressing to the next page in the application. When a User enters data and clicks the Save or
Next button, the system will validate required fields before allowing a User to navigate to the next

page.
If errors are found during validation, error message(s) will display and allow a User to correct any
errors. Once a page has been validated, a User may choose to navigate back to a validated page
to view and/or make changes. A User may choose to navigate to a previous page by clicking the
Previous button in a current page or by clicking a menu item in the left side menu.

The order in which the application collects and displays data is as follows:

Landing Page: Allows a user to enter credentials to begin a new NC Ownership Form
and/or allow a user to access the Search Unsubmitted forms page.

Ownership Changes Page: Allows a user to select an Ownership Change Type and
begin entering information that will be populated on the ERM-14 form.

Entities Page: Allows a User to add, edit, and delete Entities associated with an
ownership change.

Officers Page: Allows a user to add, edit or delete Officers associated with an Entity via
manual entry or by uploading a list.

Documents Page: Allows a user to upload supporting documents.

Review Changes Page: Allows a user to review and edit entities and review associated
Officers for a specific Submission.

Certification Page: Allows a user to certify and submit an NC Ownership Change.
Confirmation Page: Provides submission details to the submitter.

NC Ownership Form: Allows a user to view entered data in the NC Ownership Form
PDF.
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Figure 3:

ManageOwnership Application Flow

MANAGEOWNERSHIP APPLICATION FLOW

Landing Page

Dranership Changes
Data Entry and Grikd
View Pages

Entitles Data Entry and
Grid View Fages

Officers Data Entry
and Grid View Pages

Documents Fage

Review Changes Page

Cartification Page

Con firmation Page

Enmter futhar details
and Cartify

.

Sekect am Crvmzrship
Chanpe Type

.

Enter BEFORE and
AFTER Entities

.

Enter Officer|sh ar
Upload Officers)
Board af Directors
ar ather Gowerning
Bosdy List for each
Entity

.

Upload reguined o

supporting
dacuments

.

Rewlew entries

Certify and Submit
Ownership Changes

.

Submision details

ML Ownership Form

Wisrw Blank or
populated ERM-14
Form
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ManageOwnership Features

A Toggle Menu feature is available to allow you to hide or display the left side menu items.
Clicking the Toggle Menu button will hide or display the left side menu items. Click once to hide,
click again to display.

Toggle Menu in display mode — left menu is expanded and menu items display:

Figure4:  Menu displayed

ManageOwnership

© 2017 - Novth Carcéna Rate Bureau

Toggle Menu in hide mode — left menu collapses and menu items are hidden from view:

Figure 5: Menu hidden

i ManageOwnership

(]

o hip ch included in this

© 2017 - North Carclina Rate Bureau
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ManageOwnership Views

The ManageOwnership application is designed to capture Ownership Change Type details and

then provide a summary grid view. Ownership Changes,

Entities, Officers and Documents pages

will consist of a pop-up to enter detailed data or upload a list or document, and then provide a
summary grid view of the saved data and uploaded list or document(s).

Example: Entity Details pop-up — allows a User to enter Entity Details. The red * indicates the

field is required.

Figure 6:  Entity details data entry pop

_up

Contact Name: *

Enter the details of this Entity BEFORE Name and/or Legal Entity Change:

Name of Entity: | %  Entity FEIN:
i Foreign 0
ALEESE | Address:
Address 2: |
City: * State: + Zip Code: I *
Area: Country: I

Contact Email: I *

Contact Phone: *

Website: |

Insurance
Carrier:

Clear

Policy Number:

Save Cancel

Example: Entity Grid View — allows a User to view a summary of data in a grid view.

Figure 7:

Entities summary grid page

i ManageOwnership

Submitter: Kenneth Michael (Agent)

Submission ID: 10123

Ownership ID: 10137

Ownership Change Type: Merger or consolidation

Submitter Company: Karins C
Submission Status: INITIATED
Effective Date: 3/20/2017 Reported Date: 4/3/2017

Entities BEFORE Merger or consolidation:

Review Changes

Kens Tree Servce

Certification A Street Raleigh, NC 27611

Jonms Lawn Mowsng 12 Appie Sireet Raseigh, NC 27614

‘Confimaton

NC Ownership Form

Nationwide P22334566

Geo P33224567

Help

Entities AFTER Merger or consolidation:

Kens Troe Senvice and Lawnmowing A Stréet Raleigh, NC 27611

P22334566

Natonwice

Save & Exit

© 2017 - North Carolina Rate Bureau
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ManageOwnership Buttons

Throughout the ManageOwnership application, a variety of common buttons will display: View,
Save, Edit, Delete, Clear, Add, Previous, Next, Save & Exit. Below is an explanation of each
button:

Save Button: Allows data to be saved if field requirements have been met.

Edit Button: Allows data to be edited. A detail pop-up box will display with populated fields of the
record to be edited.

Delete Button: Allows data to be deleted.

A message box will display with OK and Cancel buttons.

Figure 8: Delete pop-up

” ——
Message from web_ @

(e_b Are you sure you want to delete this record?

OK I I Cancel

\ -

OK button will delete data.

Note: When deleting an Entity, all associated officers data and supporting
documents will be deleted from the ManageOwnership application.

Cancel button will cancel the delete action.
Clear Button: Allows fields on a pop-up to be cleared.
Add Button: Allows data to be added.
Previous Button: Allows navigation to a previously validated page.
Next Button: Allows navigation to the next page in sequence per the following rules:

Validation will be performed on the current page fields and if validation passes, data will
be saved and the next page in the sequence of navigation will display.

If a page fails validation, an error message(s) will display. Correction of all errors is
required before progressing to the next page.
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Save & Exit Button: Allows a User to Save & Exit the ManageOwnership application and return
at a later date/time to enter and submit the Ownership Change(s).

Note: Requires at least one Entity to be entered and saved.

A message box will display with OK and Cancel buttons.

Figure 9:  Save & Exit pop-up

Message from webpage ~- -~ @

Are you sure you want to exit without submitting?

| ~ Ifyou click OK, an email will be sent to the address supplied at the

beginning of this application with a passkey to access your incomplete
form at a later date/time.

If you click Cancel, you will remain in this web application and can
proceed with this ownership change.

[ ok |[ camed |

OK button will save validated data, close the application, and send an email to

the author with instructions on how to re-access an unsubmitted Ownership
Change form.

Cancel button will cancel the Save & Exit action.

Figure 10: Example Email

From: Service Desk Test Sent:  Fri 4/28/2017 &:26
To: Karin Gray

Cc

Subject: Information regarding your North Carelina Ownership Form (ERM-14]

B N 1 I R - NS I NS IS T I N R O <A I (NS G N RS S 0 KNI N 1A N RN S

You have initiated an ERM-14 Ownership Change with the North Carolina Rate Bureau (NCRB) but have not submitted it for review. No action will be taken by the NCRB until you
complete and submit the form.

To access your unsubmitted ERM-14 Ownership Change, navigate to the ManageQOwnership website and click the Search Unsubmitted Forms button. Enter your email address along with

the passkey below and click Search to locate all unsubmitted changes associated with your email address that have been added/updated in the past 180 days. Select a change by dlicking on
the hyperlink in the search results.

Your passkey is:
wvL [uCXwTUeTbYFAqQYESQg=—

Your passkey will expire in fifteen (15) days.

If you did not initiate an ERM-14 or need assistance completing the ERM-14 Ownership Change, please contact the North Carolina Rate Bureau Information Center at 919-382-1056 or
via email at weinfo@nerb org.

Workers Compensation Department
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Figure 11: Entities summary grid — example buttons

Submitter: Janet Smith (Manager) Submitter Company: Janet's Dresses
Submissicon ID: 10126 Submission Status: INITIATED
Ownership ID: 10139 Effective Date: 4/3/2017 Reported Date: 4/4/2017

Ownership Change Type: Name and/or Legal Entity Change

Entities BEFORE Name and/or Legal Entity Change

Janet's Dresses 112 Main Street Raleigh, NC 27612 Nationwide P444333222 m

‘Add Entity

Entities AFTER Name and/or Legal Entity Change

Janet's Clothing 112 Main Street Raleigh, NC 27612 Nationwide P444333222 m

Add Entity

Save & Exit
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Submit a New Ownership Change

Landing Page
When the ManageOwnership application opens, the Landing page will display. The Landing
page collects the authors information and obtains certification.

Figure 12: Landing Page

: ManageOwnership

North Carolina Rate Bureau Confidential
Request for Ownership Information

11 i web atplication iy be used 1 101 your Warkers. Conpensation and Ergloyers Lisoiy msirarce

()

CONRIES. YOUr WORETS COMPENSIION POKY MQUIES IRSE YO (€PN CATECSIHP CHaNges 30 ofher CRanpes a8 Ostatend wifin, 10 YOUF INSUCHICE LAY £ WITng Wihin 40

ays of e change.  ny of the eatites ars rasiness X be required. Plaase contact
Our IETORTIRtON Camier Y0 3N INOrMAYoN 3t 913-562-1066 OF ¥ia emall at werdo@icin
. hesey cessly TR0y
(Erpoyer) domedy. empoyees s, ctons.
Kenses, Gamages. cist fees) anming Canecaton
gt your wocg
wan yosr you accepmince
Yeur Name . Your Emat . Conterr Emal .
Yeur Prone o YourCompany . YourToe .
~

1 Pt 8 10001

% indicates a required field

Check the Certify box, enter the required fields, and complete the re-captcha (to verify you are
not a robot). When the required fields have been entered, the Begin Ownership Change button
will be enabled.

Figure 13: Landing Page — Begin Ownership Change button enabled

ManageOwnership

()

North Carolina Rate Bureau Confidential
Request for Ownership Information

The OUNESIp IoTaion CORCTE I 113 web SppICaton Mmay be 1sed i estabisaing preowurs Yo your Vieuers COmpansanon and Smployers Listity inutance

Comrages. Your workers conpensatien poliy NeUNes Iat you Teprt OATNSIA CRaNJes ard ciher chasges 25 dotaled WINN, £ yOur INGUNCH CAMEY 1N Witing Wit 50

s Of the chacge I any of the entities are intersiate ratec (doing business in multiple 3t3tes), completion of an NCCI ERM-14 orm may be required. Fiease contact

cur intormaticn Centes for O3EONN IoManoN Bt 91-400- 1066 of vid e Bt < N1OEncrs 05y
Ve You serety poGer of KX Py
orpenzeton ("TMployer) You agroe W0 defend, ndemedty, erpiayees. and. y , s, ACBonD,
Kosses, damages, Costs ¥ e
st - oy

o YowErat [ken Sean o Contmema [ken Sman .

e YouCompany. [Kers Lawn Senke o YowToe |Manager .

Begin Ovnership Chango » Search Ownership Forms.

% indicates a required field

Click the Begin Ownership Change button to navigate to the Ownership Change Type page.
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Ownership Change Type Page

The Ownership Change Type page captures details for the Ownership Change Type to be
reported to the NCRB.

Figure 14: Ownership Changes data entry page

ManageOwnership

Effective date of change: |0403/2017 . Date reported to Insurance Carrier: [o—:@nn -
Select Ownership Change Type Below: +
50 (Adaitional changes may be entered upon completion of each change)
i Geidicr Logal Exty Changd

A change has oceutred to the name andior logal status of the enti
NOTE. DBA Name changes are nol considerad ownershg changes and do not need o bé repoded o the Bursan

* Salke, transter. or conveyance of all or a portion of an entity’s ownership interest
A change has occurred 10 the ownershp of the entiy

* Sale, transfer, or conveyance of an entity's ph{iltal 5514 to another entity that takes over its operations.
An eridy sels of ranfers ds assets o anofer eolly, and the acquring enidy lakes ave the operations ofthe
The ne vold rans od with the ofher assets.
solidation (Attach copy of artickes of merger or artickes of consolidation).
bees e entty
; Formation of a new antity that acts as, orin efect s,  successor to another entry.

A now entity is formed o ¢oplaces an.ontty hat has Gssolved., oe @ now entity is formed and the prior antiy has £0350
cperaboms or cperutes n a bmded capscty

* lirevocable trust or recelver.
Ach;r\gc' a3 cxcurred to the ety ether voluntarity or by court mandate, that roquires the oty 10 be put i 3 ust or
recervership

* Datarmination of combinability of separate entities.
Twa of Moce entibes have commen ownership and may be combmnable for xperience rating purpozes,

Narrative: (Provide 3 brief description of the changes that have occurred. Include any additional
Information you befieve pertinent to this ownership change) s
Senith and Comoiany Windaws mered with Jores Windows to feem & comoany named: Sith & Jooes Windows

Select or enter dates in the Effective date of change and Date reported to the Insurance
Carrier fields.

Select an Ownership Change Type by clicking on the Change Type (i.e. Name and/or Legal
Change). The selected Ownership Change Type description will be highlighted.

Note: If multiple Ownership changes need to be reported, the User will be given an
opportunity to enter additional changes upon completion of each change.

Enter a brief description of the Ownership change in the Narrative textbox.

Click the Save button to save the selected Ownership Change and navigate to the Entity Data
Entry Pop-up.

Click the Cancel button to cancel saving the selected Ownership Change.
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Entity Data Entry Pop-up

The Entity BEFORE [Ownership Change Type] data entry pop-up captures the Entity data
before a change occurred. The Ownership Change Type selected will display in the header. In
this example Ownership Change Type Merger or Consolidation was selected.

Figure 15: Entity details data entry pop-up

Enter the details of this Entity BEFORE Merger or Consolidation:

Type of Entity: |Chonse alegal entity type... W |%

Name of Entity: | %  Entity FEIN: |

Foreign
Address 1: I *  address: O
Address 2: I
city: | * State: + Zip Code: | *
Area: I Country: I
Contact Name: I % Contact Email: I *
Contact Phone: I * Website: I
Insurance B .
Carrier: | Policy Number: I

Clear Save Cancel

ManageOwnership

Type ot Gaty: | Crose 3iege ittt e
Name of Ensty: +  EneyrEN
Address 1: et a

[ e s | ezpcess| e

e e D
conmaname. [ e coweteman [
Convetpnone: [ e wesw: [
— e
= @

Users are required to enter all Entities BEFORE and all Entities AFTER, for a selected Ownership
Change Type.
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The following chart lists the required number of Entities BEFORE and Entities AFTER for an
Ownership Change Type:

Least # of Least # of

Ownership Change Types Before After
Entities Entities

Name and/or legal entity Change 1 1
Sale, transfer or conveyance of all or a portion of an entity's 1 1
ownership interest
Sale, transfer or conveyance of an entity's physical assets to 1 1
another entity that takes over its operation
Merger or consolidation 2 1
Formation of a new entity that acts as, or in effect is, a successor 1 1
to another entity
Irrevocable trust or receiver 1 1
Determination of combinability of separate entities 2 0

After the required number of Entities BEFORE and Entities AFTER have been entered and
saved, the Entities Grid page will display.

Example:

Smith and Company Windows is merging with Jones Windows to Form a Company
named Smith & Jones Windows. The Ownership Change Type = Merger or
Consolidation.

The Entities BEFORE are: The resulting Entity AFTER is:
-Smith and Company Windows -Smith & Jones Windows
-Jones Windows

In the Entities BEFORE data entry pop-up, a User will enter Smith and Company Windows and
click the Save button.

Next, the Entities BEFORE data entry pop-up will display again, this time a User will enter Jones
Windows and click the Save button.

Next, the Entities AFTER data entry pop-up will display, a User will enter Smith & Jones
Windows (the name of the company after the merge) and click the Save button. The Entities
Grid view will display.

Note: Once one entity has been added, a Copy existing dropdown is populated with values from
previously entered entities. Select an entity from the Copy existing dropdown list and click the
Copy button. Fields in view will pre-populate with selected entity data. A User may then edit the
fields as needed.
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Entities Grid View

Data entered in the Entities BEFORE data entry pop-up will display on the Entities BEFORE
section. Data entered in the Entities AFTER data entry pop-up will display on the Entities AFTER
section.

Figure 16: Entities summary grid view page

— i ManageOwnership
Submitter: Ken Smith (Manager) Submitter Company: Kens Lawn Service
Submission ID: 10127 Submission Status: INITIATED
Ownership ID: 10140 Effective Date: 4/3/2017 Reported Date: 4/5/2017

Ownership Change Type: Merger or consolidation

Entities BEFORE Merger or consolidation:

Review Changes

ConMeaton Smith ana Company Windows 123 Main Stroet Ralegh, NC 27612 Nationwice P12354321 ﬂ
Conmeton Jones Windaws 16 West 16(n Street Raiigh. NC 27612 Prucential 33221789 m
NC Ownershp Form
Hep Entities AFTER Merger or consolidation:

Smith & Jones Windows 455 Mai Street Ralegh, NC 27612 Nationwice P333444555 m m

Save & Exit Next »

© 2017 - North Carolina Rate Bureau

Edit an Entity
To edit an Entity, click the Edit button for the Entity to be edited. The data entry page for the

selected Entity will display and fields will be populated with the entity data. A User may then edit
the data and save the changes.

Delete an Entity
To delete an Entity, click the Delete button.

Note: Deleting an Entity also deletes all associated Officer records and associated uploaded
documents.

Add an Entity

To add an entity, click the Add Entity button in the BEFORE section or AFTER section on the
Entity Grid page. The Entities data entry pop-up will display.
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Figure 17: Entities summary grid view page

s ManageOwnership

Ounership Chianges Submitter: Ken Smith (Manager) Submitter Company: Kens Lawn Service
Submission ID: 10127 Submission Status: INITIATED
= Ownership ID: 10140 Effective Date: 4/3/2017 Reported Date: 4/5/2017
Officers. Ownership Change Type: Merger or consolidation
Documents Entities BEFORE Merger or consolidation:
Review Changes g
Cesttic aton Smith and Comparny Windows 123 Main Street Raleigh, NC 27612 Nationwige P12354321
Confiemanon Jones Wincows 16 West 161h Street Raleigh, NC 27612 Prudential 33227789 m Detete
NG Ownertip o s ]
Heg Entities AFTER Merger or consolidation:
Smith & Jones Windows 456 Main Street Raleigh, NC 27612 Natonwice P333444555 m m

| Save & Exit I l

©2017 - Norh Carolna Rate Bureau

Once all Entities have been entered, click the Next button to validate entity data and navigate to
the Officers page.

If a User wishes to save data and exit the application and return to complete it at a later date,

click the Save & Exit button. The system will generate an email to the User with instructions on
how to access an unsubmitted Ownership form.

Officers Page

The Officers page allows a User to manually enter officer data, or upload Officers/Board of
Directors/Governing Body list. At least one officer or one uploaded list is required to be
entered/uploaded for each Entity BEFORE and each Entity AFTER, as listed in the Entity Grid

page.
Figure 18: Officers Page

ManageOwnership

Ownership Changes Submitter: Ken Smith (Manager) Submitter Company: Kens Lawn Service
Submission ID: 10127 Submission Status: INITIATED

s Ownership ID: 10140 Effective Date: 4/3/2017 Reported Date: 4/5/2017

omeers Ownership Change Type: Merger or consolidation

Docyments Enter Officers for BEFORE Entity: Smith and Company Windos (| / Sole Prop )

Review Changes
If you have more than 10 officers or if you do not have officers but have a board of directors or other governing body, you may upload a list.

The uploaded file must include the full name of each officer or board member, title and any applicable ownership percentage or share. ’

Cerlification

Officer Entry Mode:  Manual Entry () Upload a List

Confirmation

NG Ownership Form
—
s E=3cn

© 2017 - North Carolina Rate Bureau

Topye Manu
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Officers - Manual Entry of Officer Data

Select the Manual Entry radio button in the Officers page.

Note: a maximum of ten (10) officers may be manually entered. Use the Upload a List feature if
there are more than ten (10) officers to enter or have a board of directors or other governing
body.

Figure 19: Officers page — Manual Entry

ManageOwnership

Entity of Officer: Smith and Company Windows

Name of Officer: *

Titse: [amu e vie
Primary Phone:

Ownership interestNumber of Shares: ® O Interest(%) O Shares(¥)

Copy existing: | Crecse sueteg ccer v]

u m

The Officers data entry page will display and list the first entered Entity name (i.e. Smith and
Company Windows) at the top.
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Figure 20: Entity of Officer data entry pop-up

n . Sm ny wWin
Name of Officer: [Oam Bower *
Title: Ingividual ve

Primary Phone: 1—4-919) 555.4474

Ownership InterestNumbaer of Shares: 50 X & @ Interest(%) Shares(#)

Copy existing: | Choose exstng officer . V| m

Enter the required officer fields as denoted by the red *.

Click the Save button to save the entered data.

Click the Cancel button to cancel saving the action.

Note: For each Entity, all entered Officers Ownership Interest must be Stake(%) OR Shares(#).

If a User selects Entity Type ‘Individual’ or ‘Partnership’ in the Entity details pop-up, and then
selects Stake(%) in the Officers data entry pop-up, the combined Officers Ownership Interest
must add up to 100%.

Example:

A User entered the first officer with Ownership Interest: 50, and selected Stake(%) in the
Officers detail pop-up.

Figure 21: Entity of Officer Stake % example 1

Entity of Officer: Smith and Company Windows

Name of Officer: |Jcmn Smith P

Tithe: Ilnu-‘.'-v::al v|t
Primary Phone: [(919) 478-5568

ownership Interesﬂﬂumbero‘fﬁhar!s:'i I #|® Interest(% Shares(#)

Copy existing: |Choose existing officer.. m

(=] Ey—
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Next, a User entered the second officer with Ownership interest: 50 and selected Stake(%).

Figure 22: Entity of Officer Stake % example 2

Entity of Officer: ACME International Inc.

Name of Officer: 1Jonﬂ Smith

Title: [President V]

Primary Phone: |919-1 11-2222

Ownership Interest/ Number of Shares: §50 Stake(%) @ Ismros(u)

Copy existing: |Choose existing officer... v m

Both Officer records Ownership Interest sums up to 100%.
After an Officer is entered, the Officers Grid View page will display. The Entity Name for which

the Officer was entered will display in the subheading, and the officer data will display in the
Owner/Officer Name section.

Figure 23: Officers grid view page

Submitter: Ken Smith (Manager) Submitter Company: Kens Lawn Service
Submission ID: 10127 Submission Status: INITIATED
Ownership ID: 10140 Effective Date: 4/3/2017 Reported Date: 4/5/2017

Ownership Change Type: Merger or consolidation

Enter Officers for BEFORE Entity: Smith and Company Windows (Individual / Sole Proprietor) I

If you have more than 10 officers or if you do not have officers but have a board of directors or other governing body, you may upload a list.
The uploaded file must include the full name of each officer or board member, title and any applicable ownership percentage or share.

Officer Entry Mode: ® Manual Entry O Upload a List

David Bower Individual 50%

John Smith Individual 50%
Add Officer

Edit an Officer

To edit an Officer, click the Edit button for the Officer to be edited. The data entry page for the
selected Officer will display and fields in view will be populated with the officer data. A User may
then edit the data and save the changes.

Delete an Officer

To delete an Officer, click the Delete button.
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Add an Officer

To add an Officer, click the Add Officer button. The Officers data entry pop-up will display.

Edit an Officer

To edit an Officer record, click the Edit button and the Officers data entry pop-up will display.

Previous

Click the Previous button to navigate to the previous page (Entities).

If all officer data has been entered for an Entity, click the Next button on the Officers Grid View
page, and the next Entity will display to allow officer data to be entered. At least one officer must

be entered or a list must be uploaded for each Entity.

Continue entering officer data for all entities included for the Ownership Change. Once all officers
have been entered, click the Next button to navigate to the Documents page.

Officers - Upload a List
Select the Upload a List radio button in the Officers page if you want to upload a list of Officers,

or have more than ten (10) Officers, or have a Board of Directors or Governing Body. The Upload
Board of Directors/Governing Body List pop-up will display.

Figure 24: Officers Upload Board of Directors/Governing Body List Pop-up

ManageOwnership

Upioad Board of Directors | Governing Body List

| Adaitional documents may be upkiadad on the Documents tab.

Click the Choose File button, select a file, and then click the Upload button to upload the file.
Accepted file types are: pdf, doc, docx, xls, xIsx, txt, jpg, jpeg, png, gif.

DOCUMENT VERSION 1.3 4/1/2022 PAGE 22 of



MANAGE OWNERSHIP USER GUIDE

Figure 25: Officers Upload a Document pop-up

Uplead Board of Directors | Governing Body List

Additional documents may be uploaded an the Documents tab,

% Oifficers Uploaded List docx BT SIKE

Canced

The file will be uploaded and display in the Officer Uploaded List grid with a link to view the
document. Click the Upload a List radio button to navigate to the uploaded document.

Figure 26: Officers Uploaded List grid view page

ManageOwnership

Ownership Changes Submitter: Ken Smith (Manager) Submitter Company: Kens Lawn Service
Submission ID: 10127 Submission Status: INITIATED
e Ownership ID: 10140 Effective Date: 4/3/2017 Reported Date: 4/5/2017

Ownership Change Type: Merger or consolidation

Enter Officers for BEFORE Entity: Smith and 1 Sole Propi )

The upioadaed file must inciude the full name of each officer or board member, title and any applicabie ownership percentage or share.
Officer Entry Mode: ) Manual Entry (8} Upload a List

If you have more than 10 officers of If you do not have officers but have 3 Doard of directors or other governing body, you may uplead a list. ’

Confirmaton

10127_10140_10265_1_oMcers Gocx m
Hewp 1

=3 =3 C

© 2017 - North Carolina Raie Bureau

NC Ownership Form ’

Note: only one (1) list may be uploaded for each Entity.

After the required list is uploaded, click the Next button to navigate to the next Entity or
Documents page.
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Documents Page

The Documents page allows a User to upload supporting documents. If the Ownership Change
Type selected is Merger or Consolidation, a message will display asking the User to upload
Articles of Merger or Consolidation.

Figure 27: Upload Supporting Documents grid view page

ManageOwnership
Submitter: John Smith (President) Submitter Company: ABC Company
Submission ID: 10060 Submission Status: INITIATED
Ownership ID: 10063 Effective Date: 3/1/2017 Reported Date: 3/3/2017

Ownership Change Type: Merger or consolidation

Upload Supporting Documents: IThls change type requires you to upload Articles of Merger or Consolidation) I
Please upioad any relevant documents y =

(Le. Secretary of State legal trust or recer etc)

[— 1

© 2017 - North Carotina Rate Bureay

The User may choose to upload a maximum of three (3) supporting documents for each
Ownership Change.

Click the Choose Files button in the Upload Supporting Documents pop-up. Accepted file
types are: pdf, doc, docx, xls, xIsx, txt, jpg, jpeg, png, gif.

Figure 28: Upload Supporting Documents pop-up

Upiead Juppeming Documents

(Document Desoription: [ L]

1E3

Figure 29: Upload Supporting Documents — enter Description and Upload

Uptasd Supporting Documents.

ument Description: [ArCkes of Minger X u

* Ayiscles of Merger nfrmaton docx s

Upload

Enter a Document Description and then select a file and click the Upload button. The uploaded

I'RIA%H é?B Xlgl cuments gri B%\QI a nhyperlink 1o view the docu 24 of
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Figure 30: Documents grid view page — uploaded document

= ManageOwnership
—_—
Ownership Changes Submitter: Ken Smith (Manager) Submitter Company: Kens Lawn Service
Submission ID: 10127 Submission Status: INITIATED
Cortm Ownership ID: 10140 Effective Date: 4/3/2017 Reported Date: 4/5/2017
Officars Ownership Change Type: Merger or consolidation

Upload Supporting Documents: (This change type requires you to upload Articles of Merger or Consolidation)

Piease upload any relevant documents you feel would provide clarity in the processing of this ownership change.
Review Changes. (l.e. Secretary of State trust or e

Certification Document Name. ez
10127_10140_2 docx A Of Merger i
Confitmation

NC Ownership Form
Help
Save & Exit « Previous m

© 2017 - North Garolina Raste Bureau

Documents

Once the required and/or other supporting documents have been uploaded, click the Next button
to navigate to the Review Changes page.

Review Changes Page

The Review Changes page allows a User to view the Entities and Officers for each entity for
each Ownership Change Type included in a submission.

If there is more than one Ownership Change Type included in a submission, the Ownership
Change Types will display in the order they were entered by clicking the Next button. Otherwise,
the Certification page will display.

Figure 31: Review Changes grid view page

ManageOwnership
Submitter: Ken Smith (Manager) Submitter Company: Kens Lawn Service
Submission ID: 10127 Submission Status: INITIATED
Ownership ID: 10140 Effective Date: 4/3/2017 Reported Date: 4/5/2017

Ownership Change Type: Merger or consolidation
Entities BEFORE Merger or consolidation:

-~ Senmn ang Company Windows 123 Main Street Rakagh, NC 27612 Nabomwoe P12352321
Conrmaton

NG Ownesship Form
Help

~  Jones Windows 16 West 1630 Street Raleigh. NC 27612 Prodenisl 3227709

Cava Jones. Inandusl 100 shares.

~ Smen & Jones Windows 456 Main Street Raleign, NC 27612 Navonwioe P33ML4555

Ust of officers & atached 10127_10140_10266_1_ofcers docx

[ Preview NC Ownership Form Add Ownership Change

Once a User views all Ownership Change Types, and no other changes are needed, the User
may choose to click the Preview NC Ownership Form button to view how the entered data will
display on the form. Uploaded documents will be merged into a single pdf file for each Ownership
Change.

Figure 32: ERM-14 Form — populated page 1
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BE| e 2z |

Page1of 2
North Carolina Rate Bureau ERM-14
Confidential Request for Ownership Information
The ing i may be used only in establishing premiums for your Workers Compensation and Employers Liability
insurance coverages; otherwise this i ion will be maintained in ¢ e. Your C ion policy requires that you

report ownership changes, and other changes as detailed below, to your insurance carrier in writing within 30 days of the change. If you
have questions, contact your agent, insurance carrier, or the North Carolina Rate Bureau (Bureau). Once completed, this form must be
submitted to the Bureau by you, your agent, or your insurance carrier. If this form does not provide the means to explain the
transaction(s), enter as much information on the form as possible and supplement the form with a narrative on the employer’s
letterhead, signed by an owner, partner, or executive officer. if you need assistance completing this form, contact the Bureau at 919-
582-1056 or via e-mail at weinfo@ncrb.org.

Note: This form is for North Carolina policyholders to report ownership changes pertaining to their North Carolina business entities. Any
entity with exp in iple states should c the natit version of the ERM-14 form and submit it to the National Council on
Compensation Insurance, Inc. (NCCI) for review. The national ERM-14 form can be accessed on NCCI’s website at www.ncci.com.

Section 1- Type of Transaction
Check all that apply.
*If muitiple changes are being reported and they did not occur on the same date, complete a separate ERM-14 for each transaction.

@ Name and/or Legal Entity Change
A change has occurred to the name and/or legal status of the entity.
NOTE: DBA Name changes are not considered ownership changes and do not need to be reported to the Bureau.

o Sale, transfer, or conveyance of all or a portion of an entity’s ownership interest
A change has occurred to the ownership of the entity.

o Sale, transfer, or conveyance of an entity’s physical assets to another entity that takes over its operations
An entity sells or transfers its assets to another entity, and the acquiring entity takes over the operations of the
selling/transferring entity. The entity or business name may or may not be sold or transferred with the other assets.

O Merger or consolidation (Attach copy of articles of merger or articles of consolidation)
Two or more entities combine to form a single entity.

o Formation of a new entity that acts as, or in effect is, a successor to another entity
A new entity is formed or replaces an entity that has dissolved, or a new entity is formed and the prior entity has
ceased operations or operates in a limited capacity.

O Irrevocable trust or receiver
A change has occurred to the entity, either voluntarily or by court mandate, that requires the entity to be putina
trust or receivership.

o Determination of combinability of separate entities
Two or more entities have common ownership and may be combinable for experience rating purposes.

*Effective date of change(s): 4/13/2018 *Date Reported to the Insurance Carrier: 4/2/2018

Section 2- Narrative
Provide a brief description of the changes that have occurred. Indude any additional information you believe pertinent to the
transaction(s) reported on this form.

Name change

NCRB ERM-14 Form Rev. 6/1/2016
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Gl @@ 5E| e 2

s

Page 2 aof 2

Saction 3- Owmnership Detail of Each Enfity
Frovide detailz below for sach entity noheed in the owmership dhangze bransaction]s|. This must inchide entity miormation Sor "efore™
the chamgs and “after” the change. Hees than 3 sntitias are mvohied in the changs, us: addigenal copies of pags 2.

Col | = Overership befone chanpe or Col 1 & IT= Owrership teyore change
Cid. if = Dusniérshis ofrar change Col 1l = (hanership ofter changs

Information Column 1 Column 2 Column 3

Haive of Entlry Smith and Jores Windows| Smith and Jonas Windows Ine

Eritity Infoemnation: 123 Taet Dmve 122 Teat Drve
* Address Ralaigh, NC 12365 Raleigh, MG 12543
» Phone Mumbsr 1919} BEE-55E5 910} ES5-E5EE

* E-mail Address bueggnerb.og buegpnert.crg

= ‘Wit Ken Smith Hezn Smith
= Primary Contact

Entivy FEIN

Imzurance Carvier lame

Podicy Mumber

Type of Entity Individual / Sole Propristor | Individual { Sole Prapristor
|Camparation, Pamnership,
Individusl, LLC, &tr ]

Owimeership it and Jones WEndows ire Kian S indviduzt 100%
Ircfivickial 100%
List il owners, members,
partmers, officers, st
alang with 2 percentage of
cwmership or skaresof
wOTing Stock.

I no “OWNErs” or woting
ctock, provede et of baard
af drectors or comparable
gaverning hody.

Tatal (wnership Interest

o Humber of Shares 100% 100%

Person completing form
Mame: 2N Smith Phone Number. (919} 888-5366

Smith and Jones Windows President

Company Mame: Tile:

Section 4- Certification
The person signing below certrfies that the informatan contained in this farm is complete and comrect

I:'nl:i'l',' Oramer, Partner, Member, or Executive Officer:

name: Ken Smith Bhone Number, 9191 888-5565
Entity Name: Smith and Jones winodows THie: Prezident
F n
Signature: Signature on Fie win Submitier e, A3201E
MCHE ERRA-14 Foem Rew. B//2005
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(=) () (7873 |- | | B | & B4 | R

Cerilicalivn Cormmenls Assovialed willh Ownership Subnmissivn:

Wame change

DOCUMENT VERSION 1.3 4/1/2022 PAGE 28 of



MANAGE OWNERSHIP USER GUIDE

d iﬁeader

File Edit WView Window Help
Dos | SEX@E S| & @[] [wx]-]]] -

Pzgelof 2

Morth Carolina Rate Bureau ERM-14
Confidential Request for Ownership Information

The followirg ownership statements may be used only in estzblishing premiums far your Waorters Compersation and Employess Liability
iNSerance coverages; otherwise Chis informatio n will be maincained in confidence. Your workers CoMpensaTion policy requires that you
report owmershp chanpes. snd athes changes asdetziled below. o your nsursnee carrier in writing withie 90 days of she charge. Fyoa
have questisns, comact your agent, insurance garrier, or the Morth Caroling Rate Surezu (Bureau). Once completed, this form must be
submitted to the Burezu by you, your agent, or your insurance carrier. |f this fonm does net provide the means to expliin the
trarzactionizs]. snteraz mush infermation on theform 2z passible ans supalement the form wih 3 namatice o1 the employer’s
letterhead, signed by an owner, partner, or execative officer. If you need assstarce comgleting this ferm, comactthe Bureaw at 919-

562-1056 or via e-mail &t woinfo@ncrboors.

Mate: This formis for North Caraling policyheld'ers torapert ownsrship changss pertaining to theirNorth Caroling busisess antities. Any
entity with exposurs in muftiple stotas should complete the netiongl wersion of the ERM-14 form ord submit it to the Netional Councl or
Compansation lvsum@nce, N [NCCT) for mview. Tha setional CRA-14 form con be ocoessed on NOO'S website or wWiaw 8000000,

Section 1- Type of Transaction

Check zll that apply.
* if muitipie cherge: are beirg reported snd ihaydid not oomwr on tha same deta, complete g sepancte EAM-14 for sech tranzachon.

O Mame andfor Legal Entity Change
Achange has occurred to the nonne and/or legal shatus of the entity.
NOTE: Db& Mams changes are not comsidersd ownership chenges and do not need to be reported to the Bureau_

O Sale, transfer, or conveyance of allor @ portion of an entity’s cwnership interest
Achange has octurmed 1o the owrRership of the ennity.

o Sale, transfer, or conveyance of an entity’s physical assets to another entity that takes over its operations
An entity sells ortransfers its assets to ancther entity, and the acguining entity tokes ower the operotions of the
selfing/uransferring entity. The en ity or business ndme may or may Aot be seid or ensferred with the other assers.

@ Merger or consolidation {Attach copy of articles of merger or articles of consolidation)
Two or more entities combing to form o single entity.

O Formation of a new entity that acts as, or in effed is, a successor to anather entity

Anew entity s formed ar repleces an entity that has disselved, or @ new entity is formed and the prior entity bas
Ceased operarions or aperaies i @ Nmited capecity.

O Irrevecable trust or receiver
Achange has occurred to the entrty, either voluntanily or by court mandete, that reguires the entity to be puting
trust or receivership.

O Determination of combinability of separate entities
T oF more entilies igve common ownershipand may be comiinable for experience raLing purpeses.

*Effective date of change(s); 332017 *Date Reported to the Insurance Carrier; H52017

Section - Narrative
Provide & bnef ¢escipton of the changes that lhave scourrec. Indude any additional nformation you selieve pertinent to the

trarzaction(z] rmpored on thiz ferm.
Smith and Company Windows merged with Jones Windows to form a company namead: Smith
& Jones Windows

MCFE ERM-14 Form REV. 5172016
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Figure 33:

ERM-14 Form — populated page 2

File

MNC_ERM-14.pdf - Reader

Edit Wiew Window Help

L

Section 3 Ownership Detail of Each Entity
Provice details below for each entity inwolved in the ownesship change transaction(s]. This must include entity information for “before”
the change and “after” the change. If mone than 3 entities are involved in the change, use sdditional copies of page 2.

Do | QB FE@EOE | ®® 2] |[onx]]]| W -

Page 2 of 2

Lol I = Dwnarship before charge or Col. [ & Il = Ownership bafore change
Col. Il = Ownarship ofter change Col. Il = Ownership ofter change
Information Column 1 Columin 2 Colummn 3

Mame of Entity Smith and Company Windows| Smith & Jonas Windows Jones Windows
Entity information: 123 Main Streat 456 Main Sirest 16West 15th Street

* address Raleigh, NC 27612 Raleigh, MC 17612 Raleigh, NC 27612

# PhoneNumber 1912) BEB-0G66 (210)444-T777 {D10) 5554545

» E-mail Address asmithfaol com jdawdiiiand.com kjonesg@anl.com

hitp: S mithwindows_com

hitp:/ismithjoneswindows. com

htipjoneswindows. com

* Websie Ken Smith John Davis Ken Jones
= Frimary Contect
Entity FEIN i ) s 11 "*""gB888
Insurance Carrier Name o Maticnwide Prudential
Policy Number P12354321 P333444555 33227788 £
Type of Entity

|Corporation, Partnership,
Individual, LLC, etc )

Individual [ Sole Propretor

Indnodual /| Sole Proprietor

Individual / Sole Proprneior

Ownership

List all ocwners, members,
partners, officers, etc,
along with a percentage of
ownarship or shares of
woting stock.

I N0 “owners” of voting
stock, provide list of board
of directors or comparable
governing body.

Diavid Bower Individual £0%
[Jonn Smih Individual S0

‘Ges atachad Isl.

Diavid Jonee Individual 100 shares

Total wnership Interest

or Humber of Shares 100% 100 shares
Person completing form:

Mamg: _Hen Smin Phone Number: (191 9888855
Company Name: Kens Lawn Service Title: Manager

Section 4- Certification

The parson sgning below certifies that the information contiined in this form is complete and Correct.

Entity Owner, Partner, Member, or Executive Officer:

Mame: Phone Number:

Entity Namea: Title:

Signature: Date:

MCRE ERRA-14 Farm Rev. 512018

Tool

)

An ERM-14 Form will be created for each unique Effective Date of Change. Uploaded
documents will be merged into a single pdf document for each ERM-14 Form and display after
each ERM-14 Form.
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Certification Page

The Certification page collects the Authors details and obtains certification.
Figure 34: Certification page

ManageOwnership

Certification

If you have another ownership change to report, click Add Ownership Change below.
Othervise, complete this section to certify that all information contained in this submission is complete and correct:

Namo: * Tito: .
Emal: *  Confirm Emall: *
Ertity Name: [— o ProreNamser | e
Comments.

NC Ownership Form

Help

— | cartify that | am a legal officer or authorized rapresentative of ona or mare entitias invoived in this cwnarship change and wil ratain a
L copy of the signed ownership form in my possessicn for 8 period of not less than 5 years.

[_. | certify all information submitted In the ownership change(s) as compiete and correct.

ManageOwnership

Certification)

1f you have ancthar cwnership change to raport, cick Add Ownership Change below.
Otharwisa, compiete this section 1o centify that all information contained in this submission is compiete and corract:

Nae foen smen . Tae cE0 ‘.
Emat femai@emai com o ContemErat  |eas@enat com .
[ty Mame ‘(ms Lawn Sarvice o Proce Nuster [m ¥) 5555555 .
Comments [ e s bt comeien. Pioese e ror i € here 5 e Ot ecpirtrg et

o e froem e, Thack you |

| cortfy that | am 2 lega oficer of
1 cooy of the 50 ownersip form in my poss4sion for a D60 of ot less thas 5 years

Shp change ad wil retan 2

(] 1 ety Al inbanarion sutimised in the wserstip changa(s) s completn and cormect

o | oot

© 20715 - NOIN CATONN #3te BRI

Enter the required fields and check the certification boxes.

The Submit button will be enabled once fields are entered and boxes are checked.
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Figure 35: Certification page — Submit button enabled

Documen's

Review Crangss

Centicaon

Contemater

NG Owoersagg Fony

=

Click the Submit button on the Certification page. The Ownership Change Certification and

ManageOwnership

Certification

If you have another ownership change to raport, click Add Ownerehip Chango balow,

Otherwise, complete this section to cerity that al information containad in this submission is complete and comrect:

Name. Ken Sentny . T keo -
—_—

Emat [rv——" o CootmEmer  [emangematcom .
—_—

ey Name [Keses Lawr Servce o PhoseNamter  |(19) s55-nsas .

Comments T e e ey e e p—————
v e bom me Thar you. |

v

Opy o 190 343000 SANCEN S In my PISIONC K B P of ot s an § yoan

V] 1 cersty o mtormation submibec in e ownership change(s) 33 complete and comect

L cerssy 1t 1AM 2 gl OFicer O JUMCAZET erese Lt of (e Of WORe Fes IVohed 11 B OATENO CHANGS 2nc Wil 1etain &

©2018 . Nocth Carabra Rate Burosu

Agreement pop-up will display.

Click the Accept button to submit the entered Ownership Change Type(s) to the NCRB.

Figure 36: Ownership Change Certification and Agreement pop-up

Ownership Change Certification and Agreement

MOW Certification and Agreement

This Certification and Agreament supplements the Terms of Use for use of NCRB (a5 defined in the
Terms of Usa) web-based applications, and relates to the ManageOwnarship application. Ay braach
of this Certfication and Agreement will ba corsiderad a braach of the Terms of Use.

By dicking the "Accept” button below, or otherwise by using the ManageOwnership application, you
hereby agree, on your own behalf and on behalf of the crganization you are employed by or
othenwise represent: (1) to the NCRB ganeral Terms of Use, and (2) to the supplemental terms
belows:

1. You hareby cartify that you are aither 1) the employer subject to this ownership form , or 2) the
current carrier of record or producer of record for the amployer organization (“Employer™).

2. 1f you do not mest the requirements spacified above, you are required to select the “Decline”
button below and to not use this applcation. You agree to defend, indemnify, and hold NCRB and its
directors, employees, and affllates harmiess from any and all claims, suits, actions, kosses, damages
costs , and expenses (ncluding ressonsble sttomeys fees) ansing from or relating to your breach of
this Certification and Agreament, including without limitation your fadure to maet the cantification
réquiraments above.

3. You acknowladge that NCRE may elactronically capture and store your agreamant to thase terms
along with your identifying information, which will link your acceptance with your emad address.

\ J

(e

Click the Decline button to return to the Certification page.

After the User clicks the Accept button, a Confirmation page will display.
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Note: will the Ownership Change is being processed, a message will display to let the
User know to wait for the confirmation.

Jravers s - (R Jr e -

[ksmi- *
,g{ Processing Submission (Do not close this window) & 2

am a lenal affirar ar aitharizad ranracantativa of nna ar mara i hiad in thic hin rhat

Confirmation Page

The Confirmation page displays submission details to the Author.
-Submission Status
-Submission ID
-Received Date

-Confirmation email address

Figure 37: Confirmation page

ManageOwnership

( Submission Status: SUBMITTED Submission ID: 10127
Received Date: 4/7/2017 11:31 AM

)

Your submission 1D is 10127, Please this 1D in any

A confirmation email was sent to ksmith@aol.com.

© 2017 - North Carcina Rate Burcau

The Submission Status will change to SUBMITTED after a User submits an Ownership Change.
Submitted forms are no longer viewable via the Public ManageOwnership website.

A confirmation email will be sent to the email address on file and will contain a copy of the pre-
filled ERM-14 form along with any attachments that were uploaded for the submission.

An NCRB associate will review the submitted Ownership Change Type(s) and be in contact with
the author if there are any questions.

Access an Unsubmitted Ownership Form While In ManageAR

If a User previously started an Ownership Change from within ManageAR, and clicked on the
Save & Exit button, a User will be able to re-access the Ownership application by clicking on the
View Ownership Change (opens new window) link.
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Figure 38: View Ownership Change Link

ManageAR

REPORTS TOOLS¥ ALERTS HELP NCRB.ORG BACK TO PORTAL

ManageAR ID: 35148-00018 Applicant: KEN NEW

Documents
Documents/links displayed in the grid below are required for submittal of this application based on answers provided on the General Information and/or Payments tabs.

« For Supplemental Applications, click the PDF icon to download and save the file to your system and enter all requested information. Follow the instructions in the Document
Upload section below (visible upon selecting a row) to upload the document(s).

« For Ownership Changes, complete the information in the linked ManageOwnership application (opens new window).

« For the Premium Finance Agreement, upload the applicable signed contract.

NOTE: All Supplemental Applications must be signed and retained in the Agent's office with the Applicant's original signature for a period of not less than five (5) years.

} Required Document (Click [ for Blank form) File Name
ERM-14 Ownership Change l\ﬁew Ownership Change {opens new window) ]
+ Labor Contractor Supplemental Leasing Application, Side A & B [§ LaborSuppAB 35148-00018 1.pdf Delete

When the Ownership applications opens, the Ownership Changes page will display with data
previously entered and saved.

Figure 39: Default Page When Re-accessing an Ownership Change

ManageOwnership

* Merger or consolidaton (Altach copy of

AMmCles of merger of ankies of 03:20-2017  Jonn's Lawn Mowing Kens Tree Senvice anc Lawnmowng m m

consolidation)

NG Ownership Form
Help

© 2017 - North Carcana Rate Sureaw

At this point, a User may click on a menu item in the left side menu to navigate to a page where
data was previously entered and saved or click on the Edit button to edit the Ownership Change.

Note: a User will not be able to access any page from the left menu that does not already have
saved data.

Example: A User previously selected an Ownership Change and entered the BEFORE and
AFTER Entities, then clicked on the Save & Exit button and exited the application. Upon re-
accessing the Ownership application, the User may only access the Ownership Changes
and Entities pages, as these pages already have data entered and saved.
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Search Ownership Forms

The Ownership application Search Ownership Forms Page will allow a User to view a list of
returned or unsubmitted NC Ownership Forms and either correct or continue working on them
upon entering valid credentials (email address & Passkey). For those users that cannot locate
their Passkey, this page offers the functionality to request one so long as the user supplies an
email address that matches at least one unsubmitted NC Ownership Form in the system
(Passkeys are valid for 15 days). Returned and unsubmitted NC Ownership Forms that match
the credentials entered on this form will displayin a search results grid allowing the user to select
one by clicking on the Submission ID and continue adding/editing content.

To search for an unsubmitted form, click the Search Ownership Forms button.

Figure 40: Landing page — Search Ownership Forms

ManageOwnership

0

North Carolina Rate Bureau Confidential
Request for Ownership Information

The ownership Information collected in this web application may be used In estabiishing premsums 1or your Workers Compensation and Employers Liabilty insurance

COVErages, YOUr WOrkers COmPEnsation policy fequires that you repor ownership changes and other Changes as delailed within, 10 yOur INSUrANCE Camer in witing within 90
Qays of Ine change. It any of the entities are Interstate rated (doing business in multiple states), completion of an NCCI ERM-14 form may be required. Piease contact

our information Center for addtional information at 919.582-1086 of via emall at wonfo@ncrb o

[ )& You neredy centty that you are either 1) the employer subject to this ownership form, of 2) the current carrer of record or producer of record for the employer
organization ("Employer’). You agree to defend, indemntty, and hoid NCRB and its dvectors, empioyees, and atfiiates harmiess from any and al claims, sults, actions,
losses, damages, costs , and expanses (ncluding reasonable attomeys’ fees) arising from or relating o your breach of this Cenification and Agreement, including without
fimitation your fallure o meet the above You that NCRB may electronically capture and store your agreement 1o these terms along
with your kentifying information, which will ink your acceptance with your emall address

Your Name. *  Your Email [ s ConwmeEmat | *
Your Phone: #  Your Company +  Your Tile

l .
D ()

e |

F'm not & robot

The Search Unsubmitted Ownership Forms page will display.

Figure 41: Search Ownership Forms page

ManageOwnership

Search Ownership Forms |

()

Please enter the information below to locate your existing unsubmitted / returned ERM-14 in the system:
Yeur Emat [

Uwetmoms |

Im ot & robat Search Request Passkay »

© 2018 - Nonh Carcéina Rt Curcos

DOCUMENT VERSION 1.3 4/1/2022 PAGE 35 of



MANAGE OWNERSHIP USER GUIDE

If a Passkey is needed, enter Your Email and click the Request Passkey button. An email will
be sent to the email address entered in Your Email (if matches an email on file for an

unsubmitted form) and contain a new Passkey. Passkeys are valid for a period of fifteen (15)
days.

Figure 42: Request Passkey Email

From: Service Desk Test Sent: Fri4/21/2017 11:
To: Karin Gray

Cc

Subject: NCRB ManageOwnership - You requested a passkey

g O S D S 3 5 s 20 W T T Sy 11 - i 1 i

You recently requested a passkey to access an unsubmitted ERM-14 Ownership Change from the North Carolina Rate Bureau.

Your passkey is:

ISMR+CIkY02u8J00GzDNqw=—=

To access your unsubmitted ERM-14 Ownership Change, navigate to the ManageOwnership website and click the Search Unsubmitted Forms button. Enter your email address along with

the passkey above (ensure no extra spaces are included). complete the reCAPTCHA and click Search to locate all unsubmitted changes. Select a change by clicking on the hyperlink in the
search results.

Your passkey will expire in fifteen (15) days.

If you did not request a passkey or need assistance completing the ERM-14 Ownership Change, please contact the North Carolina Rate Bureau Information Center at 919-582-1056 or via
email at weinfo@necrb.org.

‘Workers Compensation Department

Enter the required fields and complete the reCAPTCHA and click the Search button. Unsubmitted
Ownership Forms that match entered criteria will display in the search results grid.

Figure 43. Search Ownership Ownership Forms — search results grid

== )
= ManageOwnership
[ES——
Search Ownership Forms|
Please enter the information below to locate your existing unsubmitted / returned ERM-14 in the system:
Your Email emai@email com
Date Entereq
Passkey 2PoBVBIqIU26v1SUgNrDdg== B8
Passkey was sent to email@email. com
™
fmnota robot Request Passkey »
e =
Bob Smin INTIATED 2212017
Steve Panner INTIATED 2212017
1 Betty White INITIATED 212212017
2 Pnil Panner INITIATED 1017

Click the Submission ID column to access a returned or unsubmitted form.
The Ownership changes included in this submission page will display.

Users may continue entering/editing data and submit the ownership change.
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Returned Ownership Forms

Follow instructions above under the Search Ownership Forms section to learn how to access a
returned ownership form. When accessing a returned ownership change, a pop-up message will
display informing the user that the form was returned. Correspondence associated with the
returned form is available for the user to view as seen in the screenshot below. NOTE: this is the
same file attached to the email the user receives when an ownership change is returned.

For ownership changes that were submitted within a ManageAR application, a similar pop-up will
display, however, it will not contain the correspondence PDF. For information on why the owner
change(s) associated with the ManageAR application was returned, refer to the email sent from
the support@ncrb.org account that requests additional information for the AR application.

Figure 44: Returned Ownership Change Pop-up

ManageOwnership
Ownership changes in this returned
omerso s te  Jemcomose ooy oo Jooyamome __Jaom |
* Name and/or Legal Entity Change 01472018 Dunkin Donuts Steve’s Donuts
(

The Nofth Caioinia Rale Bureau has fetumad 30
Cwnership Form Iom your organgaton. Piease review the
¢ormesponcence bekiw 33 mOdy IS SUBMTHSSION 35
nocessary by ciking the EGR Bution o the retumed
Ownership change sbove

Cvp D OT340310 041132018 112645 AM

NC Ownership Form

Meip
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As noted in the pop-up, modify the submission as requested in the correspondence. To start that
process, click the edit button of the applicable ownership change and follow the same flow
performed in the initial submission applying corrections as necessary being sure to submit the
application once complete.

If you need to get back to the correspondence at any point prior to resubmission, click the
Correspondence link in the left navigation as seen below.

Figure 45: Correspondence
ManageOwnership
p g in this
oot comge e [umcor e[y vees e Juny s Jrcoms____|
* Name andiox Legal Entity Change 04.07.2018 Dunkin Dorwsts Steve's Doouts ﬂ
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Help

Select the Help menu to view Frequently Asked Questions and a link to the ManageOwnership
User Guide.

ManageOwnership

Omcers

Documents
Review Changes
Certification
Confirmation

NC Ownership Form

© 2017 - North Carolina Rate Bureau
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Appendix A: Abbreviations and
Definitions

ERM-14 Workers Compensation Confidential Request for Ownership Information

NCRB North Carolina Rate Bureau
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