IMER AFFAIRS

USER GUIDE FOR ORGANIZATION ADMINISTRATORS

An Organization Administrator is an individual who can act on behalf of the business for various purposes
including applying or renewing a license; paying invoices; and approving individuals to work for the
business. A business can have more than one Organization Administrator but should limit this access to
the minimum number of individuals who need to use it on behalf of the business.
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LOGGING INTO THE GATEWAY THE FIRST TIME

1. Go to https://dcagateway.sc.gov/. You will see the page below...

Welcome to the Licensure Gateway!

This system is used to provide a single portal to manage licenses and listings. It grants access to printable
documents, change of address, online applications and many more features. The Gateway is used to submit
all license applications and renewals.

Email/Username

Password

=
i
’

™
-,

Reset Password

Register Now!

2. If you have never logged into the system, then you will click on Register Now.

3. You will enter your name and email address. Then click Next.
Each licensee must register in the Licensure Gateway in order to submit applications and maintain licenses and information
with the SCDCA. The secure server encrypts your persenal information via Secure Sockets Layer (SSL).
Please enter the following information to create your user profile.

*Name:

*Email Address:* @

*Verify Email Address:* @

*SCDCA may use your email address to communicate with you. Flease keep this information current.
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4. You will choose a password, then click Next.

Create Account

Please create a Password to access your Gateway. Your Email/lUsername and Password MUST be used to access your

Gateway. Keep this information in a secure place.

Name: Jim Copeland

Email/lUsername:

jim@test.com

Password:

Verify Password:

5. You will verify the information, then click Next.

Verification

Please review the information below. If any changes need fo be made. navigate fo the applicable page and make changes.
Once all information is correct, continue to create your account.

User Information

Name: Jim Copeland

Email Address / User Name: jim@test.com

Previous Cancel Next

6. You will receive a confirmation. Click Exit.

Confirmation

Your account has been successfully created. Be sure to print this page for your records.

User Information

Name: Jim Copeland

Email Address [ User Name: jim@test.com
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7. Login with your email and password.
Email/Username

Password
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BECOMING AN ORGANIZATION ADMINISTRATOR

1. Once you have logged into the Licensure Gateway (see above instructions), click on Organization
Administration.

Organization Administration

If you would like to be an Organization
Administrator please click this tile to submit your
request.

2. You will enter your personal SSN. The system uses the SSN for to consolidate an individual’s
licenses and access to information in the system. See example below for more information.
Once entered, click Search.

Organization Administration

Before submitting an Organization Administration request. use the Social Security # search to verify you aren't already in the SCDCA database

pame| I e Copeland

Search By Social Security #

The South Carolina Department of Consumer Affairs uses your Social Security Number as a method for authenticating and restricting access to Licensing Information.
All information provided fo the South Carolina Department of Consumer Affairs is encrypted using a secure session established with Secure Socket Layer (SSL) along
with Industry Standard Data Encryption.

Social Security #:

Example: If Joe Smith has a license as a prepaid legal representative for Company A and
a license as a motor club representative for Company B, but is also an Organization
Administrator for Company C, all of that access will be visible on Joe’s home page based
on his SSN.
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3. If your SSN is in the system, your information will appear. If not, then click Continue.

Information Not Found

No Existing Data Found. Please click continue.

4. Using the drop down arrow (or begin typing), select your business from the list. SOME
BUSINESSES HAVE VERY SIMILAR NAMES; BE SURE YOU ARE SELECTING THE CORRECT
BUSINESS AND THE ADDRESS IS CORRECT!!

Organization Administration Request

Name: Jim Copeland

Please enter the desired Organization from the Lookup.

Organization Lookup:

&
Organization Name:
Physical Address Mailing Address
Address 1: Address 1:
Address 2: Address 2:
City/ State/Zip: Cityi State/Zip:

5. You will be returned to the Home page and see a banner indicating a Pending Admin Request
has been found. NO BUSINESS INFORMATION WILL BE VISIBLE YET. The Department will
approve your admin request promptly but you may have to log back in later.

Info: Pending Admin Request Found!

"i Background Check
Not on file

Contact Info / Licenses v

Contact Info

There were no licenses/certificates found under your profile.
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6. After your admin request is approved, you can log back in and the system takes you straight to
the home page where you should see your business(es) listed in a table. Click on the business

name.
J Im C0p9|and i‘l Background Check
Net on file

Contact info / Licenses v

Contact Info

There were no licenses/certificates found under your profile.
Unauthorized Apps Pending Invoices Paid Invoices
s o City State

Beaufort sC
Show | 10 + entries Previous n Next

7. Your company page will load and you will see any active licenses for your business.

I <. e

Contact Info / Licenses

Contact Info

=2 &m

Prepaid Legal

License #: PPC-_

Expiration: 03/01/2017

You can also see any representatives who are active for your business, any pending applications for
representatives, as well as invoices.

Representatives Locations Unauthorized Apps Pending Invoices Paid Invoices

Deny Selected Apps (0 selected)  Approve Selected Apps (0 selected)
O Description Licensee License # I pate

No Data available

Showing 0 to 0 of 0 entries Show 10[v| entries Previous = Next
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APPLYING FOR A LICENSE / CERTIFICATE OF AUTHORITY / REGISTRATION

SCDCA recommends that you have any required documents saved electronically on your computer so
that you can upload them during the application process.

1. Once you have logged into the Licensure Gateway (see above instructions), you will immediately
see your home page:

ftHome 3 User Options X Account Profile & Logout

Not on file

Contact Info / Licenses v

Contact Info

=2 oo

Prepaid Legal - Representative

NOTES ABOUT BACKGROUND CHECK BUTTON ~

e You will be able to see whether SCDCA has a background check on file for you. If we do not,
the button will be red. This does not mean you have to provide a background check.

e If you are required to submit background check information, that will be listed in the items
required during the application process.

2. Click on User Options and then click on Apply for License

fHome &6 User Options 2 AccountProfle G Logout
Apply for License
- Crganization Adminkstration -J I. “ Background Check
Mot on file
Contact Info / Licenses v

Contact Info
Prepaid Legal - Reprasentative
License #: Ppﬁ-h

Expiration: 10/01/2017

Qrganizations Unauthorized Apps Pending Invoices Paid Invoices
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3. You will see a list of programs.

fAHome &8 User Options

Application Home

Please select the Application Type, and then select the application.

Athlete Agent Applications
Countinuing Care Retirement Community Applications

Credit Counseling Applications

4. Click on the program and then click on the proper license type. If you are trying to apply for a
license that is not available, you will receive an error message and will need to submit the paper
application available on our website at www.consumer.sc.gov .

Application Home

Flease select the Application Type, and then select the application,

Athlete Agent Applications

Countinuing Care Retirement Community Applications
Credit Counseling Applications

Motor Club Applications

PawnBroker Applications

Physical Fitness Applications

Preneed Funeral Applications

Prepaid Legal Applications

Prepaid Legal Company Certificate of Registration Application

Prepaid Legal R

5. Follow the instructions and the system will walk you through the application process.
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UPLOADING DOCUMENTS TO THE GATEWAY

1. To be able to upload files for an organization the user has to be a Company Administrator. On
the user home page under the “Organizations” tab will be the organization. Click on the
organization to go to the Organization home page.

TeS't T USGI’ i'\ Background Check

Not on file

Contact Info / Licenses v

Contact Info Licenses

2

Motor Club -
Representatives

License #: P-,-?CFE-

Expiration:

Unauthorized Apps Pending Invoices Paid Invoices

city state

Test Motor Club Fort Mill SC

Showing 1 to 1 of 1 entries Show 10 v entries Previous n Next
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2. On the Organization home page, under contact info/ licenses, the license will appear. Click on
the License and it will redirect to the License home page. This page shows the current
application, any files that have been uploaded, and the status of the application.

Test Motor Club

Contact Info / Licenses

Contact Info

Motor Club

License # nmce- N

Expiration:

Representatives Locations Unauthorized Apps Pending Invoices Paid Invoices

1 Name Phone city
User, Test Fort Mill
Showing 1 to 1 of 1 entries Show 10 v entries

3. Click on the “Current Application” to upload documents.

Test Motor Club » Motor Club

License #: CE- I Options

Status: Mo options are available at this time

Current Applications fles
= Date:
04/28/2016
H7BW-SERQJR Application
Confirmation
Type: Initial - H7BWL
Status:
Last Update: 4/28/2016
1:43:57 PM
4/9/2018 User Guide: Organization Administrators
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4. After clicking the “Current Application” it will show the progress of the application. If any files
have to be uploaded the option will be available under “Actions”. Click the “Upload” button to
upload a file. Once a file has been uploaded, it can be viewed by clicking “View Files”.

Test Motor Club » Motor Club » HZBW-9ERQJR

Item Instructions Status Action
Application Received « Complete

Payment Received ® Incomplete

Charter Received View Instructions % incomplete
By-Laws Received View Instructions *® Incomplete
Certificate of Existence Received % Incomplete =+ Upload
Articles of Inc/Org Received View Instructions % Incomplete =+ Upload
Financial Statement Received View Instructions *® Incomplete =+ Upload
Business Plan Received ® Incomplete
License Application Received View Instructions X Incomplete
License Certificate Received *® incomplete
License ID Card Received View Instructions ® Incomplete C——
Insurance Policy/Cert Received View Instructions X Incomplete
Service Contract Received View Instructions X Incomplete
Bond/LOC Received % Incomplete
Review Previous Suspensions ® Incomplete <+ Upload

Back to License
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APPROVING AN UNAUTHORIZED REPRESENTATIVE

1. Once you have been approved as an Organization Administrator (see above instructions), log
into the Licensure Gateway https://dcagateway.sc.gov/ and click on the Organization Name.

Contact Info / Licenses

Contact Info

=2 om

Prepaid Legal - Representative

License #: PPR-_

Expiration: 10/01/2017

Unauthorizéd Apps Pending Invoices Paid Invoices

I= Organization Name City
I | C Columbia
Showing 1 to 1 of 1 entries Show | 10[v| entries

State

SC

Previous n Next

2. You will see all representatives that are currently active under the Representatives tab. Click on

N\

Representatives. Locations Unauthorized Apps Pending Invoices Paid Invoices

Unauthorized Apps to see which ones need to be approved.

|z Name Phone City
Jones, SN Columbia
Jones, P- Columbia
Spooks, Vi Columbia
Showing 1 to 3 of 3 entries Show 10[v] entries

State

5C

SC

SC
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3. Check the box for any representative applications you want to approve or deny.

Organizations Unauthorized Apps Pending Invoices Paid Invoices

Deny Selected Apps (0 selected)  Approve Selected Apps (0 selected)

O / Description Licensee License # 1= Date
O Prepaid Legal Representative - Initial Jones, P rPrII 09/17/2016
Application
Showing 11o 1 of 1 entries Show 10 entries Previous n Next

4. Then click on the proper button.

Organizations Unauthorized Apps Pending Invoices Paid Invoices

Deny Selected Apps (1 selected)  Approve Selected Apps (1 selected)

O Description Licensee License # 1= Date
Prepeid Legal Representative - Initial Jones, PN 5t m— 0911712016

Showing 1to 1 of 1 entries. Show | 10[v] | entries Previous - Next

5. On the next screen, you will be asked if you are sure you want to approve. Click Approve to
continue.

Approve Selected Applications

Are you sure you want to Approve the (1) Selected Applications?
All approved applications will be moved to the Pending Invoices tab

6. You will return to the Home screen. Now you are ready to pay the invoice.
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PAYING INVOICES

Paying By Credit Card

1. Loginto the Licensure Gateway https://dcagateway.sc.gov/

Welcome to the Licensure Gateway!

This system is used to provide a single portal to manage licenses and listings. It grants access to printable
documents, change of address, online applications and many more features. The Gateway is used to submit
all license applications and renewals.

Email/Username

Password

a=p ol
= e,
Register Now! Reset Password

2. Click on the name of the Company.

AHome 35 User Optons 2 cccomtProfie @ ConiactSCDOA G Logort
‘1 Background Check
Mot on file
Contact Info / Licenses v

Contact Info

There were no licenses/icerfificates found under your profile.

Unauthorized 4pps (@  Pending Invoices @) Paid Invoices E)

Organization Name City State 1¥aApps
‘ - peshiames " o

Showing 1to 1 of 1 entries Show 10[v] entries Previous - Mext
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3. Click on the Pending Invoices tab. Check the box for the representative(s), counselor(s),
location(s) or company/companies whose invoice(s) you wish to pay.

Contact Info / Licenses e

There were no licenses/certificates found under your profile.

Organizations € Unauthorized Apps @ Pending Invoices @ Paid Invoices )
A\ - indicates that there are pending unprocessed payments for the Invoice, once payment is processed the Invoice will be moved to the Paid Invoices tab.
If you selected to pay by check, click "Mail Check™ to view the mailing address and information to include when mailing the check.
If you selected to pay by credit card, click "Pay Online” to submit a credit card payment.

Pay Selected Invoices (0 selected)

[ Description License # 1ZInvoice Date Amount
O Prepaid Legal Representative - D922/2016 54000
Initial Application
O Prepaid Legal Representative - 1272016 $40.00
Initial Application
[ Prepaid Legal Representative - 131206 340.00
Initial Application
A Pay Online Prepaid Legal Representative - DE/07T201T $40.00
Renewal Application
Showing 1 to 4 of 4 entries Show | 10[~] | entres Previous - Mext

Note: If the checkbox is not available a , you may need to approve the application first or you may have already
printed an invoice for that application.

4. When you have selected the invoice(s) you wish to pay, click “Pay Selected Invoices”

Organizations @)  Unauthorized Apps @) Paid Invoices )

A - indicates that there are pending unprocessed payments for the Invoice, once payment is processed the Invoice will be moved to the Paid Invoices tab.
If you selected to pay by check, click "Mail Check”™ to view the mailing address and information to include when mailing the check.
If you selected to pay by credit card, elick "Pay Online” to submit a credit card payment.

Pay Selected Invoices (1 selected)

O Description Licensee 1% Invoice Date Amount
- Prepaid Legal Representative - D9/22/2016 $40.00
Initial Application
O Prepaid Legal Representative - V2712016 $40.00
Initial Application
O Prepaid Legal Representative - 1312016 $40.00
Initial Application
A Pay Online Prepaid Legal Representative - Daa7z0T $40.00
Renewal Application
Showing 1 to 4 of 4 entries Show| 10[w] | entries Previous - Mext
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5. Select Pay Online Now.
(Click here to see instructions for paying by check)

Application Payment

Applications will not be processed unfil payment has been received,

Invoices for Payment
License # Confirmation # Balance

Frr- GRANATAID) 00

1972 Prepaid Legal Representative - Inifal Applcation [
Total: $40.00

I] Description Licensee

Pay Online Pay by Check or Money Order

#* Please print the payment informafion and mail with the payment **

By clicking pay now you will be directed to the payment gateway.
Pay Online Now Send Check or Money Order

6. Read the Confirm Selected Payment Type disclosure, then select Pay Online Now.

Selacted Payment Type

o Nerve seslectsd b0 pay by Credt cand. Chcking Fay Oniife Now™ wil Lake you 1o Be
Poyment Gatewsy where you Can enter your Crecit Card infonmation secunely. Afer
SUEEASSAI DNt YOU Wil B PRI 10 i 526 WHENe YU £5n DIRT YEUr et

YO pRyTIRNL, Of You 00 e get

Contact SCOCA if y iy imsuns
FEGUMed 10 this sie Bnd are Unable 1D view YOUT receipt
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7. Enter the required customer information, then select Next.

SCGIV | Contt

DTN (2

o

i
-&_ﬂlé.
Transaction Detail X
The foliowing amaunts will be ramified to the SC Department of
Eanzumer Aftire - TEST. Transaction Summary
on Unit Price | Gua
N T -
PALRegINTL | Prepald Legal Represaniative - Initial Applcation 54000 4 400 hitel App
Total 40,00 SC.GOVTOTAL  $40.00

Need Help?

Pleaee completz the Customer Infarmation
Payment Type =

Credit Card

Customer Information

Compiete 2l required felgs [ ]

Payment

Country
[ stz
» Flrst bame * Laat Hams *
= || — |
Adidresa
|
Addraza 2
| |
city* stats*
|es Moines [ | A-lawa B
ZIPIPoatal Code *
[saaae |
Fhane * Emall* §
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8. Enter the required credit card information, then select Next.

Note — No spaces or hyphens are required when entering the credit card number.

SCGIY | Contact
Th folwing amaunts wl b2 rmified o hs 52 Degartmentof —
Consumer Al - TEST. M"m' ;
Enl
&8
POLREIINTL Pragaid Lagl Represamistie - Iz Applezton. 54000 4000 =
Total 44000

Transaction Summary

Prepaid Lagal Reprasentatie -
it Applcatan S

Payment
- SC.GOVTOTAL 54000
Credit Card Need Help?
You have eelected to pay by erad card.

) Complete: Customer SHIng Informatin and
Customer Information enter Credh Card Infarmation.

Fhana
303-000-0000
Country Emall Addrass
e S [

Payment Info

Complete a required flgkis [ ]
Cradit Card Numbsr * @ Coadit Card Type

I -
L=}

Expiration Month * Expiration Year *

|=e:r.3"; [ I s HQ
Sacurlty Code*

00

Hama an Credit Card *

Cancel
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9. Review all payment information. You may edit billing and payment information before
submitting. After reviewing, select Submit Payment.

SCGIV o
Transaction Detail Wi
*0
Tihe Foky) amoLr Wil e femifed 10 the S Department of }L'E'-'
Consumer ARalrs - TEST. Al "
POLREQINTL | Pregald Lagal Rapresantatie- il Appleation. 54000 1 00 Transaction Summary
Total $40.00
PrpdLeg Rereenate-
il Agplcaton
SCGOVTOTAL %4000
Payment

Payment Type Need Help?

Relew payment Information. Yau may edt
Credit Card Billing and Paymend Methad hiere f nesded,

Wnen compiate, selact Maks Payment You
wil recalve 3 priniable recelpt atthe and of
Customer Information your SUczesElLl payment rEneacian.

Ardrez Fhiane

- o
Country Emall Addrees
Ut St I

Payment Info

Cradif Card Hama on Credit Card

Cancel

NOTE: DO NOT HIT YOU BACK BROWSER BUTTON WHILE PAYMENT IS PROCESSING!
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10. Print a copy of the Payment Receipt Confirmation for your records, then select
Continue.
SCGIV | Gontact

Payment Receipt Confirmation

Your payment was successfully processed.

Receipt Contact Information
Confact Name 5C Deparimant of Contact Phons
Conzumer ARl TEST Contact Un

Transaction Summary
Recaipt Confmation

osscrpon  [nam

5C Department of Consumer Affairs - Professional Licensing - TEST SC.GOV TOTAL sem_nn|

The anline price of Bams or ssrvices purchasad through SC.E0V, Te state's offidizl Web portal Includes funds used to develop, malntain, enhance
and expand the service afenngs of e state’s poral.

Customer Information

‘Customar Hams Racelpt Data 2128/2018
Local Refarence ID Recelpt Time 05:01:45 PM EST

Payment Info

Payment Typa Credit Card Cradlt Card Number
Craglt Card Typs VISA oroer ID
Name on Credif Card

Billing Information

Billing Address _ Phins Humbar S03-000-1000
Blling Clty, State
ArPostal Code 50609 Thig recalpt hac besn smallad to the addnmcs below.

Counl us
" emanacorse [
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11. You may print the Application Receipt for your Records, then select

Exit/Go Home.

Application Receipt

Please print this page for your records as it serves as your receipt. Please note that payment does not construe licensure.

Processed Date: 03/19/2018 12:40:35 PM
Confirmation: LMS-WYLI-BPDGY
Payment Type: Credit Card

Account Last 4: 111

Name:

12. You are now at the Hom

Prepaid Legal Representative - Initial Application:

Total:

Exit/ Go Home

paid and the date paid.

Organizations @€  Unauthorized Apps @)  Pending Invoices @) JGETIUNIEEN 4 ]

Description

Prepaid Legal Representative
- Initial Application

Motor Club Representative -
Initial Application

Prepaid Legal Representative
- Initial Application

Prepaid Legal Representative
- Initial Application

Showing 1 to 4 of 4 entries

4/9/2018

Licensee

License # 1% Invoice Date

PPR-| 03/19/2018
03/19/2018
1112172016
09/22/2016

Show | 10[v] | entries

Amount

$40.00

$20.00

$40.00

$40.00

User Guide: Organization Administrators

1@ 540.

Last Payment

0311972018

03/19/2018

06/16/2017

02/28/2018

00 = $40.00

$40.00

e Page. If you click on Paid Invoices, you will see the invoice(s)

Previous MNext
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13. See the invoice(s) paid below and the date paid. Logout of the “Licensure
Gateway”

Contact Info / Licenses v

Gontac info

There were no licenses/certificates found under your profile.

Organizations () Unauthorized Apps (@) Pending Invoices (E) Paid Invoices )

Description Licensee License # 1% Invoice Date Amount Last Payment

Prepaid Legal Representative [N prrR-I 11/21/2016 $40.00 06/16/2017
- Initial Application

Showing 1 to 2 of 2 entries Show  10[w] entries Previous - Next

Paying by Check
1. Select “Send Check for Money Order.”
(Click here to see instructions for paying by credit card)

Application Payment

Applications will not be processed until payment hag been received.

Invoices for Payment

1D Description Licensee License # Confirmation # Balance

18172 Prepaid Leqal Regresentative - Inifal Application Y Per CRAN-TA3L 54000
Total: $40.00

Pay Online F’El}r by Check or MOHB}' Order

By clicking pay now you will be directed o the payment gatewsy. aiirmation and mail with the payment =

Pay Online Now Send Check or Money Order
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2. On the next screen, click on Send Check.

Application Payment

Applications will not be processed until payment has been received.

Inveices for Payment

ID Description Licensee License # Confirmation # Balance
139695 Prepaid Legal Representative - Initial Application DA prR- T JONE-CZKSYS £40.00
Total: $40.00

Payment Options

“** Please print the payment information and mail with the check.*=

Send Check

3. When this screen appears, click on Print This Page.

Check Payment Information

Please print this page, and submit with the check (make check payable to S.C. Department of Consumer Affairs).
Also place the Batch Number in the memo section of the check. to ensure proper application of funds.

Mail To :

S.C. DEPARTMENT OF CONSUMER AFFAIRS
mMotor Clubs

PO BOX 5757

COLUMBIA SC 29250-5757

Payment must be received within 7 calendar days for proper crediting.

Batch Number: [
Invoices Paid:

Amount Paid: $500.00

Print Exit
Payment must be received within 7 calendar days for proper crediting.

e Make the check payable to S.C. Department of Consumer Affairs.

o Make sure the amount of the check matches the amount of the invoice.

o  Write the batch number on the check to ensure the fees are applied correctly.
e Include the invoice with the check.
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PRINTING CERTIFICATES

Contact Info / Licenses

If you click on the tile:
Gontact Info
E1

Prepaid Legal

License # PPC-

Expiration: 03/01/2017

~

the certificate page will load and you will see an option to Print Certificate of Appraval. Click the blue

button to access your Certificate, then print and post the Certificate gceordingly.

L

License #: PPC- I Date Issued: 09/15/2016

gal, Inc. » Prepaid Legal

Options

Status: Expiration: 03/01/2017 No options are available at this time.

Print Certificate of Approval
Files

Current Applications Date:
09/08/2016

No application history is available at this time.

1o/ Days Remaining

Application
Confirmation -
CJFM-MBHVKO

NOTE: FOR REGISTERED CREDITORS, you must click on each location to print the certificates for that
location. After you click on the location, follow the instryefions on this page to print each certificate. Use
your browser’s back button and repeat as necessary S6r each license and then each location.

Unauihogited Apps Pagding Invoices Paid Irrpices

1k Location Name Phaone City State

BLUFFTOMN 5C
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