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Add Entity

The Add Entity screen allows users to add a Company to their Company Complaint Dashboard. 
•	 Under “Type:” select Company Complaint 
•	 Select your jurisdiction and input your Company Complaint PIN (provided by the state) and a    	
	 required identifier. 
•	 Click “Add to Cart”

After adding an entity to the cart, the review screen is displayed. This allows the user to quickly verify the 
information one last time before adding the entity. 

Review Added Entity

SBSHELP@NAIC.ORG  •  816-783-8990

SBS FOR ORGANIZATIONS  • EXTERNAL COMPANY COMPLAINT SERVICE TRAINING GUIDE



SBSHELP@NAIC.ORG  •  816-783-8990

STATEBASEDSYSTEMS.COM                                                                                                      EXTERNAL COMPANY COMPLAINT SERVICE TRAINING GUIDE

  3

  4

The view entity page provides the confirmation and displays a summary of the entity added. Clicking the 
“Go to Company Complaint Dashboard” link will take the user directly to the company’s dashboard.

On the dashboard, company staff will be able to view all companies added to their account and setup their 
User Settings for Notifications.

View Confirmation

Company Complaint Dashboard
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Click “User Settings” to opt in to receive system and/or email notifications when new attachments  
and direct messages are added to cases. It is recommended to start with receiving both system and  
email notifications. 
Ensure “Yes” is selected and click Save.

Click the black arrow next to each company on the left side of the screen to view complaint cases. Notice 
cases can be filtered and also exported to excel.
Closed cases will display for 60 days from the closed date.
 
Click the case tracking id to view the case information 

Setup Notifications

View Complaint Cases

111111111111111

22222

33333

2222222222

3333333333



SBSHELP@NAIC.ORG  •  816-783-8990

STATEBASEDSYSTEMS.COM                                                                                                      EXTERNAL COMPANY COMPLAINT SERVICE TRAINING GUIDE

  7
Users can view case general information, complainant/insured information, online complaint form (if 
submitted) direct messages, and attachments.

View Case Information
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By clicking the “plus” sign in the Direct Messages section, a message can be added and sent directly to 
the state department of insurance. Type a note/message and when submit is clicked, the message will 
display on the case and be sent to the state. 

By clicking on the “plus” sign in the Attachments section, an attachment can be uploaded and sent 
directly to the state department of insurance. Upload a file, add an description and effective date, and 
when Upload is clicked, the attachment will display on the case and be sent to the state.

Add Direct Messages

Add an attachment
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On the Company Complaint Dashboard, a number will appear in the Notifications box at the top of the 
dashboard if there are new notifications. 

Closed complaint cases will display for 60 days from the closed date and will be read only. The 
case information, messages, and attachments can be viewed, but no additional direct messages or 
attachments can be added. If more need to be added, please contact the state to reopen the case. Cases 
closed for more than 60 days will drop from the case dashboard and will not be viewable to companies in 
SBS for Organizations.

Click the bell icon to view system notifications.
A system notification will generate each time a new direct message or attachment has been added to the 
case. The tracking id is a clickable link to go to the case and view the new attachment or message. 
 
Select the notifications and delete them once reviewed.

View System Notifications

Closed Cases
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