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Home Page
The Navigation Bar in the upper right corner allows you to navigate to other areas of the system.

Home returns you to the Home page.
New Activity generates a new activity.
All Activities allows you to view and manage your activities.
Preferences allows you to set your preferences for the system.
Log Off exits you from the system.

The left pane shows the most recent activities.

It shows the name of the activity, status and date that it was last updated.
Click on an activity to view it.
On the right side of the window, there are two sections, Start New and Manage.

The Start New section shows the items that you start new, such as an Application.
The Manage section shows the items that you would manage, such as Applications.
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Setting Your Personal Preferences
The Preferences section allows you to provide your default options for FireLight. From the Home page,
click the Preferences button.
In the General section, you can set defaults for settings such as Full Name, Email Address, default
jurisdiction, product type, and time zone.

In the Agent section, you can provide all the pertinent information such as Name, Firm Name, Phone
Number, and Business and Firm Address information.

You may have a Reviewers section where you can add reviewers.
You may have a Review Queue Preferences section where you can set defaults.
3

Completing an Application
To get started, click the Application button in the Start New section of the Home page.
Select the Jurisdiction and the Product Type. Note, you may have a Carrier option to choose from as
well.

FireLight automatically chooses application forms based on the jurisdiction and product type. Select the
Product from the list.
You will see the required forms on top and the optional forms below. Select any optional forms you
need to add.

Click the Create button.
Name your application and click the Create button to begin filling out the application.
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In the application window, the numbered tabs section provides the status. The active step appears
highlighted.
On the Form Entry tab, enter data in all required fields to obtain 100% In Good Order form completion.

Navigate from one page to the next using the left and right page arrows.
You can also jump to specific forms and pages within the package by clicking the Open button.
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To locate required fields that need to be completed, there are three options.
To view the required fields ONLY on this page, click the red Comments icon on the top right corner of the
screen. It will highlight each required field. Click on the Comments icon to turn it off.
To view all required fields, click on the percentage number on the Form Entry tab. The list shows every
required field.
This number also represents the percentage of required fields that have been completed. Once this
number reaches 100%, the Form Entry step is considered complete.
Click the X to close the list.
To view all Forms and their pages that have required fields, click the Open button on the top left corner of
the screen. Any forms and pages that display in red have a required field.

Click the Close button to close the list.
When all required fields within the forms are completed, the percentage complete indicator on the status
bar displays 100%.
Click the Continue button to move to the Signatures step.
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A quick side note. A green check mark appears next to Form Entry. This indicates the step is completed.

On the Signatures tab, there are two options to capture signatures.

The Use E-Signature option will collect all signatures in the application electronically.
The Decline E-Signature option will collect all signatures manually by wet signing paper copies.

By selecting either of these options the application will be locked and no changes to the application can be
made without negating the signature process.
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Locating Application Submission Errors
What happens when you’ve filled-in every field that you know to fill-in on the application and yet you’re
not allowed to move on to the next step?
There are three ways to identify the missing required fields that are preventing you from moving on to
the next step.
The red Comments icon in the upper right corner.
The percentage indicator in the Data Entry tab.
And the Open button in the upper left corner.
If you’re on a form that has required fields, you’ll see a red Comments icon appear on the upper right.

Click the Comments icon. Note that it changes to a blue color.
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A message appears for each required field, making it easy to finish filling-in the required fields on this
page.
Click the blue Comments icon to turn off the messages.
To view all required fields, click on the percentage number on the Data Entry tab. The list shows every
required field in the package.

You can click on any of the items in this list to jump to that required field.
Click the X to close the list.
The final option is to use the Open button in the top left corner of the screen. This option allows you to
view all Forms and their pages that have required fields. Click the Open button.

Note that the Open button changes to Close.
Any forms and pages that display in red have a required field.
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Click on the page to jump to that page.
Click the Close button to close this window.
Using mix of these three options will assist with filling-in all of the required fields.
Once the required fields are filled-in and the Data Entry percentage updates to 100%, you can proceed
to the next step.
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Attaching Supplemental Documents to an Activity
This section will cover the steps to attach supplemental documentation (such as transfer forms) to an
activity before submitting the activity.
Open the Activity.

Click the Other Actions button in the upper right corner.

Select Documents.

The Documents window opens.
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Select the Document Type from the drop-down list.

As noted on the Documents window, the documents must be in PDF format and no larger than 20 MB.
Click the Choose File button. Navigate to the folder where the document is stored.

Select the file and click the Open button.
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The file you selected appears to the right of Choose File. Click the Upload button.

The document is added to the list above. Note that it is listed with the Document Type name that you
selected.

Repeat these steps inside of the Documents window until you have added all of the documents.

You can view the document that you uploaded by clicking the View link.
What if you added the wrong document? You can click the Remove link and upload the correct
document.
Proceed with completing the Activity.
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E-Signatures
Upon clicking the Use E-Signature button, the signers screen appears.
The List of Required Signers pane displays all entities signatures that are required across all forms within
the application package.
Click on a signer to begin the process.

Sign Now
You would click Sign Now if the client is ready to provide the e-signature right now.
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Provide the information in the Client Identification Verification section.
Click Verified.

Click each application to review documents. The documents appear below. You navigate the pages by
using the left and right page arrows.
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Select the Check Box verifiying applications have been reviewed.

Please note that if you have multiple application packages to review, click the next package. Continue the
review and agree process until all packages are complete.
Click Sign.
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Provide the information for the Capture Electronic Signature section. Notice the name appears in the
text pad.
The text can be overwritten by using the mouse or touch screen to write out the signature.

If the signature needs to be modified or redone, click Clear Signature.
Once the signature is ready, click I Consent.
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E-Signature – Remote Sign
In the event that the client isn’t physically in the room or maybe they want time to review the forms, the
Send Email Request option sends an email to the client’s email address with the link and instructions to
provide e-signature.
Click the Send Email Request button.

Provide the information in the left column.
Click the Send Email Request button.
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The screen updates to reflect the date/time that the email was sent, along with the unique URL.

The client receives this email.
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The client clicks on the unique URL and it launches the FireLight Welcome window.
They provide the last 4 digits of their Social Security Number and birth date and click Enter.

The window updates to the FireLight Electronic Signatures page.
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To begin the signing process, click the Sign Application button. The client must review the application
packages and check the “I have reviewed and agree….” statement.

Click the Sign button.

Provide the information for the Capture Electronic Signature section.
Notice the name appears in the text pad. The text can be overwritten by using the mouse or touch
screen to write out the signature.
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If the signature needs to be modified or redone, click Clear Signature.
Once the signature is ready, click I Consent.
The notice appears letting the client know that the signature has been completed. Click Ok.

If the client accesses the URL again, they’ll see the notice that they signed the application.
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Declining eSignatures – Print, Sign and Upload
If manual signatures need to be collected on the application, select the Decline E-Signature button.

The notice for declining signatures displays.

As noted, if you want to return to the electronic signature process click on Other Actions and select Unlock
Application.
Click OK.
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Click on Other Actions and select Display/Print PDF.

Select the applications to print for wet sign by placing a check mark to the left of the application.
Click Print Selected Documents.

Collect the wet sign signatures. Scan the documents and save the file.
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While in that application, click on Other Actions and select Documents.

Select the file and click to Upload.

As noted on the Documents window, the documents must be in PDF format and no larger than 20 MB.
Click the Choose File button. Navigate to the folder where the document is stored.
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Click the Continue button to move to the Finalize step.

Click Yes to submit the application.

The application has been submitted.
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Change and Resubmit an Already Signed Application
If you’re at the Signatures step, the Unlock Application button appears in the upper right.
Click that button to unlock the application and make changes to the application.

If you’ve completed the Signatures step, then click Other Actions in the upper right corner and select
Unlock Application.

Once you’ve selected Unlock Application, the following message appears.

As the message states, unlocking the application will allow it to be revised.
By unlocking the application, all previously captured signatures and reviews will be revoked.
Click Unlock Application to proceed with unlocking it.
Make the appropriate changes to the application and progress to the Signatures step, proceed through
the Signatures step, and submit the application.
27

Other Actions Menu

The Other Actions menu displays when you begin the Data Entry process for an activity.
Use the menu to perform additional tasks while working through the activity.
Let’s see an overview of what these options provide.

Summary
The Summary shows the name of the activity.
You can edit the name as needed.
Be sure to click the disk icon to the right to save changes to the activity name.
You can also view the current status, Carrier, Product, Activity Type, Jurisdiction, Policy Number, Errors
on Forms, the creation date and the date it was last updated.
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Summary

Click the X to close the Summary window.

Display/Print PDF
The Display/Print PDF option allows you to select the forms you want to print.
And then click the Print Selected Documents button.

To return to the Activity, click the Back to Application button.
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History
The History dialog box displays the activity package history.
Use the scroll bar on the right to scroll through the entries.

Documents
Use the Documents task to add supplemental documents to the activity package.
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Requests
The Requests action lists all of the completed or outstanding requests for this activity.

Manage Optional Forms
Use the Manage Optional Forms task to remove or add optional forms that are included in the
activity package.
Note that this option is available only when the application is in the Data Entry status (meaning that
the activity is unlocked).

To return to the Activity, click the Back to Application button.
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Request Client to Fill App
Use the Request Client to Fill App feature to send an email to the client to request information for
the activity.

Request Client to Fill & Sign
Use the Request Client to Fill & Sign feature to allow the client to supply missing information and to
sign the completed activity.
This feature eliminates the need to send separate client requests for filling in missing field
information and for signing the completed application in one session.

32

Show Annotations
If the client needs to fill in required fields, use the Show Annotations feature to create an
annotation that indicates the fields with missing data.

Unlock Application
Use the Unlock Application task to unlock and allow revisions to the activity.
Please note that unlocking the activity will revoke all previously captured signatures and reviews for
the activity.
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Managing Your Apps and Activities
From the Home page, click the All Activities button.

Click the Week, Month, Quarter, YTD, or All links to show only applications within that timeframe.

In the Search box, type the name (or a portion of the name) of the application and click the Search
button.

To search for more specific information, click on the Advanced button. The Advanced Search area
opens.

From the drop-down, select the parameter that you want to search on and then type the value in the
text field.
You can add multiple parameters. Click on Search to execute the advanced search.
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Click Close when you’re done with the Advanced Search.

In Status, select a status from the list.
In Sort, select a sort option from the list to filter the list by that option.

The name of the activity appears in the top left.
Application status appears on the upper right.
The last action appears on the left.
To view the history of the activity, click the View History link in the Last Audit Entry section. Click the x to
close the history.
Click the View button to open and view the activity.
Click the Requests button to view a list of the activity signatures and review requests. Click the x to close
the requests.
Click the Delete button and then click OK to on the Confirm Delete dialog box to delete an activity.
The Copy feature is helpful when a new application is nearly identical to an existing one.
There are two options for the Copy feature.
Copy As Is will copy the activity as is (without changes to the Jurisdiction, Product or optional forms).
Copy With Changes allows you to change the Jurisdiction, Product or optional forms on the activity
copy.
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