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Below are the instructions for submission of your annual filings in SERFF. Please 
note that SERFF only allows documents to be in PDF or EXCEL format. 

**Your Annual Filing must be submitted under the WestVirginiaFC instance** 
**This is NOT a Rates & Forms Filing** 

*If you have any issues with the system, please contact the SERFF Help Desk at (816) 783-8990.
*If you have questions about your filing, please contact Cristy Dunlap at cristy.s.dunlap@wv.gov

Procedures: 

From the Settings tab, click on Companies (you must add a company first and may already 
have this part setup) 

Click on Add Company 

Enter the CoCode and Click Create 
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Click Edit if the information is already there OR enter the information and click Save 
 

 
 
From the Settings tab, click on Contacts (you must add a contact person first and may already 
have this part setup) 
 

 
 
Click on Add Contact 
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Click Edit if the information is already there OR enter the information and click Save 
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From the Filings tab, click on Create a Filing 
 
Step 1 – Create a Filing 

 Select the Business Type (Property & Casualty or Life, Accident/Health, Annuity, 
Credit) 

 Enter a Product Name (i.e. West Virginia 20xx Annual Filing) 
 Click Next 

 

 
 
 
Step 2 – Select States 

 Make sure the Selected States shows WestVirginiaFC 
 Click Next 

 

 
 
 
 
Step 3 – Select Types of Insurance (TOI) 

 Type of Insurance (select 01.0 Property, L08 Life – Other or H21 Health – Other) 
 Click Next 
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Step 4 – Select Sub-Types of Insurance (Sub-TOI) 
 Sub-Type of Insurance (select 01.0001 Commercial Property (Fire and Allied Lines)) 
 Select the Sub-TOI that closely matches your Company Type 
 Click Next 

 

 
 
 
 
Step 5 – Select Filing Types 

 Filing Types (select the appropriate Report Type) 
 Click Next 

 

 
 
 
 
Step 6 – Confirm Selections 

 Select Save and Continue 
 

 
 
 
Step 7 – Select Companies and Contact 

 Select the Contact person 
 Select the Company and move it to the right box 
 Click Next 
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Step 8 – Select Companies for States 

 Select the Company (or Companies) to include in the filing 
 Click Save and Continue 

 

 
 
 
Step 9 – Default Filing Data 

 Leave All Fields as is (nothing is required on this page) 
 Click Next 

 

 
**If an error message appears when you try to Submit the filing, come back to Step 9 and enter 
“n/a” or “West Virginia 20xx Annual Filing” into the Filing Description box. 
 
 
Step 10 – Final Filing Summary 

 Review and click Finish 
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After clicking Finish you will have the chance to upload your Supporting Documentation. 
 
Your filing should be saved under Filings > My Workfolder 

 Click on Supporting Documentation 
 

 
 
 
 
From the Supporting Documentation tab 

 Click Expand All (under the General Information tab) 
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Under each required section (to Satisfy) 
 Click Satisfy 
 Click Attach Files 

 

 
 
 
From the SERFF File Attachment Upload screen 

 Click Choose File or Browse 
 Look for your PDF document 
 Click Open 
 Click Upload 

 

 
 
When the page refreshes, the icon will turn green if satisfied. 
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Under each required section (to Bypass) 
 Click Bypass 
 In the Bypass Reason box, enter your comments (i.e. Will be sent at a later date, Not 

Applicable, etc.) 
 Click Bypass 

 

 
 
When the page refreshes, the icon will turn red if bypassed. 
 
Once all documents have been uploaded, you may click on Submit Filing 
 

 
 
 
**The Annual Grievance Report is a requirement if you are authorized to write Accident & 
Sickness business in West Virginia; however, if you do not meet the definition of a “Health 
Benefit Plan” than please indicate this in the Bypass Comments. 


