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To go directly to the Servicing Agent Changes for the February 23, 2024 release click here
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Guardian

Client Servicing —
How To Navigate GOL

To access Client Servicing, itis found under Home on the left side landing page. e

The platforms available under Client Servicing are Client Manager, Reports, CRM

Contacts, Inforce lllustrations Dashboard and Track Inforce Requests. Tools & lliustrations

Mew Business

1. Client Manager is being moved from Legacy to new GOL in stages. Client Manager will

. . . . . . Client Servicing
remain accessible in Legacy for functionality not yet in the new GOL.

2. Anew Reports menuis being added under Client Servicing, where you will now find the Client Manager

GOM Reports functionality. )

3. Accessthe beginning deliveries of Producer Workspace, including Contact Details,

Policies, and Tasks, under the Client Servicing dropdown and selecting CRM Contacts.
*Please note, an active SmartOffice subscription is required to access Producer Workspace and CRM Contacts.

CRM Contacts

4. TheInforce lllustrations Dashboard can be accessed under the Client Servicing drop inforcelllustrations

down. The entire Inforce Life book of business can be found here.

Track Inforce Requests

5. TracklInforce Requests are available to view all requests and status of each request. Ll Perfo

.- Book of Business

S Guardian GOL Navigation| Individual Markets| Guardian confidential

A Alerts



Client Manager - Overview
How To Navigate GOL

Client Manager is found under Client Servicing on the main menu. Legacy Client
Manager will remain accessible in Legacy for functionality not yet in the new GOL. The
followingis available in the new GOL.:

Policy details for Life, Disability, Berkshire Pre- Merger, Annuity and Long-Term Care

Print functionality for customer reports for Life and Disability policies within Client Manager Policy Details
Policy reports available for Annuity and Long-Term Care policies

Alerts tab within Client Manager

Quote functionality for Life policies, including fair market value (712), loan/withdrawal, minimum
deposit/mode change, nonforfeiture, premium paid in advance, reinstatement & surrender.

Linked accounts

Service requests for address changes, policy loans, mode changes, change servicing agent, change name
(owner, beneficiary or address), trust certificate, dividend withdrawal, dividend option change (Form V167),
fund allocation of net annual premiums and fund allocation and transfer.

Document search
Combined documents

Servicing agent changes

S Guardian GOL Navigation| Individual Markets| Guardian confidential
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B Quick Start

Resources

Tools & lustrations

New Business

Client Servicing
Client Manager
Reports
CRM Contacts
Inforce lllustrations

Track Inforce Requests

|l Performance
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Client Manager - Policy & Print

How To Guide: Guardian Online (GOL)

1. Client Manager Advanced Search is now represented under the Policies tab in Client Manager

2. Pullup policies by using the Quick search or Filters function. Use the Quick search feature to pull up
policies by specific names, policy numbers and SSN. Filters allows you to narrow your search further.

Guardian { Q, Search ]

Quick Start

Client Manager

Home

Resources Policies | Linkedaccounts Documentsearch = Combined documents Servicing agent changes

Tools & lllustrations
Quick search

New Business [ Q, Search names, policies or 3N ] Y Filters e m

Client Servicing

Access: My agencies  FPoiicy status: Active  Datefssued: Custom  From: 12/21/2022  To: 04/20/2023 Clear Filters

Client Manager

Run areport is coming soon. Currently, go to Legacy Client Manager.

Reports

BB Customize
CRM Contacts -
[ | Pelicys = Insured ¥ Insured = Owner = Owner SSN Issued “ LOB = Product ¥ Modal ¥
~ contract DOB premium
Inforce lllustrations
Track Inforce Requests b

[EL Gt Use Quick search or Filters to see results here.

..- Book of Business
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https://www6.glic.com/aep/wps/myportal/Home/AEPHome/SideNav/ucv/ucvadvancedsearch/ucvclientsearch/?_targetqp=1

Client Manager - Policy & Print

How To Guide: Guardian Online (GOL)

3. With searchresults now in table format, the
Export feature allows for exporting and sorting.

4. Searchresults printing can be accessed via the
Print button. A pop-up screen displays the types
of reports available to print. Make your selection
and click Print.

8 Guardian GOL Navigation| Individual Markets | Guardian confidential

Client Manager

Policies Linked accounts Document search Combined documents  Servicing agent changes

Quick search

[ Q, Search names, policies or SSN J Y Filters

ccess: My agencies  Policy status: Active  Date jssued: Custom  From: 09/18/2022  To: 01/16/2023 Clear Filters

Run areport is coming soon. Currently, go to Legacy Client Manager.

BB Customize
‘_‘ Policy/ % Insured = Insured = Owner = Owner SSN Issued = LOB =
— contract DOB

) ‘ 09/18/2022

Product = +

$248.64

What report type would you like

to print?

Report type
© Policy status
IZ::_:] Customer report

Notes

» For Search results a maximum of 500 pelicies can be printed at one time.
= Policy status and Customer report can only print the first 30 policies selected at a time
« Customer report requires a Life or Disability pelicy be selected before running.


https://www6.glic.com/aep/wps/myportal/Home/AEPHome/SideNav/ucv/ucvadvancedsearch/ucvclientsearch/?_targetqp=1

Client Manager - Policy & Print

How To Guide: Guardian Online (GOL)

Client Manager
5. Navigate to Legacy Client Manager Advanced

Search by selecting Legacy Client Manager link

Policies Linked accounts Document search Combined documents

Quick search

[ Q, Search names, policies or SSN ] Y Filters

Access: My agencies  Policy status: Active  Date issued: Custom  From: 09/18/2022  7o: 01/16/2023 Clear Filters

Run a report is coming soon. Currently, go thLegacy Client Manager. e
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https://www6.glic.com/aep/wps/myportal/Home/AEPHome/SideNav/ucv/ucvadvancedsearch/ucvclientsearch/?_targetqp=1

Client Manager - Policy & Print

How To Guide: Guardian Online (GOL)

6. The Client Manager Policy Details screen fora
specific policy can be opened via a hyperlink by
selecting the policy/ contract number.

7. The Client’'s view link now opens the policy in the
Client Portal site.

8. Tonavigate to the Legacy Client Manager Policy
Details for the specific policy being viewed, select
the Legacy Client Manager link.
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Client Manager

Policies Linked accounts Document search Combined documents

Quick search

[ Q, Search names, policies or SSN ] Y Filters

Access: My agencies  Policy status: Active  Date issued: Custom  From: 09/19/2022  To: 01/17/2023

Runareportiscomingsoons Currantly, go to Legacy Cliant Manager.

BB Customize

— tract
s/ 6 01/05/1967

4 Back to Client Manager search

Whole Life policy #

Insured Status Asof
01/17/2023

Clear Filters

Owner SSN Issued =

09/19/2022

Run a report is coming soon. . Currantly, go td Lagacy Cliant Hanager.

Policy Owner / Beneficiary Agents Alerts Quotes

Servicing agent changes

LOB +

Life

oo

[ Client's view




Client Manager - Policy & Print

How To Guide: Guardian Online (GOL)

9. Toprintthe policy details, select the Print button.
A pop-up screen will display listing the two report
types. Select either Policy status or Customer
report and click Print. If neitherreportis needed,
click Cancel.
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€ Back to Client Manager search

Whole Life policy #

nsurad Status Asof
01/17/2023

Runareportis comingsoons Currently, goto Legacy Client Managaer.

Policy Owner/Beneficiary Agents Alerts

[ Client's view

Quotes Transactions Documents

What report type would you like
to print?

Report type

© Policy status

N
() Customer report
_/

<



Client Manager - Policy Print

How To Guide: Guardian Online (GOL)

10. In the Client Manager Policy Details screen there
is a right-hand panel that can be used to navigate
to the different sections. All links are clickable,
directing to the exact location of the page without
having to scroll down to search for each section.

S Guardian

GOL Navigation | Individual Markets| Guardian confidential

4 Back to Client Manager search

Whole Life policy #

Insured Status Asof
01/17/2023

Run areportis comingsoons Currently, goto Legacy Client Manager.

Runareportis comingsoons  Currently, go to Legacy Cllent Manager.

Policy Owner/Beneficiary Agents Alerts Quotes Transactions Documents
As of (Required) Clear
[ 01/17/2023 & ] m
<
Insured N
Full name Date of birth SSN (Owner) Sex Rating Non-smol ker I g
discoun t
XXX-XX Mal PPNT 55
Coverage
Coverage Form # Premium Cash value Face amoun it Expirati Final
date dats
15 Pay Whole Life

[ Client's view

/D On this page

I Insured

Coverage

Basic / rider cash value
information

Policy information
Payments
Automatic payments
Benefits

Loans

Dividends

PUA/PUI

Modified endowment contract
(MEC)

Taxreporting
LTC claim information

Chronic / terminalillness



Client Manager - Policy & Print

How To Guide: Guardian Online (GOL)

11.

There are 7 different tabs in the Client Manager

Policy Details screen. Each tab has relevant
information under each tab on the policy. Those
are Policy, Owner/ Beneficiary, Agents, Alerts,
Quotes, Transactions and Documents.

S Guardian

GOL Navigation | Individual Markets| Guardian confidential

€ Back to Client Manager search

Whole Life policy #

Insured Status Asof

01/17/2023

Runareportiscomingsoons Currently, goto Legacy Client Manager.

®

Policy Owner / Beneficiary Agents Alerts Quotes Transactions Documents

As of (Required) Clear

0111712023 ™ m

Owner Assighees Beneficiary Applicant E
- Policy anerlBeneﬁ:iary Alerts  Quotes Transactions Documents
1 I As of (Requirea) Clear
Email Servicing agent
Servicing agency Servicing agency code Servicing agent status
Active
Address
Servicingagent Servicing agent code
——
Policy = Owner /Beneficiary ~ Agents Quotes Transactions  Documents
Phone Writing agen'
1 From date (Required) ~ Clear  To date (Required) Clear
W'iﬁnwmm-[ 101912022 aJ [01/17/2023 aJ m
- |

| Alerttype &

Owner % Producer % Alert £ Alert ~

Policy Owner / Beneficiary Agents Alerts Transactions  Documents

Selecta quote torun

-

" Quote types

(s 5

Quote history

Alert %

From date (Required) Clear  To date (Required) Clear  Transaction type

Quotes will be kept for

Status

[ Client's view

=

" Policy Owner / Beneficiary Agents Alerts Quotes Documents

Clear

[ 111102022 =] [ 11/10/2023 ﬂ] [ Select

- €D

Rundate =

| Policy Owner / Beneficiary

-
m From date (Required) Clear  To date (Required)

J

Clear
=
[ 08/10/2023 ﬂ} [ 11/10/2023 ]
Document type Clear
[O, Select J

Agents Alerts Quotes Transactions



Whole Life policy # [ Client's view

Client Manager - Quote Function | = = .

How To Guide: Guardian Online (GOL) Runareporti comingsaon.. CuTenty 3ot Lagacy Clnt Mansose
<
Quote functionality for Life Policies available -
Policy Owner / Beneficiary Agents Alerts @ Transactions Documents
Select a quote to run
1. Select the Quotes tab under the Client Manager Policy =5 3 9
Details Screen Fair market value (712)
Minimum deposit / mode change ent from quote table column to view document.
2. Onceinthe Quotes tab, you can select seven different s L .
quote types from the dropdown menu. e
i Fair market Value (7 1 2) Surrentfei . . _____fionatthistime.

* Loan/ withdrawal

* Minimum deposit/ mode change
* Nonforfeiture

* Premium paidin advance

* Reinstatement

* Surender

8 Guardian GOL Navigation | Individual Markets | Guardian confidential
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Whole Life policy # [4' Client's view

Client Manager - Quote Function | = = ..
How To Guide: Guardian Online (GOL) B o

Transactions and Documents are coming soon. Currently, go to Legacy Client Manager.

Quote functionality for Life Policies available

Policy Owner / Beneficiary Agents Alerts Quotes Transactions Documents

Select aquotetorun

Quote types

3. The Quote history will always display on the page. As new (s -]
information is loaded onto the page, the older information
will display below it while processing the quote. Quote history

Quotes will be kept for 30 days. Select document from quote table column to view document.

Rundate % Quotetype % Effective date + Quote number ~

4. The Run quote button allows you to submit the quote.

=0

8 Guardian GOL Navigation | Individual Markets | Guardian confidential
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Client Manager — Alerts Access
How To Guide: Guardian Online (GOL)

& Back to Client Manager search

Whole Life policy # [ Client's view

nsured Status Asof
Premium Paying 01/18/2023

Runareportis comingsoon. Currantly, goto Legecy Cllant Manager.

Ability to access and view alerts in Client Manager ’ Py

1. There iS a tab for Alerts directly in Chent Manager Wthh Policy ~ Owner/Beneficiary  Agents | Alerts | Quotes Transactions Documents
provides immediate access for specific policy/contract. e

[10#20/2022 ﬁ} [01/18/2023 } m

2 " The date ﬂelds are edltable SeIeCt a SpeCIﬂC date range Policy Document (Life and Review Client Activity 10/26/2022 Archived 11/26/2022

and hlt Apply. o]} System Archive

Review Client Activity 10/25/2022 Archived 11/25/2022
System Archive

8 Guardian GOL Navigation | Individual Markets | Guardian confidential
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Client Manager — Alerts Access
How To Guide: Guardian Online (GOL)

Ability to access and view alerts in Client Manager

3. Alertsdisplay for the specific policy/ contract and date
range.

4. Select applicable alert type hyperlink for details.

8 Guardian GOL Navigation | Individual Markets | Guardian confidential

& Back to Client Manager search

Whole Life policy #

Insured

Run areport is coming soon«

Status Asof
Premium Paying 01/18/2023

Currently, go to Legacy Client Manager.

[ Client's view

Policy Owner / Beneficiary Agents Alerts Quotes Transactions Documents
From date (Required) Clear  To date (Required) Clear
(o a) (e u] @D 6 =
Alerttype = Owner = Producer % Alert * Alert ~ Alert = Status *
name category date status updated
Policy Document (Life and Review Client Activity 10/26/2022 Archived 11/26/2022
Dll System Archive
\ Review Client Activity 10/25/2022 Archived 11/25/2022

System Archive

\

Policy Document (Life and DI)

Insured name :

Policy date :

Creation date :
Document :
Document description :

Alert status :

09/20/2022
10/25/2022
PHD

Status Changes

Archived

14



Client Manager — Linked Accounts
How To Guide: Guardian Online (GOL)

Linked accounts allows you to link together multiple policies within a household or business.

1. Tolinkaccounts, select Client Manager on the left-hand navigation.

2. Under the Policies tab, there is a Link accounts to link accounts together or add a new account to an existing linked

account.

S Guardian

Guardian

Quick Start

Resources

Tools & lllustrations

New Business

Client Servicing

Client Manager

Reports

CRM Contacts

GOL Navigation| Individual Markets| Guardian confidential

Client Manager

Policies Linked accounts Document search Combined documents

Quick search

[ Q, Bearch names, policies or SSN ] Y Filters

Access: My business  Policy status: Active  Dateissued: Custom  From: 02/06/2023  To- 06/06/2023 Clear Filters

Run areportis coming soon.. Currently, go to Legacy Client Manager.

BB Customize

e
|_| Policy/ = Insured = Insured = Owner ¥ Owner SSN
~ contract DOB

15



Client Manager — Linked Accounts
How To Guide: Guardian Online (GOL)

3. Tolinkaccounts, type client name in search field to generate policies.
4. Select policies you want to link.

5. Click Link accounts button.

Policies Linked accounts Document search Combined documents Servicing agent changes

Quick search

|~ ) v o

Access: My agencies  Quick search: Smith Clear Filters

Run areport is coming soon. Currently, go to Legacy Client Manager.

EB Customize

6=

s

|7‘ Policy/ % Insured * Insured % Owner ¥ Owner 55N Issued “ LOBE % Product # Modal #
~  contract DOB premium
aul omi aul omi XXX=-XX-1as ITe .
123456 PaulSmith  1/27/1982 Paul Smith last4 6/9/2005  Lif WL $114.16
7654321 Paul Smith 1/27/1982 Paul Smith xxx-xx-last 4 11/10/2010 Life WL $168.52
[ | |444555 Paul Smith 1/27/1982 Paul Smith xxx-xx-last 4 7/5/2012 Annuity GGIA2P -
8 Guardian GOL Navigation | Individual Markets| Guardian confidential
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Client Manager — Linked Accounts

How To Guide: Guardian Online (GOL)

6. Optionto Create new linked account

7. Oroptionto Add to existing linked account

8. Click Save and the changes will reflect instantly in your Linked accounts tab on Client Manager.

Link accounts

© Create new linked account

'i_:' Add to existing linked account

Linked account name

[

8 Guardian GOL Navigation | Individual Markets | Guardian confidential

r

Link accounts

.

£ .
() Create new linked account

© Add to existing linked account

Select linked account

[ Q, [elect

17



Client Manager - Edit Linked Accounts

How To Guide: Guardian Online (GOL)

1. The GOL user canclick on Linked accounts, to see all linked accounts they have created.

Policies Linked accounts o Document search Combined documents

Quick search

[ Q, Fearch names, policies or SSN ] Y Filters

Access: My business  Policy status: Active  Dateissved: Custom  From: 02/06/2023 To: 06/06/2023 Clear Filters

Run areportis coming soon. . Currently, go to Legacy Client Manager.

BB Customize
|_| Policy/ = Insured ¥ Insured ¥ Owner ¥ Owner SSN
contract DOB

8 Guardian GOL Navigation | Individual Markets | Guardian confidential



Client Manager — Linked Accounts
How To Guide: Guardian Online (GOL)

2. Click ontrash canto delete linked Policies  Linked accounts pocumentsearch  Combined documents

accounts. (This does not delete the
policy, just the joining of the accounts) Accounts

-

. . . R Linked account name Polic
3. Click onthe pencil to edit the linked v ’
accounts. A A-Scott
e Edit account name
° Add pOIlcy 3069326
* Remove pO'ICY 5174345
6208312
6514674
73409430

v Annuity

v BisrQyBr

v BiwvYBWd
8 Guardian GOL Navigation| Individual Markets | Guardian confidential

Servicing agent changes

Insured name

ALEXSMITH

A JOHN PASSANANTE

A JOHN PASSANANTE

A JOHN PASSANANTE

AARON SMITH

Actions

&’Ii

19



Client Manager — Linked Accounts
How To Guide: Guardian Online (GOL)

Change account name by clicking into field and typing new name.

Search for policies within your book of business and add to Linked account directly from edit screen.

Click to select policy and click Client Manager

Add pOI icies Policies Linked accounts Document search Combined documents Servicing agent changes

Edit linked account

e Linked account name (Required)

[ Adams — Monica & Patrick

Quick search

e [Q Janice Adams ]

|_| Insured name % Policy “ TaxID/SSN

e ] Janice Adams 5554444

. Add policies
8 Guardian GOL Navigation | Individual Markets | Guardian confidential
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Client Manager — Linked Accounts
How To Guide: Guardian Online (GOL)

7. Once policy has been selected, click on Save. They will instantly be saved in your Linked accounts tab for

€asy access.

Selected policies for Adams — Monica & Patrick

Insured name =

Janice Adams

Monica Adams

Patrick Adams

Fawn Adams

Scott Adams

Policy

5554444

1234567

7654321

1112222

2221111

8 Guardian GOL Navigation | Individual Markets | Guardian confidential

TaxID/SSN

xxX-xX-last 4

Remove

21



Client Manager - Service Request
How To Guide: Guardian Online (GOL)

The Service request functionality enables you to make changes to the following:

S Guardian

Address changes (Billing and Residential)

Policy loans

Mode changes (new ‘Annual Draft’ and ‘Semi-Annual Draft’ choices)
Change Servicing Agent

Change Owner/ Beneficiary

Trust Certificate

Dividend Option Change, etc. (Form V167)

Fund allocation of Net Annual Premiums (Variable Life only)

Fund allocation and Transfer (Variable Life only)

GOL Navigation | Individual Markets| Guardian confidential
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Client Manager - Service Request
How To Guide: Guardian Online (GOL)

1. Toservice anaccount, select Client Manager on the left-hand navigation.

2. Under the Policies tab, there is a Service request option.

Guardian Client Manager

B Quick Start

Policies Linked accounts Document search Combined documents Servicing agent changes

Quick search

Resources [ Q, Search names, policies or SSN ] Y Filters

Tools & lllustrations :
Access: My business  Policy stafus: Active  Dateissued: Custom  From: 02/06/2023  To: 06/06/2023 Clear Filters

MNew Business
Run areport is coming soon. Currently, go to Legacy Client Manager.

Client Servicing (v B Customize

Reports -
| | Policy/ % Insured = Insured = Owner ¥ Owner SSN
~ contract DOB

CRM Contacts

8 Guardian GOL Navigation | Individual Markets | Guardian confidential
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Client Manager - Service Request
How To Guide: Guardian Online (GOL)

3. Toservicea policy, type client name, policy # or SSN in search field to generate policies.
4. Selectapolicy youwantto service.

5. Click Service request button.

Client Manager

Policies  Linked accounts Document search Combined documents Servicing agent changes

Quick search

e [ Q, Eddie Smith ] Y Eilters m

Access: My agencies  Guick search: miller Clear Filters

Run a report is coming soon. Currently, go to Legacy Client Manager.

FA Customize

0 = e

Policy/ % Insured % Insured % LOB % Product % Modal Mode % Paid % Total % Current Policy @
contract DOoB premium to benefit value status
o 2123456 Eddie Smith  1/27/1942 Life WL $82.21 Quarterly 6/27/2023  $18,000 Active
8 Guardian GOL Navigation | Individual Markets | Guardian confidential
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Client Manager - Service Request
How To Guide: Guardian Online (GOL)

6. The Service Request page displays with only the service request types shown for the specific policy
selected.

& Back to Client Manager search

Service Request

Selected policies:
2123456 - Eddie Smith

Request type
Some service request types are not available for all policies.

[ Select -

Change billing address

Change of mode

Policy loan

Change name, owner, beneficiary, or address

Trust certificate

Dividend withdrawal, dividend option change, etc. (Form V167)

8 Guardian GOL Navigation | Individual Markets | Guardian confidential



Client Manager - Service Request (Change billing address)

How To Guide: Guardian Online (GOL)

NS

S Guardian

Select Change billing address from the drop down
Updates can be made under the billing address fields. Click Validate once completed.
Option to update Producer Preferred contact information

Click on Review to agree with the Acknowledgements

Request type
Some service request types are not available for all policies.

[ Change billing address v

Change billing address

© 1.5, address [:._.:] Foreign address

Street address (Required)

[ Enter street address J

Suite, floor, apartment, etc.

[ Enter suite, floor or apartment }
City (Required) State (Required) ZIP code (Required)
[ Enter city name ] [Q Search state ] [ Enter ZIP code }

Validate

GOL Navigation | Individual Markets| Guardian confidential

Preferred contact information

7864578521

Email address

email@aglic.com

Acknowledgements
Please note that by submitting this request, you are agreeing with and accepting the following statements:

1. The address being changed is for a policy for which the agency/agent is currently the servicing agency/agent.
2. The agency/fagent has verified that the request is from the policy owner.

3. The new address is not the agency's/agent's business, home or personal address or an address that is controlled by the agency/agent.

26



Client Manager - Service Request (Change of mode)
How To Guide: Guardian Online (GOL)

1. Select Change of mode from the drop down

2. Click onthe drop down to view and select option

3. Optiontoupdate Producer Preferred contact information
4. Click on Review to complete change.

Request type

Some service request types are not available for all pelicies. e Preferred contact information

G [ Change of mode v } Phone number

7864578521

Email address

email@glic.com
e Change of mode ?

New modal premium {Required)

Semi-annual draft

Monthly draft

8 Guardian GOL Navigation| Individual Markets | Guardian confidential

o Please note that by submitting this request, you are agreeing with and accepting the following statements:
Select - |
1. The agency/agent has verified that the request is from the policy owner.
Annual 2. Bank Draft Authorization completed by account helder required for all draft options.
3. Quarterly draft is not available.
Semi-annual 4. Review the Bank Draft Authcrization form for available options.
[ Edit
Quarterl
Y o (e
Annual draft

27



Client Manager - Service Request (Policy loan)

How To Guide:

Guardian Online (GOL)

1. Select Policy loan from the drop down

Click on the drop down to view and select option under Loan option

2
3. Optiontoupdate Producer Preferred contact information
4

Click on Review to complete change.

S Guardian

Request type

Some service request types are not available for all policies.

[ FPaolicy loan -

Policy loan

Loan option (Requirad)

[ Select -

Maximum loan w/o lien

Maximum loan w/o lien after deducting premium due

Maximum loan with lien

Maximum loan with lien after deducting premium due

Premium payment loan (APL)

Check amount

Check amount after deducting payment due

Preferred contact information

Phone number

7864578521

Email address

email@glic.com

GOL Navigation | Individual Markets| Guardian confidential
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Client Manager - Service RCqUCSt (Change owner/ beneﬁciary)

How To Guide: Guardian Online (GOL)
1. Select Change owner/ beneficiary from the drop down
2. Update Producer Preferred contact information

3. Click on Review to continue

Request type

Some service request types are not available for all policies.

{ Change owner/ beneficiary

Preferred contact information

Phone number

7864578521

Email address

email@glic.com

(o] CED |©

8 Guardian GOL Navigation | Individual Markets | Guardian confidential
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Client Manager - Service Request (Change owner/ beneficiary)

How To Guide: Guardian Online (GOL)
4. Choose from the Download options
5. Select Download forms

6. Instructions and Guidelines are in pdf format.

Download forms

The following policies require a form for processing:

Policy Oowner name Insured name

2123456

o Download options

'::3' One form per policy

Eddie Smith Eddie Smith

© One form per owner (multiple policies)

e & Download forms

S Guardian

GOL Navigation | Individual Markets| Guardian confidential

s Guardian’ instructions and Guidelines for Ownership or Beneficiary Change

processing. Hote: Th
retumad.

Signatures

your request i nat delayed.
GeneralInformation

Usathis the Company e toan.

Corporation or Limited Lisbility Company (LLC)
Sigrature of officer, manager or member, Incuding title, ather than
the insured ks required. *

.

0

company. €

andbe signedby President and/or Carparats Secratary. Or:
C

« Camlati
Aesclution tamplats.

g biack
ink g =
" your request. or rting
4
aken by the Comgany copy ofthe
if e
Partnership
dstaaf be Sigrature of partner, . ather
i} Trust ar Pension Plan
ecpiesd A # tsatrust aTrust &
equir
u sTMA e
of page theplan
ch a The Campany
cubsidaries, tax
advice. For
ta:
logal. investmant | for S
or taxadvisar tadetamming any tax consequences. The Campany WilNGtES | oot of uthorization. Trustee changes require Trust Cartication
y 5
tha C -
toevidence oy Proper

certain facts, includi

p of the policy

. | t¥youars mamied. B cAID.

perty
L&, NV, 1M, TX, WA, Wi, and designate someane other than your
¥ .

thase signing have signatory authcrity. pous as pr yaur sign. Hf nat
property
1 you are unsure I thesa laws apply toyou, Consult your own legal or
total 1. Do ot kst over or under 100% of the praceeds Inany given tamadhisor
¥ thisform.
section, the
proceeds. the

ny
nat fuingat the time of the insured's death, unless
par

The, g
Imevocable designation appies to this policy.

When beneficiaries receive unagual shares, the awner or the estate of the
cwner willrecalve that portion of the procesds in the avent the named
beneficiary Jess per 5

Massachusetts Witness Signature Section
a 18 years of

the Gty
oy form. -
Far this: ol
farm can be prepares. un
a
Clnm Dasipastion the minar resches an age parmittediy ko, Under the UTMA/LIGMA

designations can ba used:

afthe state designated,
‘Werequire the €

M1, Lase_ Suffix) 3 . Date of firth

+ Children of the Insured
. Grangeniaren o the meused and Custodial State

« insured's Estate . Power of Attomey

» Trustee Under the insured's Last Will& Testamens’ e infactor .
“ ,ar i fact or agent. Brovidea copy of the entine power of attomey
daysaf i

‘awner or the cwner's estate.

TITLE-OWNER/BENE (11-2021)

than 3 years cld.

1



Client Manager - Service Request (Trust certificate)
How To Guide: Guardian Online (GOL)

1. Select Trust certificate from the drop down
2. Optionto update Producer Preferred contact information

3. Click on Review to continue

o Request type
Some service request types are not available for all policies.

{ Trust certificate - ]

e Preferred contact information

Phone number

7864578521

Email address

emaili@glic.com

8 Guardian GOL Navigation | Individual Markets | Guardian confidential



Client Manager - Service Request (Trust certificate)

How To Guide: Guardian Online (GOL)

4. Choose fromthe Download options
5. Select Download forms

6. The Trust Certification formis in pdf format. e

Download forms

The following policies require a form for processing:

Policy Owner name Insured name

2123456 Eddie Smith Eddie Smith

o Download options

(_:- One form per policy

@ One form per owner (multiple policies)

e 2 Download forms

GOL Navigation | Individual Markets| Guardian confidential

S Guardian

™ LIFE OF AMERICA
. THE & ANNUITY L INC.
s Guardlﬂn BERKSHIRE LIFE INSURANCE COMPANY OF AMERICA
(Please checl In this form, -

s the insurer checked above |

Mail to:
P.0. Box 981520
ElPaso, TX 79996-1590

TRUST CERTIFICATION

. Policy Information — Proposed Insured(s)/insured(s)

2079507

Policy Nurbesis)
LIFE ONE LIFE TWO
1. Name 2 Mame
Firsl [T Lt Frst. =) [

1. Trust Information

1. Name of Trust

2. a)Namefs) of Trusteeis)

) Nature of the relationship betwesn the Grantons) and the Trustes{s)

€) Duratian of the

3. Tax Mentification Number of Trust

[ Applied for (Check this bax if you have applisd for & rumber and are wailing for ane fo be issued.
You have 60 days fo submit a certified TIN i order to avaid backup withhalding.)

4. Isthis a Grartor Trust?  [J¥es O Mo

Please consulf with & tax advisor fo dafermine whether your Trust is & Grantor Trust (as described in Sactions 671-679
of the Infamal Revenue Code).

if Yes' please provide:  Granior's TIN or SSN: Grantor's Date of Birth:

e Tay e
5. Transaction requests must be authorized by (Select ane |
Oanyone Trustee ] Al Trustees [ A majarity of Trustess

6. Who are the current of the Trust?

7. a)Effective Date of Trust b) Date Trust was si
Menh Dy Yew B Day  Yew

€) Situs of Trust: The Trust is subject 1o the laws of the Stale of

8. Address of Trust
Tiwat b & Narres e b ity E) Tpcode

8. Did you retain an attorney 1o prepare fie Trust document? [ ves [InNo {We wil not contact the aomey without
your writien approval.)

1 "¥es', provide name and address of stformey. I No' provide name and sddress of person wha provided Trust docurment

Narne of AttomeyiPravider

Address of Altomey/Provides

vt o & e T Ty

Easle
TRUST-CERT-2011 (3r14) |II I I I II
2
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Client Manager - Sel'ViCG RequeSt (Dividend option change, etc (Form V167 Admin))
How To Guide: Guardian Online (GOL)

1. Select Dividend option change (Form V167 Admin) from the drop down
2. Optionto update Producer Preferred contact information

3. Click on Review to continue

Request type

Some service request types are not available for all policies.

o [Dividend option change, etc (Form V167 AdminE

e Preferred contact information

Phone number

7864578521

Ernail address

email@glic.com

8 Guardian GOL Navigation | Individual Markets | Guardian confidential
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Client Manager - Sel'ViCG RequeSt (Dividend option change, etc (Form V167 Admin))

How To Guide: Guardian Online (GOL)
4. Choose fromthe Download options
5. Select Download forms

6. The Life Insurance Policy Administration Form is in pdf format.

Download forms

The following policies require a form for processing:

Policy Owner name Insured name

2123456 Eddie Smith Eddie Smith

Download options

I:::I One form per policy

@ One form per owner (multiple policies)

& Download forms

8 Guardian GOL Navigation | Individual Markets | Guardian confidential

THE GUARDIAM LIFE INSURANCE COMPANY OF AMERICA

s Gua rd ia n THE GUARDIAM INSURANCE & ANNUITY COMPANY. INC.
BERKSHIRE LIFE INSURANCE COMPANY OF AMERICA
(Any insurer above, individually or collectively, is hersin referred to asthe
“Company.”)
Customer Service Office Visit guardianlife.com
P.0. Box 981590 Email ILSolutions@glic.com
ElPaso TX, 79998-1590 Call 1-888-GUARDIAN (1-888-482-7342)

Fax 610-807-2720

LIFE INSURANCE POLICY ADMINISTRATION FORM

Please print. (Page 10f6)

SECTION 1: Policy Owner/Life Insured Information
Policynumberls) 2123456

policyownerisi: _Eddie Smith
Palirvinsuradis iNnas not need to be filled out if policy owner(s)is/are the same.):
Eddie Smith

Policy owner(s) 5N/ TaxID:

Policy owner address:

Strest City State Zip
[l Check if this is an address change (I this box s checked, any mailed co for the palicy {s) listed
i this section will be mailed to this address.)
Policy owner cell phone: Policy awner email:
Submittedby:
Name Agency # Phone

Use this section to change the dividend option under your policy. Select one dividend option only.
[ Paidin Cash (A]*
[ Reduced Premiums - Excess Paid in Cash (B)* (Not available with all methods of payment]
[ Accumulate & Earn Interest (C)
[ Purchase Paid-Up Life Addition (D) (Not availsble on Term)
[ Reduce Loan (U) (Not available on EMT or EMP Folicies)
*For the two options above. check here [] to elect electronic funds transfer (EFT) in lieu of a paper check and complete
section 9.

Mote:
* Dividend option changes. including those which would result in a loss of One Year Term coverage. go into effect
onthe next policy anniversary date.
»  Election of Dividend Options A, B, C, D, or U will terminate any existing One Year Term insurance and may reduce
total death benefit.
»  There may be additional dividend options available for your policy. Consult with your financial professional for
eligibility and form/illustration requirements.

V167 ADMIN (4/23)
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Client Manager - SGI'ViCG RequeSt (Fund allocation of net annual premiums)
How To Guide: Guardian Online (GOL)

1. Select Fund allocation of net annual premiums from the drop down. It will only display on Variable Life
policies.

2. Optionto update Producer Preferred contact information

3. Click on Review to continue Request type

Some service request types are not available for all policies.

o [ Fund allocation of net annual premiums (Variable Life only)| « ]

e Preferred contact information

Phone number
7864578521

Email address

emaili@glic.com

8 Guardian GOL Navigation | Individual Markets | Guardian confidential



Client Manager - Sel'ViCG RequeSt (Fund allocation of net annual premiums
How To Guide: Guardian Online (GOL)

4. Choose fromthe Download options

5. Select Download forms

Lehigh Valley,

6. Theformisin pdf format. G S Guardian P e et Coan:

Owner |
. Sarah Miller

Insured (i ather than cwner]

[Palicy No. e
. 5612322 r / !

Sarah Miller
SECTION L. Allocation of Net Annual Premiums
Please indicate tha percentage and name of the TO: Investment Division
investment divisions to which all future net annual %
premiums should be allocated. Total percentages TO: Investment Division
must be equal 100%. %
These allocations will apply until the Company is TO: Inwestment Divisicn
Download forms notified in writing 1o the contrary. %
Policyowners may have accumulations in NO MORE TO: Investment Division
THAN 4 INVESTMENT DIVISIONS AT ANY ONE TIME. %
i v - PR Recaipt of the curent Separate Account and Fund —
The following policies require a form for processing: Tusi(s) s hereby pr—
SECTION I Transfer of Base
Transfer some o all of the invesiment base under this policy from and io the investment Divisions as indicaled below.
. A (5). pet (%) or units From: Investment Diesien Tot Investrnent Division
Policy owner name Insured name o = =
At (S). pet (%) or units From: Investment Division Tex Investrent Division
Aavit (), pet () or units From: Imvestment Division T Investrment Division

5612322 sarah Mlller Sarah Mlller it (S). pet (%) or units “[From: imvestment Division e Invesstrment Division

Please note:
1. Palicyowners may have Sccumulalions inno more han jour (4) ins of st 1 any one lims
. 2 The amount transferred fram any Division wil e the smount requesied above of thetatsl ameunt
Download options awailsbie in that division on the ransts effective date, whichever s less.
_ 3.The Comp: e right 1o B the freq Iransters lo nol more Man one per Mirty days
) . 4. Recaiptof the current Separate Accountand FundTrust(s is hese
L One form per policy 5. The nr:nsner wil be effective a0 of the date the requeat s(nejoeiveﬂ at m«.xcompm,jameu ae indicated above.

6. No transfer will take effect belore the end of the free look period.

@ One form per owner (multiple policies) Remarks or Special Instructions:

& Download forms

Exscutedat: iz dayof .13

Signature of Withess Signature of Owner (insired 1l i other owner

Signature of Assignee, Il any, required

10643 (204

8 Guardian GOL Navigation | Individual Markets | Guardian confidential



Client Manager - Sel'ViCG RequeSt (Fund allocation and transfer)
How To Guide: Guardian Online (GOL)

1. Select Fund allocation and transfer from the drop down. It will only display on Variable Life policies.

2. Optionto update Producer Preferred contact information

3. Click on Review to continue

Request type

Some service request types are not available for all policies.

G ‘ Fund allocation and transfer (Variable Life only) - |

e Preferred contact information

Phone number

7864578521

Email address

email@glic.com

8 Guardian GOL Navigation | Individual Markets | Guardian confidential



Client Manager - Sel'ViCG RequeSt (Fund allocation and transfer
How To Guide: Guardian Online (GOL)

4. Choose fromthe Download options

5. Select Download forms

6. Theformisin pdfformat.

Download forms

The following policies require a form for processing:

Policy

5612322

Download options
I:::I One form per policy

@ One form per owner (multiple policies)

& Download forms

8 Guardian GOL Navigation | Individual Markets | Guardian confidential

Owner name

Sarah Miller

Insured name

Sarah Miller

. . The Guardian Insurance & Annuity Company. Ine. (GIAC)
ua ian Administrative Address: P.0. Box 26125

Lchigh Valky, PA 18017

Pobicy Mo
FUND TRANSFER/ALLOCATION CHANGE/ h
DOLLAR COST AVERAGING ELECTION s 6 1 2 3 2 2
POLICYOWNER® Sarah Mi"er. INSUREIXS) (if other than policyowner] sarah MI||eI’
Allpolicy s must lcte section Dandth ions listod below:

Ifvouintend to TRANSFER VALUES DERIVED FROM PAST PREMIUMS, also complete section A.
Ifyouintend to CHANGE THE ALLOCATION OF FUTURE PREMIUMS, also complete section B
Ifyouintendto ESTABLISH DOLLAR COST AVERAGING, alsocomplete section C.

= The specific variable plan you purchased dictates the maximum number of allocation options that can be selected at any one time for
current . Refer for more information.

- Thetotalallocationoption percentages must equal 100% and each percent must be a whole number.

= The allocations requested will apply to all net premiums until such time as GIAC is notified to the contrary by cither filing of a
subsequent form 012134 (or ) or by iclepl toa valid Form (11 2296_

*  The amount transferred from any allocation option is the lesser of the total amount requested or the total amount available in that
allocation option on the cffective date of the transfer.

*  The minimumamount for transfers from any allocation option is the lesser of $ 500 or the entire amount held in the allocation option.
Transfers from the FRO are permitted once per policy year during the 30 day period following the policy anniversary. The transfer
amount may not exceed the larger of $2500 or 33 1/3% of the policy anniversary account value.

= GIAC reserves theright to charge for each transfer after the twelfth one in the policy year
*  GIAC reserves the right to limit the frequency of transfers to not more than onc per thirty days.

SECTION A: TRANSFER OF EXISTING BALANCES:

COMPLETE EITHER PART 1 OR PART II. DO NOT COMPLETE BOTH PARTS,
PART I: SPECIFIC FUND TO FUND TRANSFERS

The undersigned policyowner regquests @ transfer of some or all of the currens vaue under this policy from and to the Separate Accouns Divisions {fimds)
e Fixed-rate Option (FRO) as indicated. The funds snd the FRO together are seferred to o¢ the “slloeation options”

AMT(S) | FROM:SEPARATE ACCT. DIV. | TO: SEPARATE ACCT. DIV. AMTIS) | FROM: SEPARATE ACCT. TO: SEPARATE ACCT. DIV.
of (FUND) OR FIXEDLRATE (FLIND) OR FIXED-RATE oR DIV (FUND) OR FIXED-RATE | (FUND) OR FIXED-RATE
FCT%) | oFTION FRO) OPTION (FRO) PO} | OPTION (FRO) OFTION (FRO)

012134 (Rev. 32002) Page | of2



Client Manager - Document Search

How To Guide: Guardian Online (GOL)

1. Tosearchforadocument, select Client Manager on the left-hand navigation.

2. Click onthe Document search tab.

=

Document search

Guardian
Quick Start Client Manager
Policies Linked accounts
Home
TE
Resources
Policy

Tools & Nlustrations

Mew Business

Use filters to see results here.

Client Servicing

Client Manager

Reports

CRM Contacts

8 Guardian GOL Navigation | Individual Markets | Guardian confidential

Insured / owner

Combined documents Servicing agent changes

Date Document typa

39



Client Manager - Document Search
How To Guide: Guardian Online (GOL)

3. Click onFilters

4. Dependingon access, ability to search by My business or By agency

5. Enteryour Agency

S Guardian

[ Q, Search

Client Manager

Policies Linked accounts

Y FEilters

]

=}

=
<

Use filters to see results here.

Document search

nsured / owner

Combined documents

Servicing agent changes

Didn't find what you needed?

GOL Navigation| Individual Markets| Guardian confidential

Filters

Access

|:___) My business

@ By agency

Agency (Required)

(@

Producer (Required)

[ Q, Search producers

Product type
@ uife

|:_:| Annuity

Document type (Required)

[ Q, Annual Benefit Statement

Posting date Clear
From (Required)
[ 08/05/2023 ] ]

To (Required)

[ 11/05/2023




Client Manager - Document Search
How To Guide: Guardian Online (GOL)

6. Only those producers from the agency selected will appear in this field.

7. Product type —Either Life or Annuity. Only specific document types will display depending which one

you chose.
Filters x
Access
My Business
. a——
Agency (Required) Clear
Q |
Producer | Reguired) Clear
Ol )
Product type
o ' Life
Annwsty
Documant typs (Required) Claar
| Q Annual Benefil Statoment
Posting date Claar
From (Required)
| oaoszoes & |
G d' To (Reguired]
uardiar :
| 1osz0z3 &

Document type (Required)

Clear

[ Q, Annual Benefit Statement

Annual Benefit Statement

Conversion Privilege Expiry

Lapse Notice

Payment Due Notice

Payment Overdue Notice

Policy Documents

Product type

() Life

e

@ Annuity

Document type (Required)

[ Q, Anniversary

Document type (Required)

[ Q, Anniversary

Anniversary

Confirm

Combined Quarterly

Quarterly
Replacement Letters

I

I

I RMD Letters
—




Client Manager - Document Search
How To Guide: Guardian Online (GOL)

8. Posting date can be selected. It can only go back 3 years from the current date. Click Apply for results.

9. Results display with Document type as clickable link to download to pdf.

Filters x
Access -
N
J My business
@ By agency
Agency (Required) Clear
[a | | .
D Policy Insured f owner ¥ Date = Document = Description =
I type I
Producer (Required) Clear
[Q Search producers ] (] 4235678 Sarah Smalls 07/05/2022 e L AnnualBenefit - I
Statement

Product type I D 4678333 Matt Smalls 05/10/2022 X Annual Benefit I
© Life Statement I
IC:IAnnuity I—————— — e E— —— e e e —
Documen t type (Required) Clear
[Q Annual Benefit Statement ]
Posting date Clear

From (Required)

[ 08/05/2023 i J

To (Required)

s e [ 11/05/2023 ij
Guardian
«<D 42




Client Manager - Combined documents

How To Guide: Guardian Online (GOL)

1. Select documents you would like to combine under the Document search tab.

2. Click on Combine documents

Guardian [ Q Search...
BB QuickStart
Client Manager
Home
e Policies Linked accounts Document search Combined documents
Tools & Nustrations
Y Filters
New Business
Access: Product type: Life  Document type: Annual Benefit Statement  Aom: 08/06/2023  To: 11/06/2023
Client Servicing
Client Manager
Reports
|_| Policy * Insured / owner + Date +
CRM Contacts
Inforce lllustrations 4235678 Sarah Smalls 10/12/2023
Track Inforce Requests
@ 4678333 Matt Smalls 10/12/2023
Performance
[ ] 11/03/2023
\g Book of Business o
8 Guardian GOL Navigation | Individual Markets | Guardian confidential

Servicing agent changes

Clear Filters

Document ¥
type

3. Annual Benefit Statement

X Annual Benefit Statement

3 Annual Benefit Statement

Description #

43



Client Manager - Combined documents
How To Guide: Guardian Online (GOL)

3. Enter name of the document. Click Save

4. A message pops up stating that the request has been received. Click Done

Document name

e Enter name

[Family_SmaIIs_l ]

Cancel Save

l‘ Your request has been submitted. Please check combined documents tab for status and to
access your document once completed.

Done

8 Guardian GOL Navigation | Individual Markets | Guardian confidential
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Client Manager - Combined documents
How To Guide: Guardian Online (GOL)

5. Click on Combined documents tab to view all of your combined documents.

6. Thelatest document saved displays with “Requested” status. The process to combine documents takes

overnight to complete.

Client Manager

Policies Linked accounts

[ Q, Search...

Document search

Combined documents

Servicing agent changes

From date (Required) Clear  To date (Required) Clear
[ 10/06/2023 ] ] [ 11/06/2023 — ] m
Date -~ Documentname = Status ¥
e 11/06/2023 Family_Smalls_1 Requested
11/03/2023 X Patrick james 14 @ Completed

Showing 1 - 2 of 2 results

S Guardian

Requests are available for 30 days - maximum 50 documents per request.
Statuses

= Requested - Request has been submitted.

= Processing - Deocument is being created. Please check back to access the document once completed.
» Completed - Select document name to access combined document

= Error - Part of the process falled. please try your request again later.

GOL Navigation | Individual Markets| Guardian confidential

NEW —icons
I implemented in status
y field.

[ e e
|

Requested

1

1

1

1

1

: © Processing
1

i & Completed
1

1

45



Client Manager - Combined documents

How To Guide: Guardian Online (GOL)

7.When the status displays Completed click on document to retrieve combined pdf documents.

8. All combined documents are available for 30 days. They will be automatically deleted afterwards.

Client Manager

Policies Linked accounts

] Downloads Fy Q - sp

Document search

Combined documents

From date (Required) Clear  To date (Required)
[ 10/06/2023 i] [ 11/06/2023
Date =
11/06/2023
11/03/2023

Showing 1 - 2 of 2 results

| G

Document name =

Family Smalls_1

X, Patrick james 14

Requests are available for 30 days - maximum 50 documents per request.

Statuses

+ Reqguested - Request has been submitted.

# Processing - Document is being created. Please check back to access the document once completed.

« Completed - Select document name to access combined document
« Error - Part of the process failed. please try your request again later.

8 Guardian GOL Navigation | Individual Markets | Guardian confidential

COMEBINED_DOCUMENT (1).pdf

Open file

Servicing agent chgihges

Status =

0 @ Completed

@ Completed

46



Client Manager - Servicing Agent Changes

How To Guide: Guardian Online (GOL)

Process a Traditional Life Policy servicing agent change where a new agent is located within the same
agency as the previous agent.

1. Accessto make changes by selecting Client Manager on the left-hand navigation under Client Servicing.

2. Click on the Servicing agent changes tab

Guardian

Client Manager e Only those who
have access to

Quick Start

Policies Linked accounts Document search Combined documents Servicing agent changes

|
|
|
: make Servicing

I agent changes will
|

|

|

|

Home ..
see the Servicing

Servicing agent changes

Resources Use Servicing Agent Changes to reassign one traditional life policy or a group of traditional life policies to a new Servicing Agent by selecting the Reassign button or by running an Orphan Policy

report.

Tools & llustrations
Y Filters

—_—
Mew Business Agency Reports. Pending changes report Clear Filters

Pending changes report

Client Servicing

Client Mﬂl‘liigef Remove Date ~ Policy % Writing + Current servicing ¥ New servicing ¥ Current % New servicing =
agent agent agent agency agency

Reports L]

CRM Contacts

8 Guardian GOL Navigation | Individual Markets | Guardian confidential

agent changes tab.
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Client Manager - Servicing Agent Changes

How To Guide: Guardian Online (GOL)

3. Click on Reassign found within the Servicing agent changes tab.

[ Q, Search... ]

Client Manager

Policies Linked accounts Document search Combined documents Servicing agent changes

Servicing agent changes

Use Servicing Agent Changes to reassign one traditional life policy or a group of traditional life policies to a new Servicing Agent by selecting the Reassign button or by running an Orphan Policy

report.

Y Filters

Agency Reports: Pending changes report Clear Filters
©

Pending changes report

Remove Date = Policy = Writing < Current servicing = New servicing < Current % New servicing =
agent agent agent agency agency
S Guardian GOL Navigation | Individual Markets | Guardian confidential
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Client Manager - Servicing Agent Changes

How To Guide: Guardian Online (GOL)

1 Only changes to servicing agent can be :
: made. Changes to writing agentis not |
I possible. :
I

I

4. Reassign by selecting Policy number, Current servicing agent, Current writing agent or Current
servicing agent and writing agent. Each selection requires to enter slightly different required information.

Servicing agent reassignment

o Reassign by B
I @ Policy number

() Current servicing agent

IZ: :\ Current writing agent

|': :\ Current servicing agent and writing agent

olicy number (Required) Clear

v 9

7-15 characters / digits J

Select new servicing agent informatio

Agency (Required) Clear

]

New producer name (Required) Clear

)

)

New writing code (Required) Clear

[ Search writing code - J

MMM susEEEsssEEEEEEsssssEssssssssssPsssssssnssssss

() CED

S Guardian

Servicing agent reassignment

Reassign by

— )
() Policy number
S

@ Current servicing agent

IZ:'_':ZI Current writing agent

IZ: I Current servicing agent and writing agent

= Current servicing agent (Required) Clear

[ 8 characters / digits

L

Select new servicing agent information

]
®
%

Agency (Required)

Q

ew producer name (Required) Clear

Servicing agent reassignment

Reassign by
|:_:| Policy number

N Py
() Current servicing agent
S

@ Current writing agent

Iii\l Current servicing agent and writing agent

-y

» Current writing agent (Required) Clear

[ & characters / digits ]

Select new servicing agent information

gency (Required) Clear

ew producer name (Required) Clear

"o -
o

B

L—

New writing code (Required) Clear

— z
0
—

New writing code (Required) Clear

[ Search writing code v ]

Ty

Search writing code - J

L
EEEEEEE NSNS NN NN NN NN NN NN EEEEEEEEEEEEEEEEEE

=y - |

Servicing agent reassignment

Reassign by
:7:\ Policy number

N P
() Current servicing agent
S

i :‘w Current writing agent

© Current servicing agent and writing agent

EEEEEEE NSNS NN EEEEEEEEEEEEEEEEEEEEEEE
urrent servicing agent (Required) Clear

C
[ 8 characters / digits

L—

Current writing agent (Required) Clear

—

= T T T T T T ey .

[ 8 characters / digits

Select new servicing agent informatio

Agency (Required) Clear

(o]

New producer name (Required) Clear

New writing code (Required) Clear

(o]

[ Search writing code - }

(o) C2D

49



Client Manager - Servicing Agent Changes

How To Guide: Guardian Online (GOL)
5. Once all the information has been entered ( for this example -policy number, agency, producer name and

writing code). Click Submit

6. Changes arereflected under the Pending changes report. If this change is made in error, ability to delete
this change in pending status. The change takes overnight to reflect the change in the system. At that
time, it will disappear from the Pending change report list.

Servicing agent reassignmant

R assign by

@) Policy rumber Client Manager
Current servicing agent . . : ;s
gt ek Policies Linked accounts Document search Combined documents Servicing agent changes
Currant wrilire] sgent
Current servicing agent ard writing agent
Policy mumber (Required] P Servicing agent changes
1234567 1 Use Servicing Agent Changes to reassign one traditional life policy or a group of traditional life policies to a new Servicing Agent by selecting the Reassign button or by running an Orphan Policy
. report.
Salect new servicing agent information
Agency (Reguined] Clheat T Filters
| Green Agency Agency Green Agency Reports: Pending changes report Clear Filters
Hew produces e | Regquinsdl Cloar

|‘ Jason Smith Pending changes report

New writing code (Required) Clear Remove Date ~ Policy # Writing % Current servicing ¥ New servicing % Current % New servicing ¥
agent agent agent agency agency

| 00088997 .

00057571 G
S0

02/09/2024 1234567 000AB321 OCIC}AESIIT 0006Y 666 O0B3 0066
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Client Manager - Servicing Agent Changes

How To Guide: Guardian Online (GOL)
1. Click on Filters to find 3 different reports that can be pulled within the Servicing Agent Changes tab.
* Pending changes report —lists the servicing agent changes currently being processed. This report also
defaults on the landing page of the Servicing agent changes tab.
* Orphan policy report —lists the policies that do not have a valid current servicing agent.
* Transaction history report —lists the servicing agent changes that have been processed for the selected
agency in the past. Policies processed for a specific producer on a specific date are available. Report can be
printed.

Client Manager

Policies Linked accounts Document search Combined documents Servicing agent changes

Servicing agent changes

Use Servicing Agent Changes to reassign one traditional life policy or a group of traditional life pelicies to a new Servicing Agent by selecting the Reassign button or by running an Orphan Policy

report.

0 Y Filters

Agency: Reports: Pending changes report Clear Filters
Pending changes report
Remove Date Policy + Writing % Current servicing + New servicing ¥ Current % New servicing %
agent agent agent agency agency
w 02/09/2024 1234567 000AB321 O(]}A2311T DODGY 666 00B3 0066
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Client Manager - Servicing Agent Changes

How To Guide: Guardian Online (GOL)
2. Enter your Agency

3. Select between three different reports: Pending changes report, Orphan policy report, or Transaction
history report.

4. Click Apply

[ Q Search ] Filters x
Agency (Required) Clear
Client Manager
Q
Policies Linked accounts Document search Combined documents Servicing agent changes
Reports
© Pending changes report
- Iii_:l Orphan policy report e
Servicing agent changes -
Use Servicing Agent Changes to reassign one traditional life policy or a group of traditional life policies to a new Servicing Agent by selecting the Reassign bu ) Transaction history report
report.
l-—————————————a—.|
lDate ear |
| From (Required) i l--------------l
Y Eitters - 1 I Only the Transaction
| 01/09/2024 a1 | |
e | .
I I history report 1
Agency Pending changes report Clear Filters | . 1 . 1
o Reauired I | requires adate range.
- R i
I | o2092024 FHL 1 :
[ . [ s s —

Pending changes report

Remove Date ~ Policy = Writing + Current servicing + New servicing = Current ¥ m | 0

agent agent agent agency

8 Guardian GOL Navigation| Individual Markets | Guardian confidential
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Client Manager - Servicing Agent Changes

How To Guide: Guardian Online (GOL)

Pending changereport:

Client Manager

Policies Linked ts D t search C ined documents Servicing agent changes Grant access

Servicing agent changes

Use Servicing Agent Changes to reassign one traditional life policy or a greup of traditional life policies to a new Servicing Agent by selecting the Reassign button or by running an Orphan Policy

report.

Y Filters

Agency: teports: Pending changes report Clear Filters

& Reassign

Pending changes report

Orphan policy report:

Client Manager

Policies Linked accounts Document search

Servicing agent changes

] 0y g
Use Servicing Agent Changes to reassign one traditional life policy or a groupl W’II dlreCt tO page to

report.

Y Filters

Agency: 1 Reparts: Orphan policy report

& Reassign

Combined documents

Clear Filters

Servicing agent changes

I Click the hyperlink :

I make the servicing |
| agent change forall |
| policies for this agent :
I code . :

I1§ the Reassign button or by running anOrph1

r
1 Click the hyperlink

I to make the

: servicing agent
: change for this
: policy .

Orphan policy report

Remove Date ~ Policy * Writing % Current servicing & New servicing + Current % Newservicing + Agentname = Agentcode 3 Agenttype 2 Policy %
agent agent agent agency agency i— ________ 1 r ———————— i
Mike Miller | 000Y222 Writing sgent | 1234567 |
T 2/9/2024 1234567 00AB321 00A2311 006Y666 00B3 0066 [ [
Transaction history report:
Transaction history report Transaction details for. Ben Davis ondate 1/30/2024
Producer * Writing code @ Date & Policy count & / e o
=== Sammy Bell 4011111
i I
Ben Davis 000Y2222 01/27/2003 : 3 : Ernie Eye 4122222
_____ 4
Sun Valentine 4133337

8 Guardian GOL Redesign| Individual Markets | Guardian confidential

: New clickable
I policy count for
| additional info.

Close

will direct to page
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Client Manager - GOM Reports
How To Guide: Guardian Online (GOL)

1. Select the Client Servicing filter on the left-hand landing page
2. GOMreports are found under Reports

— Guardian { Q, Search... ]
BB QuickStart
Reports
a
GOM reports
E Resources
. Y Eilters
/’ Tools & llustrations
a New Business
GOM draft Draft Draft date GOM control Total amount Debit Bank name Branch Routing Payer name
— type number account b
a Client Servicing 1 P number
Client Manager
2 Reports Use filters to see results here.

CRM Contacts

Inforce llustrations

Track Inforce Requests

8 Guardian GOL Navigation | Individual Markets | Guardian confidential
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Client Manager - GOM Reports

How To Guide: Guardian Online (GOL)

3. Click the Filters

4. Selecting product: Disability displays filter for Search by
policy or APP, PAC, or GOM #. Enter required number.
5. Selecting product: Life displays filter for Report type
(3 reports), able to Search by policy or GOM number, and
Draft date.

S Guardian

GOMreports

Y Filters

GOM draft Draft
type

Draft date

Use filters to see results here.

]

GOM control

number

Total amount
account

Filters X
Product
() Life

| @) Disabiity. including Ife pre-merger

Search by

© Policy

(") APP,PAC or GOM number

Policy number (Required) Clea

[ Enter policy number

GOL Navigation | Individual Markets| Guardian confidential

Filters X

Product

(} Disability, including life pre-merger

Report type
© GOM premium draft history

'()' GOM loan repayment history

< ) Current GOM bank and payor report

Search by

© Policy

'()' GOM control number

Policy number (Required) Clear
[ Enter policy number J
Draft date Clear

From (Required)

[ 08/07/2023 — J
To (Required)
[ 11/07/2023 ﬁ]




Client Manager - GOM Reports

How To Guide: Guardian Online (GOL)

6. Retrieve GOM premium draft history when filtering for a policy number.

Example:

S Guardian

Filters

Product

o= =———
Life |
e =

'i :. Disability, including life pre-merger

Report type
@ GOM premium draft history

(:I GOM loan repayment history

'i_j' Current GOM bank and payor report

Search by

@ Paolicy

(:I GOM control number

X

Policy number (Required) Clear

[ 3888888

Draft date Clear

From (Required)

[8/02/2016 ] ]
To (Required)
[ 11/07/2023 ] ]

GOM premium draft history

GOMdraft

GOM Premium

Draft

GOM Premium

Draft

Draft = Draft date - GOM control ¥ Total =
type number amount

EFT 01/16/2018 3888888 $160.73
EFT 12/15/2017 3888888 $160.73

Debit
account

Checking

Checking

Bank name ¥

JP MORGAN
CHASE

JP MORGAN
CHASE

Branch ¥

Bank
account

XXXX1234

XXXX1234

-

Routing +
number

XXXX4444

XXXX4444

|
|
|
1
Payorname % 1
Sally Smith
Sally Smith
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Y Guardian

Questions?

Looking for document or general questions on GOL? Contact: gol redesign@glic.com

Technical issues or questions: Call the Agency Support Center at 1-800-499-8820
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