pEnlVnB7e Enroliment Process

From Berkley Southwest

Welcome to PremiumSync from Berkley Southwest

For seamless enrollment in SmartPay, the pay-as-you-go billing solution for worker's compensation
policies, all parties need to complete the following steps as detailed below. We appreciate your

partnership and are excited to work with you!

Agent Consults:
Step 1: Choose PremiumSync with the underwriter before policy issuance.

Step 2: Select SmartPay as the billing pay plan.
Step 3: Have the customer complete the PremiumSync Registration Form and return it to the underwriter.

Berkley Southwest Underwriting Completes:
2 Step 1: Send the PremiumSync registration form to the agent for the policyholder to complete.
Step 2: Notate SmartPay as the pay plan and to notify Billing when the policy is issued.
Step 3: Once the completed PremiumSync registration form is received, save and send a copy to Billing. Billing

will send the completed form to SmartPay.

SmartPay Activates:
Step 1: Activate the policy, once it is issued and the registration form is received.

Step 2: Send a welcome email to the policyholder once the account is active in SmartPay’s system.

Policyholder Responsibility:

Step 1: Complete PremiumSync Registration Form and return to your agent or email to
premiumsync@berkleysw.com.

Step 2: When welcome emaiil is received from SmartPay Solutions, log in to complete the online registration.
(Information needed includes: payroll vendor, payroll frequency, first payroll date, ACH banking account
information for withdrawals, and employee list with ID numbers or class code.)
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Step 3: Select reporting option:
A) Select your payroll vendor from the list of onboarded vendors. See Payroll Vendor steps below.

B) Choose to self-report.
C) Enroll in SmartPay Reporting Service (SPRS). Annual fee applies. If selected, complete the SPRS
Registration Form and email to sprssetup@smartpaylic.com.

If reporting payroll by employee, list any owners/officers that are excluded.
For more information regarding reporting options, see Registration Form or call SmartPay at 877-905-0786.

Payroll Vendor Sets Up: (For option A only)
a Step 1: If onboarded payroll vendor is selected, SmartPay notifies vendor of new client. Payroll vendor sets up
auto-send of payrolls on/after the policy effective date.

Step 2: Payroll vendor will automatically transmit payrolls to SmartPay each pay cycle.

Payroll Reporting Occurs:

n As each payroll is entered, the SmartPay system calculates estimated premium and collects payments based
on payroll submitted. Funds are sent by SmartPay to Berkley Southwest to apply to policyholder’s account. Final
audits will be performed by Berkley Premium Audit upon expiration and any difference is settled directly with

Berkley Southwest.
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Have questions or need assistance? . 877.905.0786
2={ support@smartpaylic.com

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




