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Accessing the Portal

G "0

Navigate to the GA OCI Portal
_',:;"1 GEORGIA .GOV Name Approval Staff Adjuster Emergency Disaster Adjuster

On the Home Page, click ‘Emergency Disaster
Adjuster’

Georgia OCI

No key points

Latest Updates
‘ § :«W . : New Portal coming soon




Accessing the Portal

_.’;‘; GEORGIA.GOV Name Approval Staff Adjuster Emergency Disaster Adjuster CIle ‘Add EmergenCy Dlsaster AdeSter,

Add Emergency Disaster Adjuster

Find Emergency Disaster Adjuster

Georgia OCI

About Us

No key points
Latest Updates

New Portal coming soon




Logging In
G "0

To Add an Emergency Disaster Adjuster, a

~
474 GEORGIA.GOV

Coordinator must have an account

Log In

s To create an account, click on ‘Don’t have an
“Email Address

account? Register’

*Password

Forgot Password k j
Remember me

Welcome 1 BT :
Don’t have an account? Register Company Portal b Key POi ntS

Enter your credentials to access
your account

In case you don't remember your registered email
address, please contact us:

If a Coordinator already has existing
credentials, enter the Email Address and

Password




Logging In

~
474 GEORGIA.GOV

“First Name

Ann

“Last Name

Smith

“Confirm Email

annsmith@gmail.com

“Phone Number

{123) 456-7890

“Password

“Address Line 1

M Lake View

*City

Atlanta

*Zipcode

30308

Middle Name

"Email Address

annsmith@gmail.com
‘Company NAIC#

97866
‘Role

Emergency Disaster Adjw
“Confirm Password

Address Line 2

State

Georgia (GA)

Already have an account? Log In

Welcome to Georgia
Company Portal

Kindly register yourself if you wish to add
Staff Adjuster for your insurance company.

A

Enter all the required information

Click ‘Register’

-

)

e Key Points

After registering, the Coordinator will receive
an email confirming that the registration was
successful. The email will contain a link to
the GA OCI Portal Home Page




Logging In

~
474 GEORGIA.GOV

Log In

* indicates a required field

“Email Address

Annsmith@gmail.com

*Password

Eergot Password
Remember me

Welcomiet S

Company Portal

Don't have an account? Register
Enter your credentials to access

your account
In case you don't remember your registered email
address, please contact us:

Phone: (404) 656-2070 | Email: AdminProc@oci.ga.gov

A

After Registering, the Coordinator will be

redirected back to the Log In page
Enter Email Address and Password

Click ‘Log In’

N j

e Key Points

To reset the password, click ‘Forgot Password’

and follow the steps to create a new password

The Coordinator will receive a ‘Successful
Registration’ email with their Username and a

link to the log in page




Adding an Emergency Disaster Adjuster

Select an Active Emergency

A

Select an Active Emergency from the drop-

down menu

-

)

e Key Points

No key points




Adding an Emergency Disaster Adjuster

Select an Active Emergency

A

Click ‘Proceed’

-

)

e Key Points

No key points




Adding an Emergency Disaster Adjuster

f‘.'\- GEORGIA.GOV

Ann Smith +

View the Emergency Disaster Adjuster Home
< Select Another Emergency.

Page

Attention

EMPLOYEE ID: The data you upload throughout the year must contain consistent Employee
ID’s across ALL NAIC subsidiaries of your group (if any). We calculate your payments based on
Employee ID matches. Therefore, they must not change inside of a year.

Attention

Please use .CSV file format to upload the list.

Attention

Please make sure the column headers are exactly as in the template. k j

“Emergency

Hurricane Felix

Search By:

Employee ID Last Name Status

No key points

GA-OCI Community & Bxporthe s

+ Add Emergency Disaster Adjuster 1, Upload a List

Employee ID £ Last Name 2 First Name Emergency £

657875758 Simon Kendra Hurricane Felix




View and Edit Coordinator Profile

Emplayee (D

GA-OCI Community

Emplevee [ 2

Last Name

+ Add Emergency Disaster Adjuster

Emergency 5

Hisrrbcare Felix

Aataon

A

Coordinators can view or their edit their
profile by clicking on ‘Profile’ under their

name

& Upload o List

No key points
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View and Edit Coordinator Profile

My Profile

2 AnnSmith

Company Email Address

annsmith@gmail.com

Role

Emergency Disaster Adjuster

—

To update, click ‘Edit’ and make changes.
Click on Save to update your profile. A green

suceess message will appear.

N

)

Key Points

The Coordinator’s profile information is auto-
populated with information provided during

registration

11



Adding an Emergency Disaster Adjuster

Please use .CSV file format to upload the list.

To search for an Emergency Disaster

Attention

Adjuster, the Coordinator can filter by

Please make sure the column headers are exactly as in the template.

Employee ID, Last Name or Status

“Emergency

Hurricane Felix

Search By:

Employee ID Last Name Status

GA-O CI C O mmu nity & Exportthe List + Add Emergency Disaster Adjuster 1, Upload a List
Key Points

Employee ID & LastName ¢ Emergency %

657875758 Simon Hurricane Felix
1234785987 Smith Hurricane Felix
§94789823 Johnston Tornado John . NO key pOIntS
12353218 Jones y Earthquake
90988 Sands Earthquake

12353217 Smith Earthquake

123421335 Ball Covid

1234387590 Johnson Covid

12



Adding an Emergency Disaster Adjuster

Please use .CSV file format to upload the list.

To ‘Export’ the list of Emergency Disaster

Attention

Adjusters, click ‘Export the List’

Please make sure the column headers are exactly as in the template.

“Emergency

Hurricane Felix

Search By:

Employee ID Last Name Status

GA-O CI C O mmu nity & Export the List | + Add Emergency Disaster Adjuster 2, Upload a List

Key Points

Employee ID & LastName ¢ Emergency %

657875758 Simon Hurricane Felix
1234785987 Smith Hurricane Felix
894789823 Johnston Tornado John : NO key pOIntS
12353218 Jones y Earthquake
90988 Sands Earthquake
12353217 Smith Earthquake

123421335 Ball Covid

1234387590 Johnson Covid

13




Adding an Emergency Disaster Adjuster

Export the List

Click on the download button to export the data with entered search criteria.

—

To export the list, click ‘Download’

-

)

. Key Points

The system will Download a CSV file. Once

downloaded, the list will be exported to Excel

14



Adding an Emergency Disaster Adjuster

Emergency Disaster Adjusters (3) - Excel (Unlicensed Product)

No instructions

File Home Insert Page Layout Formulas Data Review View Help Q@  Tell me what you want to do

Font Alignment y Number 3 Styles

NOTICE Most features are disabled because your Office product is inactive. To use for free, sign in and use the Web version. Activate Use free at Office.com

J Employee ID

B | ¢ | o | E | fF | & | H | t | 3y | ¥k | v | M | N K J

-:Emplc.)yee-First Namé¢Middle NaLast Name Address LiAddress Li City . State .Zipcéde 'Phone NuiEmail Add Status Emé“r-genc;/
|12353218 Iggy Do Jones 400 Peach Unit 2 Atlanta Georgia 30318 5.61E+09 ml@gmaiActive Earthquake
| 90988 Karm Lonzo Sands 2048 Boltc Apt. 3114 Atlanta  Georgia 30318 (561) 460- mevan06E Active Earthquake
12353217 Jen Lo Smith 900 Peach Unit 1 Atlanta  Georgia 30318 5.61E+09 m@gmail. Active Earthquake
; 31370 Alex Johnson 120 State Street Nashville Tennessee 23415 (123) 456- alexjohnscActive Hurricane James
6.58E+08 Kendra  Jasmine Simon 4600 Peac Unit 19  Atlanta Georgia 30318 4.71E+09 kjs@gmail Active Hurricane Felix
| 1.23E+08 James Smith 2048 Boltc Unit 4 Atlanta  Georgia 30318 (563) 460- mevan5@ Active Hurricane James This is an example of an exported list of
| 8.95E+08 Cort Johnston 8900 Prea Unit 323 Atlanta Georgia 30318 (678) 456- m5673@g Active Tornado John
| 1.23E+08 Mark lonzo  Ball 2048 BoltcApt. 3114 Atlanta  Georgia 30318 (561) 460- mevan027Active  Covid Emergency Disaster Adjusters
| 1.23E+09 Skip Lonzo Johnson 2048 Bolton Dr NW Orlando Georgia 33414 (561) 460- mevan025 Active Covid

Key Points

15




Adding an Emergency Disaster Adjuster

Please use .CSV file format to upload the list.

To manually add an Emergency Disaster

Attention

Adjuster, click ‘+ Add Emergency Disaster

Please make sure the column headers are exactly as in the template.

Adjuster’

“Emergency

Hurricane Felix

Search By:

Employee ID Last Name Status

GA-O CI C O mmu nity & Export the List | + Add Emergency Disaster Adjuster fiz, Upload a List

Key Points

Employee ID & LastName ¢ Emergency %

657875758 Simon Hurricane Felix
1234785987 Smith Hurricane Felix
894789823 Johnston Tornado John : NO key pOIntS
12353218 Jones y Earthquake
90988 Sands Earthquake
12353217 Smith Earthquake

123421335 Ball Covid

1234387590 Johnson Covid

16




Adding an Emergency Disaster Adjuster

—

Add Emergency Disaster Enter the required information
Adjuster

Click ‘Save’

N )

. Key Points

No key points

(123) 456-7890

alexjohnson120@gmail.com

17




Adding an Emergency Disaster Adjuster

Please make sure the column headers are exactly as in the template.

Attention

“Emergency

Hurricane Felix

Search By:

Employee ID Last Name

GA_—O CI C O mmu nit}f & Export the List + Add Emergency Disaster Adjuster 2, Upload a List

Employee ID ¢ Last Name First Name Emergency
31370 Johnson Alex Hurricane Felix
12353234 Turner Scott Hurricane Felix
12353234 Turner Scott Tornado John
657875758 Simon Kendra Tornado John
12353234 Turner Scott Tornado John

12353235 Richards Rachel Tornado John

A success banner will appear showing that
the Emergency Disaster Adjuster was added

successfully

Key Points

No key points
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Adding an Emergency Disaster Adjuster

A

The newly added Emergency Disaster

Please make sure the column headers are exactly as in the template.

“Emergency

Adjuster has been added to the Emergency
Disaster Adjuster Draft List

Hurricane Felix

Search By:

Etiplovee ] Lt iame To activate the record, check the box next to

the Employee ID Number and click ‘Submit’

GA-OCI Community & Remove

Employee ID ¢ Last Name 2 First Name Status Emergency Action K J

1370 Johnson Alex Draft Hurricane Felix
12353234 Turner Scott Draft Hurricane Felix /—w
12353234 Turner Scott Draft Tornado John
657875758 Simon Kendra Draft Tornado John

12353234 Turner Scott Draft Tornado John OI”ICG the bOX haS been Checked the
’
12353235 Richards Rachel Draft Tornado John

Coordinator also has an option to remove the
adjuster

ShowRows: S0 & 1-60f6 < >

c»

19




Adding an Emergency Disaster Adjuster

A

Fesen [ g enan ety
Freee e Sornat i upload the Het. ° Emergency Disaster Adjuster records submitted successfully X .
S A To go back to the Emergency Disaster

Attention Adjuster List, click ‘Back to Emergency

Please make sure the column headers are exactly as in the template.
. T
Adjuster List

*Emergency

Hurricane Felix

Search By:

Employee ID Last Name k J

GA_—OCI Communlty & ExporttheList + Add Emergency Disaster Adjuster 2, Upload a List N
= Key Points
Employee ID ¢ Last Name 2 First Name Emergency Action

12353234 Turner Scott Hurricane Felix
12353234 Turner Scott Tornado John
657875758 Simon Kendra Tornado John
12353234 Turner scott Tornada John confirming that the Emergency Disaster

A green confirmation banner will appear

- e e e Adjuster’s record was activated successfully

3 1-50f5 < >

The Adjuster will be moved to the list of

Active Emergency Disaster Adjusters

20




Adding an Emergency Disaster Adjuster

Please use .CSV file format to upload the list.

To add a bulk list of Emergency Disaster

Attention

Please make sure the column headers are exactly as in the template. AdJ USte rs ; CI'Ck ‘U p|Oad a L|St,

‘Emergancy Download the sample template

Hurricane Felix

Search By:

Employee ID Last Name Status

GA—O CI C O mmu nity & Export the List + Add Emergency Disaster Adjuster |, Upload a List

Key Points

Employee ID ¢ Last Name First Name Emergency &

31370 Johnson Alex Hurricane Felix
657875758 Simon Kendra Hurricane Felix
1234785987 Smith James Hurricane Felix ey NO key pOIntS
894789823 Johnston Cort Tornado John
12353218 Jones lggy Earthquake
90988 Sands Karm Earthquake
12353217 Smith Jen Earthquake

123421335 Ball Covid

21



Adding an Emergency Disaster Adjuster

Upload a list

—

To download the sample template, click

‘Download’

-

)

. Key Points

Please use .CSV file format to upload

22



Adding an Emergency Disaster Adjuster

—

The entry on the sample list is to be used as
an example of how to enter the information

=

File Home Insert Page Layout Formulas Data Review View Help Q  Tell me what you want to do

The example row should be deleted once the

Clipboard - Alignment - Number - list of Adjusters has been completed
Al - N3 Employee ID

Create the list of Adjusters to be added and
A B 5 D E F G H | d K L

.Employee.First NameMiddle NaLast Name Address Li Address LiCity ‘State .Zip Code Phone NuiEmail Address . . . . save the ||St
315 John Var Done 120 jeffersjonson st Atlanta  Georgia 30334 8E+09 test@gmail.com

Key Points

No key points

23




Adding an Emergency Disaster Adjuster

—

To upload the file, Click ‘Upload Files’

To drop the file, drag the file and drop it in

the space provided

Upload a list

Download Sample Template Downloac k /

&, Upload Files ] Or drop files '
Key Points
Please use .CSV file format to upload the list.

Upload

No key points

24




Adding an Emergency Disaster Adjuster

A

Once the file is loaded, click ‘Done’

No key points

25



Adding an Emergency Disaster Adjuster

Upload a list

—

Click ‘Upload’

-

)

. Key Points

26



Adding an Emergency Disaster Adjuster

—

A notification will appear confirming that the

Upload was successful

© N Y,
Upload is successful { .
1 out of 1 records updated successtully Key PO IN tS

The Bulk Load of Emergency Disaster
Adjusters will be added to the to the

Emergency Disaster Adjuster Draft List

To activate a record, click the box next to the
Employee ID Number on the Draft page and
click ‘Submit’

N )

27



Adding an Emergency Disaster Adjuster

A

Coordinators can ‘View’ the Emergency

Please use .CSV file format to upload the list,

Attention

Disaster Adjuster’s information

Please make sure the column headers are exactly as in the template.

“Emergency

Hurricane Felix

Search By:

Employee ID Last Name Status

GA—O CI C O mmu nity & Export the List + Add Emergency Disaster Adjuster 2, Upload a List

Employee ID & Last Name First Name Emergency & : Key POI ntS

31370 Johnson Alex Hurricane Felix

657875758 Simon Kendra Hurricane Felix
1234785587 Smith James Hurricane Felix A Coordinator can search for an Adjuster by

i Kinges o e using the filters at the top of the list. The list
12353218 Jones lggy Earthquake

90988 Sands Karm Earthquake
12353217 Smith Jen Earthquake OI’ Emergency
123421335 Ball Covid

can be filtered by Employee ID, Last Name,

28




Adding an Emergency Disaster Adjuster

120 State Street

City

Nashville

Zipcode

23415

Email Address

(123) 456-7890

—

View the Emergency Disaster Adjuster’s

information

-

)

. Key Points

Click the ‘X’ in the top right corner to go back
to the Dashboard

29



Adding an Emergency Disaster Adjuster

Please use .CSV file format to upload the list.

Attention

Please make sure the column headers are exactly as in the template.

“Emergency

Hurricane Felix

Search By:

Employee ID Last Name Status

GA-OCI Community

Employee ID ¢ Last Name 2
31370 Johnson
657875758 Simon
1234785987 Smith
894789823 Johnston
12353218 Jones

90988 Sands
12353217 Smith

123421335 Ball

First Name

Alex

Kendra

James

Cort

lggy

Karm

Jen

& Export the List

+ Add Emergency Disaster Adjuster

Emergency ¢
Hurricane Felix
Hurricane Felix
Hurricane Felix
Tornado John
Earthquake
Earthquake
Earthquake

Covid

Action

&, Upload a List

Coordinators can ‘Update’ the Emergency

Disaster Adjuster’s information

View

Vi

Key Points

No key points

30



Adding an Emergency Disaster Adjuster

—

Update Update the Emergency Disaster Adjuster’s
nctes a equred e information
31370 _ Click ‘Save’

Middle Name

“Address Line 1

120 State Street

*City

N )

. i .
Key Points

“Email Address

alexjohnson120@gmail.com

No key points
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Adding an Emergency Disaster Adjuster

Please use .CSV file format to upload the list. @ Ssuccessfully Updated! b

Attention

No instructions

Please make sure the column headers are exactly as in the template.

“Emergency

Hurricane Felix

Search By:

Employee ID Last Name Status

GA—O CI C O mmu nity & Export the List + Add Emergency Disaster Adjuster 2, Upload a List

Key Points

Employee ID ¢ LastName ¢ First Name Emergency ¢ Action

31370 Johnson Alex Hurricane Felix m

657875758 Simon Kendra Hurricane Felix
1234785587 Smith James Hurricane Felx A green success banner will appear

confirming that the info was updated

12353218 Jones lggy Earthquake -

90988 Sands Karm Earthquake v

successfully

View
894789823 Johnston Cort Tornado John

Vi

Vi

12353217 Smith Jen Earthquake -

123421335 Ball Covid

32




Adding an Emergency Disaster Adjuster

e Seiect Another Emergency To add an Adjuster that is already listed for

Attention one emergency to another emergency, select
EMPLOYEE ID: The data you upload throughout the year must contain consistent Employee
ID’s across ALL NAIC subsidiaries of your group (if any). We calculate your payments based on

Employee ID matches. Therefore, they must not change inside of a year. the record then Cl ICk ‘Select AnOther

Emergency’

Attention

Please use .CSV file format to upload the list.

Attention

Please make sure the column headers are exactly as in the template. k

“Emergency

Hurricane Felix {T

Search By:

Employee ID Last Name Status

No key points

GA—O CI C O mmu nity & Export the List + Add Emergency Disaster Adjuster £, Upload a List

Employee ID ¢ Last Name First Name Emergency &

31370 Johnson Alex Hurricane Felix

657875758 Simon Kendra Hurricane Felix




Adding an Emergency Disaster Adjuster

Select an Active Emergency

A

Select Another Emergency

-

)

e Key Points

No key points
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Adding an Emergency Disaster Adjuster

Select an Active Emergency

A

-

Select ‘Proceed’

)

e Key Points

No key points
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Adding an Emergency Disaster Adjuster

Attention

Please make sure the column headers are exactly as in the template.

“Emergency

Hurricane James

Search By:

Employee ID Last Name Status

GA-OCI Community

Employee ID £ Last Name 3
12353217 Smith
1234785987 Smith
657875758 Simon

90988 Sands
12353218 Jones
894789823 Johnston
1234387590 Johnson

DSI}?O Johnson

123421335 Ball

First Name

Jen

James

Kendra

Karm

Emergency
Earthquake
Hurricane James
Hurricane Felix
Earthquake
Earthquake
Tornado John
Covid

Hurricane Felix

Covid

- Add to the List J& Remove

Select the record again and click ‘Add to the
List’

Key Points

No key points
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Adding an Emergency Disaster Adjuster

© Add to the list  *
Are you sure you want to add these emergency

—

Click ‘Confirm’

N

j

. Key Points

No key points
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Adding an Emergency Disaster Adjuster

A TanuL W calonloto une e n s Do s
Employee 1D matches. Therefore, they must not @ Added Successfullyll

Attention

Please use .CSV file format to upload the list

Attention

Please make sure the column headers are exactly as in the template.

“Emergency

Hurricane James

Search By:

Employee ID Last Name

GA_—O CI C O mmu nlt}f & Export the List + Add Emergency Disaster Adjuster 2, Upload a List

Employee ID ¢ Last Name 2 First Name

31370 Johnson Alex

12353234 Turner Scott

12353234 Turner Scott

657875758 Simon Kendra

12353234 Turner Scott

12353235 Richards Rachel

Emergency ¢

Hurricane James

Hurricane Felix
Tornado John

Tornado John

Tornado John

Tornado John .

No instructions

Key Points

A green success banner will appear
confirming that the Adjuster was added to the

list successfully
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Adding an Emergency Disaster Adjuster

Attention

Please make sure the column headers are exactly as in the template.

“Emergency

Hurricane James

Search By:

Employee ID Last Name

GA-OCI Community

Employee ID ¢ Last Name £ First Name

31370 Johnson Alex

12353234 Turner Scott
12353234 Turner Scott
657875758 Simon Kendra
12353234 Turner Scott

12353235 Richards Rachel

Emergency &

Hurricane James

Hurricane Felix

Tornado John

Tornado John

Tornado John

Tornado John

@ Remove

4 1-6016 < >

-]

A

The record has been added to the
Emergency Disaster Adjuster Draft list.
To activate the record, click on the record

and click ‘Submit’

- J

Key Points

No key points
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Adding an Emergency Disaster Adjuster

Attention
Please use .CSV file format to upload the list.

No instructions

Attention

Please make sure the column headers are exactly as in the template.

*Emergency

Hurricane James

Search By:

Employee ID Last Name Status k J

GA_—OCI Communlty & ExporttheList + Add Emergency Disaster Adjuster 2, Upload a List

Key Points

Employee ID ¢ Last Name First Name Emergency ¢

31370 Johnson Alex Hurricane James
1234785987 Smith James Hurricane James

The Adjuster record has been added to a

657875758 Simon Kendra Hurricane Felix

894789823 Johnston Cort Tornado John Second emergency

12353218 Jones lggy Earthquake
90988 Sands Karm Earthquake

12353217 Smith Jen Earthquake

123421335 Ball Covid '

40




Finding an Emergency Disaster Adjuster




Finding an Emergency Disaster Adjuster

G "0

_.’;‘; GEORGIA.GOV Name Approval Staff Adjuster Emergency Disaster Adjuster TO Search for an Emergency DlsaSter

Add Emergency Disaster Adjuster

Adjuster, click ‘Find an Emergency Disaster

Adjuster’ on the Georgia OCI Portal.

Find Emergency Disaster Adjuster

Georgia OCI

This will open a Public Search page

No key points

New Portal coming soon
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Finding an Emergency Disaster Adjuster

~
4T+ GEORGIA.GOV

Search for a Emergency Disaster Adjuster

Please enter Emergency Disaster Adjuster's First Name/ Last Name or Company Name in order to
find emergency disaster adjuster for your company. List contains only Active emergency disaster

adjuster for all companies in the State of Georgia.

Search By:

Company Name First Name Last Name

A

To search for an Emergency Disaster
Adjuster, search by Company Name, First

Name or Last Name

-

)

e Key Points

No key points
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Finding an Emergency Disaster Adjuster

~
4T+ GEORGIA.GOV

Search for a Emergency Disaster Adjuster

Please enter Emergency Disaster Adjuster's First Name/ Last Name or Company Name in order to
find emergency disaster adjuster for your company. List contains only Active emergency disaster

adjuster for all companies in the State of Georgia.

Search By:

Company Name First Name e Last Name

A

Search by Company Name, First Name or

Last Name

Click ‘Search’

-

)

e Key Points

No key points
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Finding an Emergency Disaster Adjuster

A

View the list of Registered Staff Adjusters

Fa
iFL GEORGIA.GOV

Search for a Emergency Disaster Adjuster resulting from the search

>lease enter Emergency Disaster Adjuster's First Neme/ Last Name or Company Name int orde
ind en v di or your company. List contains only Active emergency disaster

N j

e Key Points

Note: The Emergency Disaster Adjuster in

this screenshot shown has been assigned to

multiple emergencies

45




This concludes the GA OCI

Emergency Disaster Adjuster User Guide

THANK YOU
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