Non-Navigator/CAC Data Entry Process

Begin by clicking on the link https://secure.oci.wi.gov/cacform/company for the Non-Navigator
Assister/CAC Registration/Update Form application.

You will be automatically redirected to the MyWisconsinID login page.
If you have already created an account, you can enter your credentials.

If you have not yet created a MyWisconsinID account, follow the steps in the Get Started document.
Contact OCI at OCIMRSystemSupport@wisconsin.gov with any questions.

Please note the screen shots are of the testing environment, however, the screens in the production
environment will be the same.

i WISCONSIN

MyWisconsin ID (UAT) Sign In

Username

Warning! This system contains State and U.S. Government information and all equipment, systems, services, and software connected to this system are intended
only for official business use. By accessing and using this system, you are consenting to monitoring, recording, and auditing for law enforcement and other
purposes. Unauthorized or improper use, or access to, this system is prohibited and may subject you to state and federal criminal and civil prosecution and
penalties. At any time, the government may intercept, search, and seize any communication or data transiting or stored on this information system.


https://secure.oci.wi.gov/cacform/company
https://det.wi.gov/Pages/MyWisconsin_ID.aspx
mailto:OCIMRSystemSupport@wisconsin.gov

Once you have created a MyWisconsinID account, you can enter your Username and Password on this
screen.

A WISCONSIN

Verify with your password
® bihaneyzonigmailcom

Forgot password?
Back to sign in

i This system ins State and U.S. ion and all i services, and software oonnecled to this system are
intended only for official Imslness use. By accessing and uslno this system, you are to and
other use, or access to, this system is prohibited and may sub]ect you to state and federal Cl'lllllnll and civil prosecution
and penalties. At any time, (he nwemment ‘may intercept, search, and seize any or stored on this information system.

Select where you would like the verification code sent (such as email, text, etc.).

i WISCONSIN

(=)

Get a verification email

@ bihaney20n@gmailcom

Send a verfication emal to b™@gmailcom
by clicking on ‘Send o

Back to sign in

te and U.S. ion and all i servu:&, and softwnre mnnected to this system are
intended on'y for ofﬁcla| husinns use By accessing and usinq this system, you are i for law and
other use, or access to, this system is prohibited nnd may subject you m state and 'ederal criminal and civil prosecution
and penalties. At any time, the government may intercept, search, and seize any or data or stored on this information system.




Enter the Code when prompted and Click Verify.

8 WISCONSIN

Verify with your email

® blhaney20n@gmail.com

t an email to b™*1@gmail.com. Click
tion link in yot

| to continue

or enter the code below.

[
Haven't received an email? Send
again
Enter Code
895201
Back to sign in

Your Non-Navigator Assister/CAC Registration/Update page will be displayed.

Please note if this is your first time entering the application, you will not see any entities listed. To enter
an entity, click the “Enter New Entity” button.
State of Wisconsin

Non-Navigator Assister Registration/Update

Welcome back, Barry Haney!
Enter New Enity

Choose a Company

Business Entity Inc.

Jane Doe Company Inc.

john smith company



Enter the Non-Navigator Assister/CAC Entity information. Please be sure to click all tabs - Business
Information tab, List of Non-Navigator Assister Individuals tab, Applicant Certification and Attestation
tab- and enter information as prompted. For this example, we will create a company called “Johnson
Company”.

Business Information Tab

Back to Home Make sure to complete all tabs. Click the Save button on the
Applicant Certification and Attestation tab to save and submit to OCI.
Business Information List of Non-Navigator Assister Individuals Applicant Certification and Attestation
Business Entity Name FEIN
Johnson Company v l { 12-1234567 v

List any other assumed, fictitious, alias, or trade name under which you are doing business

Business Address
l 111 Main Street v l

Address Line 2

l Madison v Wisconsin + { 53704 v
Business Phone Business Website
l (608) 555-1523 v l

Mailing Address

PO Box 111

Address Line 2

Madison Wisconsin + 53704



List of Non-Navigator Assister Individuals Tab - Enter new Non-Navigator Assisters/CACs who are
affiliated with the business entity, and/or update information for a Non-Navigator Assister/CAC who has
already been entered.

Instructions:
« Completion of the form is required pursuantto s Ins. 6.95, Wis. Adm. Code. There is no registration fee
+ Updates to the list of Non-Navigater assisters, including additions, deletions or modifications must be provided electronically to OCI within 30 days of the change
+ You will be asked to attest to an assumption of respeonsibility on the Applicant Certification and Attestation tab
» Make sure to complete all tabs. Click the Save button on the Applicant Certification and Attestation tab to save and submit to OCL

Contact Us:
= OClAgentlLicensing@wisconsin.gov for questions about the registration process/how to complete the tabs.
= OCIMRSystemSupport@wisconsin.gov for questions about
o How to obtain a "My W1 1D".
o If you do not see the changes you made after 24 hours.

Back to Home Make sure to complete all tabs Click the Save button on the
Applicant Certification and Attestation tab to save and submit to OCI
Business Information List of Non-Navigator Assister Individuals Applicant Certification and Attestation

A Non-Navigator assister entity assumes full legal responsibility, in accordance with 5. 628.95 (3), Wis. Stat, for the acts of the Non-Navigator
assisters, on behalf of the entity, that the entity employs, supervises or is formally affiliated with, that are performed in this state and that are within the
scope of the apparent authority to act as a Non-Navigator assister

First Name Last Name Email
Anyone Johnson Anyone@anywhere.com v
Counties Served County/Location of Office

Choose counties ~

Languages Served Serves Public

English Open General Public :

I Choose languages ~




Click “Add”

Instructions:
= Completion of the form is required pursuant to s. Ins. 6.95, Wis. Adm. Code. There is no registration fee.
= Updates to the list of Non-Navigator assisters, including additions, deletions or modifications must be provided electronically to QCI within 30 days of the change.
= You will be asked to attest to an assumption of responsibility on the Applicant Certification and Attestation tab.
= Make sure to complete all tabs. Click the Save button on the Applicant Certification and Attestation tab to save and submit to OCI

Contact Us:
« OClAgentlicensing@wisconsin gov for questions about the registration process/how to complete the tabs
* OCIMRSystemSupport@wisconsin_gov for questions about
= How to obtain a “My WI 1D
o [f you do not see the changes you made after 24 hours.

Back to Home Make sure to complete all tabs. Click the Save button on the
Applicant Certification and Attestation tab to save and submit to OCI
Business Information List of Non-Navigator Assister Individuals Applicant Certification and Attestation

A Non-Navigator assister entity assumes full legal responsibility, in accordance with s. 628.95 (3), Wis. Stat, for the acts of the Non-Navigator
assisters, on behalf of the entity, that the entity employs, supervises or is formally affiliated with, that are performed in this state and that are within the
scope of the apparent authority to act as a Non-Navigator assister

First Name Last Name Email

Anyone Johnson Anyone@anywhere.com v
Counties Served County/Location of Office

Dane Dane :

[ Choose counties ~
Languages Served Serves Public

Open General Public s

[ Choose languages ~




The Non-Navigator Assister/CAC Individual has now been added. Repeat for each Non-Navigator
Assister/CAC Individual affiliated with the entity.

Contact Us:
= OCIAgentLicensing@wisconsin.gov for questions about the registration process/how to complete the tabs.
* OCIMRSystemSupport@wisconsin gov for questions about
o How to obtain a "My W1 1D".
o If you do not see the changes you made after 24 hours.

Back to Home Make sure to complete all tabs. Click the Save button on the
Applicant Certification and Attestation tab to save and submit to OCI
Business Information List of Non-Navigator Assister Individuals Applicant Certification and Attestation

A Non-Navigator assister entity assumes full legal responsibility, in accordance with s. 628.95 (3), Wis. Stat, for the acts of the Non-Navigator
assisters, on behalf of the entity, that the entity employs, supervises or is formally affiliated with, that are performed in this state and that are within the
scope of the apparent authority to act as a Non-Navigator assister.

First Name Last Name Email
0]
Counties Served County/Location of Office
[ Choose counties I *
Languages Served Serves Public
[ Choose languages ~ l - *

C’; Edit Assister & Inactivate Assister 0 Activate Assister

Last Name Action Show Details

First Name

Anycne




Applicant Certification and Attestation Tab — enter the information as prompted.

Instructions:
« Completion of the form is required pursuant to s. Ins. 6.95, Wis. Adm. Code. There is no registration fee
« Updates to the list of Non-Navigator assisters, including additions, deletions or modifications must be provided electronically to QCI within 30 days of the change
» You will be asked to attest to an assumption of responsibility on the Applicant Certification and Attestation tab.
= Make sure to complete all tabs. Click the Save button on the Applicant Certification and Attestation tab to save and submit to OCI

Contact Us:
« OClAgentLicensing@wisconsin.gov for questions about the registration process/how to complete the tabs.
+ OCIMRSystemSupport@wiscensin_gov for questions about
o How to obtain a "My WI 1D
o [fyou do not see the changes you made after 24 hours.

Make sure to complete all tabs. Click the Save button on the
Applicant Certification and Attestation tab to save and submit to OCI

o0 Home

Business Information List of Non-Navigator Assister Individuals Applicant Certification and Attestation

The Non-Navigator Assister Entity:
1. Acknowledges that it understands and will comply with state and federal requirements including, but not limited to, training and registration
2. Hereby certifies that upon request it will furnish the jurisdiction to which it is registering certified copies of any documents pursuant to Ins. s. 6.95,
Wis. Adm. Code (EmR1314)

Filer's Full Name Email
Mike Johnsor + anyone@anyone.com v
By entering your initials in this box, the business entity: Date

MJ| v D Friday, March 17, 2023

Save



Once you are done, click “Save”

Instructions:
» Completion of the form is required pursuant to s. Ins. 6.95, Wis. Adm. Code. There is no registration fee.
« Updates to the list of Non-Navigator assisters, including additions, deletions or modifications must be provided electronically to OCI within 30 days of the change
« You will be asked to attest to an assumption of respensibility on the Applicant Certification and Attestation tab
» Make sure to complete all tabs. Click the Save button on the Applicant Certification and Attestation tab to save and submit to OCI

Contact Us:
= OCIlAgentLicensing@wisconsin.gov for questions about the registration process/how to complete the tabs
« OCIMRSystemSupport@wisconsin.gov for questions about
o How to cbtain a "My WI 1D
o [fyou do not see the changes you made after 24 hours.

Make sure to complete all tabs. Click the Save button on the
Applicant Certification and Attestation tab to save and submit to QCI

o0 Home

Business Information List of Non-Navigator Assister Individuals Applicant Certification and Attestation

The Non-Navigator Assister Entity:
1. Acknowledges that it understands and will comply with state and federal requirements including, but not limited to, training and registration
2 Hereby certifies that upon request it will furnish the jurisdiction to which it is registering certified copies of any documents pursuant to Ins. s. 6.95,
Wis. Adm. Code (EmR1314)

Filer's Full Name Email
Mike Johnsor « anyone@anyone.com v
By entering your initials in this box, the business entity: Date

MY v (7] Friday, March 17, 2023




Confirm the information - Are you sure you want to save this information? Click “OK”

Confirm

Are you sure you want to save this information?

Saved Confirmation. You may download a PDF of your information for your records. Click “Download
PDF” Otherwise click OK.

Your form has been saved and submitted to OCI. Select
Download PDF if you would like a copy of your changes

NOTE: you are encouraged to retain a copy of changes for
your records.

Download PDF




Screen shot of the downloaded pdf.

State of Wisconsin NONMNAVIGATOR BUSINESS ENTITY
Office of the Commissioner of Insurance INITIAL REGISTRATION | UPDATES

Ref: Section 628.92, Wis. Stat.

INSTRUCTIONS: Complation of the form is required pursuant 1o 3. Ins 6.95, Wis. Adm. Code. There is no registration fee. The entity registering as a assister must provide all of the
following information and submit electronically to the Office of the Commissioner of Insuance at ocialdocuments @wisconain. gov.

Amy updates to the list of assisiers, including additions, deletions, or modifications must be provided electronically to the Office of the Commissioner of Insurance within 30 day s of the
changa.

Business Entity Name: Johnson Company
FEIN: 22-1234587

List any other assumed, fictitious, alias, or trade name under which you are doing business

Business Address
111 Main Straat
Madison, Wl 53704

Business Contact Phene: (608)555-1523
Business Website

Mailing Address
PO Box 111
Madison, Wl 53704

First Last Counties Languages County/Location of Serves Status Change
Name Name Served Served Office Email Public Status Date
Anyana Johnsan Dana English Danea Anyonai@anywhara.com  Yes Active  03/17/2023

By entering your initials in the box below, the business entity acknowladges that it, and each of its affiliated assisers, undarstands and will comply with state and
fedaral rmquirements Thisincludes, but is not limited to, continuing education requiremeants and regisiration. The businass antity also heraby cedifies that upan the
commissionar's raguest it will provide any and all supporting documants pursuant to Ins s 6.95, Wis Adm. Coda.

Filer's Full Name: Mike Johnson

Email: anyona{@anyona.com

Initials: M.J

Date: 2023-03-17T15:12:14 1432

You are done. You can click the “Back to Home” button to return to the main screen. The non-navigator
assister entity that you just created will not be visible immediately but should be displayed after 1
business day. If you do not see the entity after 24 hours, send an email to
OCISystemSupport@wisconsin.gov

If there are additional entities you are responsible for, such as clinic locations that you would like to
enter separately, you may click the Enter New Entity button and repeat the process.


mailto:OCISystemSupport@wisconsin.gov

