IPFCF CERTIFICATE GENERATOR INSTRUCTIONS

These instructions will walk you through the process of creating a certificate file for use with the IPFCF system using the Excel
template found at: https://oci.wi.gov/Pages/Funds/IPFCFCertificateFiling.aspx

GETTING STARTED

1. Enable the “Developer” tab in the ribbon. If the Developer tab is already enabled, skip to step 2.

Click on the “File” tab and select “Options” at the lower left-hand corner of your screen.
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Select “Customize Ribbon,” check the “Developer” box, and click “OK.”
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https://oci.wi.gov/Pages/Funds/IPFCFCertificateFiling.aspx

You should now see the “Developer” tab in the ribbon at the top of your screen.
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NOTE: If Excel warns you about using macros, click “Enable Content.

l@ SECURITY WARNING Macros have been disabled. Enable Content .
DATA ENTRY GUIDELINES

2. Before entering data, note the following guidelines.

DO

e Enter all dates in YYYYMMDD format (e.g. 20200701 for July 1, 2020)
e Leave the number ‘1’ in column A, row 2

e  Enter the number 2’ in column A for every row below row 3

e Paste data into the formula bar instead of the worksheet:

Address Line 1

ddress Line 2

Policy Form Number Effective Date *

DO NOT

e  Add new columns

e Add new rows before row 3

e Change the font

e Change the name of the worksheet from “oci-pcf-data-template”

NOTE: This certificate generator does not validate data and will create the file based on what you enter. Please ensure that your
data is correct before generating the certificate file and uploading to the IPFCF system.



ENTERING DATA

3. Enter the header.
In row 2, enter your company’s information. This will be the same for every file unless you manage multiple companies.

NOTE: Column A must contain the number ‘1’

Code | Add-ins Controls | XML |

Address Line 2 i i NAIC Number

Revision Date (required if Termination Date (required Retroactive Date (required if
Processing Type is 2 if Processing Type is 3 Malpractice Coverage Code is 1
2 Policy Number Policy Form Number  Effective Date Expiration Date  othemwise leave blank) othemwise leave blank) otherwise leave blank)

4. Enter the policies.
In row 4, enter the data for your first policy and repeat this in successive rows if you are uploading multiple certificates.

NOTE: Column A must contain the number ‘2’ in every policy row

Code | Add-ins | Controls | XML |

Address Line 1 Address Line 2 i i NAIC Number

Revision Date (required if Termination Date (required Retroactive Date (required if

Processing Type is 2 if Processing Type is 3 Malpractice Coverage Code is 1

5. Run the macro.

Once your data is entered, click on the “Developer” tab and select “Macros.”
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Make sure “ExportToPCFFormat” is selected and click on “Run.”
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Name your file and save it so it can be uploaded to the IPFCF system.
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