dCVgs7ge Registration Form

From Berkley Southwest

Policyholder Information

Policy # Effective
Named Insured: if known: Date:
Accounting Agency
Contact: Contact:
Email: Email:
Phone: Phone:

Next Steps

Step 1: Return this completed PremiumsSync Registration Form to your agent or email to PremiumSync
Administrator — Billing at premiumsync@berkleysw.com.

Step 2: Once policy is issued, you should receive a registration email from SmartPay Solutions within a few days
to begin SmartPay online registration. You will need payroll vendor, payroll frequency, first payroll date, ACH
banking account information for withdrawals and employee list with ID numbers or class code. Any owners/
officers that are excluded need to be listed.

Step 3: During registration, you will select from the three options below. If option C, SmartPay Reporting Service, is
selected, you will need to also send the SPRS Registration form attached to SmartPay at
sprssetup@smartpaylic.com.

Return this page to your agent or to PremiumSync Administrator - Billing | premiumsync@berkleysw.com

Payroll Reporting Options

Onboarded Payroll Vendor — No additional charge

A

If your payroll vendor is in SmartPay’s dropdown list of onboarded vendors during registration, this means they are integrated
with the SmartPay system, and payrolls can feed in automatically on behalf of the policyholder. This option is recommended
for policyholders who use one of SmartPay’s onboarded payroll vendors.

Self-Reporting — No additional charge

B If your payroll vendor is not onboarded with SmartPay, the policyholder has the option to self-report payrolls by class code,
employee, or upload one of SmartPay’s template files. (Self-reporting instructions, templates and videos can be found on the
SmartPay website.) This option is recommended for policyholders who do not have an onboarded payroll vendor and choose
to be responsible for self-reporting payroll each payday. Payrolls should be reported within two days of cycle completion. If
payrolls are not reported timely, your policy will be removed from this program and will be subject to cancellation.

SmartPay Reporting Service (SPRS) — Annual fee applies - Complete SPRS Registration Form

C

SPRS is used when your payroll vendor does not have a direct feed of payroll into SmartPay’s system, and the policyholder
chooses not to self-report. SmartPay offers a simple payroll reporting service to handle the reporting of payrolls on the
policyholder’s behalf. For an annual fee, SmartPay will work with the policyholder to set up reporting of payrolls each pay
cycle. This option is recommended for policyholders who do not have an onboarded payroll vendor, but use Quickbooks,
ADP, or Paychex (or other similar platforms) and would like payrolls to be entered by SmartPay for them.

To be eligible for SPRS all that is needed is a Workers’ Compensation Report reflecting subject wages by state and class code.
Depending on the payroll vendor, SmartPay may be able to pull reports directly and upload them to SmartPay’s system, or
the policyholder will have to email them to SmartPay. If the policyholder has a Workers” Compensation Report reflecting
subject wages by state and class code, you qualify for SPRS. If the policyholder does not have a Workers’ Compensation
Report, in certain circumstances SmartPay will accept other reports. For questions, please contact SmartPay.

Have questions or need assistance? . 877.905.0786

We are happy to help! Please contact SmartPay by phone, email, or chat. ) S e e | G
Our support team is available Monday - Friday 8 a.m. - 8 p.m. EST. @ www.smartpaylic.com
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