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1.1 Creating an Account

All users who access the GovlLink petition, both internal to OCl and external to OCI, will need to
create an account.

1. Navigate to the GovLink OCI website GA OCI License Hearings Requests or GA OCI Safety Fire
Petitions.

2. Choose the “Create Account” Option in the center or top right corner of the page.

GOVLINK o

The official site for filing Open
Records Requests with the Georgia
Office of Commission of Insurance
and Safety Fire

What are open records request?
Create Account Log In
The Office of Commissioner of Insurance provides public
access to records as defined in 0.C.G.A. 50-18-70. Open
Records requests must be submitted via our online form.

Please be as precise in the description of your request as
possible.



3. Insert the necessary information to create your account.

w Office of Commissioner of
Insurance and Safety Fire

Create Account

FIRST NAME *

EMAIL *

PASSWORD *

Login

LAST NAME *

RE-ENTER EMAIL *

RE-ENTER PASSWORD *

GOVLINK



1.2 Login

1. Once a user has created an account, the user can login from the home page choosing
the “Login” option in the center or top right corner of the page.

GOVLINK Create Account

The official site for filing Open
Records Requests with the Georgia
Office of Commission of Insurance
and Safety Fire

What are open records request?
Create Account

The Office of Commissioner of Insurance provides public

access to records as defined in 0.C.G.A. 50-18-70. Open

Records requests must be submitted via our online form.

Please be as precise in the description of your request as
possible.



2. Users will then need to enter the e-mail and password they used to create their
account.

X
w Office of Commissioner of
Insurance and Safety Fire

Create Account Login

EMAIL *

PASSWORD *

Forgot Password?

GOVLINK



1.3 Reviewing an Open Records Request

Once a request is submitted, from an external requestor, it will be available to review from the
OCl administrator’s user account under the “Request” option in the top right corner.

Open Records Request P g oa

1. The administrator can filter cases based off status in the top left corner by clicking the filter
icon in the screenshot below.

G@VL] N K Open Records Request p o oA
— Office of Commissioner of Open Records Request
Open Records - o Insurance and Safety Fire Ref #: 1531 | Case #:
All Statuses . /
Filter
I REQUESTOR ATTORNEY DIVISION
con Ruthie Awbrey
search... (123) 456-7890 | ruthieroo@gmail.com
Ruthie Awbrey FILINGS HISTORY
NE.
G@VLINK Open Records Request P £ oa
— Office of Commissioner of Open Records Request
Open Records - = = Insurance and Safety Fire Ref #: 1531 | Case #:
All Statuses
Filters ATTORNEY  DIVISION
brey
search.. 39Q | ruthieroo@gmail.com
To Do
Ruthie Awbrey All Statuses HISTORY
New (5) o
. 6/10/22, RUTHIEILING SUBMITTED
Ruthie Awbrey rey ) Pending A T 2 Awsrev
L. oo@gmal cor AM
Sent to Division (2) g
Filing 1794
Ruthie Awbrey Pending Requestor (2)
REJE pt QI Rreject
Records Available (2)
Ruthie Awbrey 6/
2022-AP-OR-060008 PENDING REQL Request Complete (1) S
Filter
Ruthie Awbrey Request Canceled (2) Options
REJE

Closed (1)

hie Awbrey e/
o\ P-OR-060007 RECORDS AVAN\ Rejected (2)



2. Toreview a request, the administrator can click on the desired request from the list on the
left side of the page.

3. Once selected, the administration has the ability to view the requests and comments, as
well as the history of the case.

4. The administrator can then decide to accept or reject the case.

1.4 Rejecting an Open Records Request

Once the administrator has reviewed the request, they can either accept or reject the record
request.

G @VL[ N K Open Records Request p * OA
= Office of Commissioner of Open Records Request
Open Records v = o Insurance and Safety Fire Ref #: 1530 | Case #:
All Statuses
REQUESTOR ATTORNEY DIVISION

Ruthie Awbrey
search (123) 456-7890 | ruthieroo@gmail.com

Ruthie Awbrey FILINGS
NE...

HISTORY

; 6/10/22, RUTHIEILING SUBMITTED
Ruthie Awbre! Ruthie Awbrey . @ 5
Y 1793 ruthieroo@gmail.con Pending ~ HMQG AWBREY

Filing 1793
Request

Ruthie Awbrey
REJECTED
|© Accept Ql Reject

Ruthie Awbrey 6/10/22
2022-AP-OR-060008 PENDING REQUEST...

1. If arequestis rejected, the administrator will see a screen to provide a reason for
rejection. The administrator must select a reason for rejection through the drop-down
menu, in order to complete the rejection.



Reject Filing

Requestor

Ruthie Awbrey

FILING

Ruthie Awbrey
1793 ruthieroo@gmail.com 06/10/2022

[Select reason...

Enter notes here...

Cancel

2. Tofinalize the rejection, the administrator will click, “Reject” at the bottom of the
screen.

The reason for rejection will be sent to the submitter in an e-mail notice along with the
reference number. A reference number will still be associated with the rejected claim.



Reject Filing

Requestor

Ruthie Awbrey

FILING

Ruthie Awbrey
1793 ruthieroo@gmail.com 06/10/2022

[No Available Documents

Notes

4

Cancel

3. The administrator can still view all rejected filings through the case filters function. Once
selected, click, “Rejected.”
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GOVLINK

Open Records

All Statuses

search...

Ruthie Awbrey

Ruthie Awbrey

Ruthie Awbrey

Ruthie Awbrey
2022-AP-OR-060008

Ruthie Awbrey

hie Awbrey
o P-OR-060007

REJE

6/
PENDING REQL

REJE

6/
RECORDS AVA

Sent to Division (2)

Pending Requestor (2)

Records Available (2)

Request Complete (1)

Request Canceled (2)

Closed (1)

Rejected (2)

1.5 Accepting a Submitted Request

Open Records

P o

Request

Open Records Request
Ref #: 1530 | Case #:

ATTORNEY

= Office of Commissioner of
v — Insurance and Safety Fire
Filters
Nbrey
390 | ruthieroo@gmail.com
To Do
All Statuses
New (5)

DIVISION

HISTORY

Q' 6/10/22, OCI
112 PM  ADMIN

Ruthie
Awbrey
Filing 1793

FILING REJECTED

ol 6/10/22, OCI
112 PM  ADMIN
Ruthie
Awbrey
Filing No
1793 Available

Documents

FILING REJECTED

6/10/22, RUTHIEILING SUBMITTED
1:26 AWBREY
AM

Filing 1793

=

1. Once the administrator has deemed that the request is acceptable, they can choose
the “accept” option on the request.

GOVLINK

Open Records

All Statuses

search...

Ruthie Awbrey

Ruthie Awbrey

Ruthie Awbrey

Ruthie Awbrey
2022-AP-OR-060008

REJECTED

REJECTED

6/10/22

PENDING REQUEST...

= Office of Commissioner of
o Insurance and Safety Fire

REQUESTOR
Ruthie Awbrey

(123) 456-7890 | ruthieroo@gmail.com

FILINGS
Ruthie Awbrey

1794 ruthieroo@gmail.cor

Request

11

Pending ~

Open Records

P o

Request

Open Records Request
Ref #: 1531 | Case #:

ATTORNEY

DIVISION

HISTORY

b3

6/10/22, RUTHIEILING SUBMITTED
n:27 AWBREY
AM

Filing 1794




2. A pop up menu will appear once a request has been accepted. The administrator must list a
reason for acceptance from the drop-down menu. The administrator may also add additional
notes.

Accept Filing

Requestor

Ruthie Awbrey

FILING

Ruthie Awbrey
1794 ruthieroo@gmail.com 06/10/2022

{Select reason...

Enter notes here...

Cancel

3. Tofinalize the acceptance, the administrator must select, “Accept” at the bottom of the
screen.

12



Accept Filing

Requestor

Ruthie Awbrey

FILING

Ruthie Awbrey
1794 ruthieroo@gmail.com 06/10/2022

Reason

Standard Acceptance

Notes

Cancel |© Accept

4. Once accepted, the administrator will assign an attorney (if applicable), division, and
adjust the estimated completion day. The completion date will default to 5 days from
the date of acceptance unless manually changed.

13



G@VLI N K Open Records Request p Q OA

= (@ Qfceof Commisionerof  Open ecorde et
Open Records v = — Insurance and Safety Fire ; 560008 New N

All Statuses

REQUESTOR ATTORNEY  DIVISION
Ruthie Awbrey
search... (123) 456-7890 | ruthieroo@gmail.com
Ruthie Awbrey 6/10/22 6/10/22 6/15/22
2022-AP-OR-060009 NE... Request Accepted Completion Deadline Completion Deadline
®

Ruthie Awbrey

REJECTED

6/10/22
5 Days Left

Ruthie Awbrey

REJECTED FILINGS O RNEY

Select Attorney...
Ruthie Awbrey 6/10/22 : b ¥
Ruthie Awbrey
2022-AP-OR-060008 PENDING REQUEST...
Q 1794 ruthieroo@gmail.cc Accepted A DIVISION
Select Division...

Ruthie Awbrey Request

REJECTED

ESTIMATED COMPLETION DATE

ol

COPYF... PROCE SERVICE
hie Awbrey 6/10/22
ﬁ.’\P-OR-OGOOO7 RECORDS AVAILAB... $ $
The completion day matches the completion deadline, pictured above. The requestor also has
visibility of the completion deadline.

06/15/2022

G@VL] N K Open Records Request F Q OA

@ Office of Commissioner of OpsniRecords Request

— — « o Ref #: 1531 | Case #: 2022-AP-OR- -
Open Records - = Insurance and Safety Fire e New
All Statuses
REQUESTOR ATTORNEY  DIVISION
Ruthie Awbrey
search... (123) 456-7890 | ruthieroo@gmail.com

Ruthie Awbrey 6/10/22 6/10/22
2022-AP-OR-060009 NE... Request Accepted

(-]

6/10/22

14 Days Left

6/24/22

Completion Deadline

Completion Deadline

Ruthie Awbrey
REJECTED

Ruthie Awbrey

1.6 Publishing a No Cost Open Record
A price must be set before the open record may be uploaded.

5. Ifthe open record is free, the user will select “no cost.”
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FILINGS

Ruthie Awbrey

1797 ruthieroo@gmail.com 06/10/20: Accepted A
Notes

COPY FEE: * PROCESSIN SERVICE FEE:

$ $

TOTAL COST:

$

6. The user will then upload the requested records, by selecting the plus sign in the upper
right hand corner beside “filings”.

15



FILINGS @

Ruthie Awbrey

1797 ruthieroo@gmail.com 06/10/20: Accepted A
Notes

COPY FEE: PROCESSIN SERVICE FEE:

$ $

TOTAL COST:

$

7. The user will add the new filing by selecting from their documents or dragging the
record into the frame. They will then select save at the bottom of the screen.

16



New Filing

Add supporting documents to fulfill this request. The next action will be to
publish the uploaded documents for the requestor to download.

Documents

Document.docx

Drop file to upload, or.. Select File

Cancel

8. Once the documents have successfully uploaded, the administrative user will select
“publish.”

17



FILINGS i1

Ruthie Awbrey

1797 ruthieroo@gmail.com 06/10/20: Accepted A

Notes

OCl Admin

1799 ociusertest.govlink@gmail.com Accepted ~

D Document.pdf 'lj 3,
</ Publish

COPY FEE: PROCESSIN SERVICE FEE:

$ $

TOTAL COST:

$

9. The user will be brought to a final window, where they will state their reason for
publishing, add any additional notes, and select publish on the bottom right-hand
corner.

18



Publish Filing

REQUESTOR ATTORNEY DIVISION
OCI Admin ocigovlink attorney?2 Human Resources

OCI Admin
1800 | ociusertest.govlink@gmail.com | 06/10/2022

Publish Reason:

v

Document Release with Redactions & ...

Notes to requestor:

Notes |

%

Cancel <4 Publish

10. Once records have been published, the requestor will receive e-mail notice that records are
available for download.

1.7 Publishing an Open Record Under $500
A price must be set before the open record may be uploaded.

1. The user will set a price for the Record. The processing and service fee will be
automatically generated. The user will then send the estimate.

19



FILINGS

1R7ugt6hi(rauﬁlf\:\i/:rgegl@gmail.com 06/10/20: Accepted A
Notes

COPY FEE: * PROCESSIN SERVICE FEE:

$ 250.00 $

TOTAL COST:

$ 263.93 @Se”d Es“@

m No Cost

2. Because the total is under $500, the user will then upload the requested records, by
selecting the plus sign in the upper right hand corner.

20



FILINGS

Ruthie Awbrey
1796 ruthieroo@gmail.com 06/10/2022 Accepted A

Notes

COPY FEE: PROCESSING F SERVICE FEE:
TOTAL COST:

$ 263.93

3. The administrative user will add the new filing by selecting from their documents or
dragging the record into the frame. They will then select save at the bottom of the

screen.

21



New Filing

Add supporting documents to fulfill this request. The next action will be to
publish the uploaded documents for the requestor to download.

Documents

Document.docx

Drop file to upload, or.. Select File

Cancel

4. Once the documents have successfully uploaded, the administrative user will select
“publish.”
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FILINGS -

%%tGhi?u':‘i\:\ilebr';)eg@gmail.com 06/10/2022 Accepted A
Notes

108c(:)IOAgcr:Ti1Lj2ertest.govlink@gmail.com 06/10/20: Accepted A
D Document.pdf -Ij L2
COPY FEE: PROCESSING F SERVICE FEE:

$ $

5. The user will be brought to a final window, where they will state their reason for
publishing, add any additional notes, and select publish on the bottom right-hand
corner.

23



Publish Filing

REQUESTOR ATTORNEY DIVISION
OCI Admin ocigovlink attorney?2 Human Resources

OCI Admin
1800 | ociusertest.govlink@gmail.com | 06/10/2022

Publish Reason:

v

Document Release with Redactions & ...

Notes to requestor:

Notes |

%

Cancel <4 Publish

1.7 Publishing Open Records Over $500
A price must be set before the open record may be uploaded.

1. The user will set a price for the Record. The processing and service fee will be
automatically generated. The user will then send the estimate.

24



FILINGS

Ruthie Awbrey

1795 ruthieroo@gmail.com 06/10/20: Accepted A
Notes

COPY FEE: * PROCESSIN SERVICE FEE:

$ 505.00 $

TOTAL COST:

$ 527.85 @e”d EStB

m No Cost

Because the total is over $500, the user will not be able to upload the requested records
until payment has been made.

Once the requestor has made payment, OCl will receive notification and the payment
will be documented in the history of the request.

HISTORY

25



FILINGS

Ruthie Awbrey
1796 ruthieroo@gmail.com 06/10/2022 Accepted A

Notes

COPY FEE: PROCESSING F SERVICE FEE:
TOTAL COST:

$ 263.93

4. The user will add the new filing by selecting from their documents or dragging the
record into the frame. They will then select save at the bottom of the screen.

26



New Filing

Add supporting documents to fulfill this request. The next action will be to
publish the uploaded documents for the requestor to download.

Documents

Document.docx

Drop file to upload, or.. Select File

Cancel

5. Once the documents have successfully uploaded, the administrative user will select
“publish.”

27



FILINGS -+

Ruthie Awbrey

1796 ruthieroo@gmail.com 06/10/2022 Accepted ~
Notes

%c(:)loAgcr:?ngertest.govlink@gmail.com 06/10/20: Accepted ~
D Document.pdf 'lj' 3,
COPY FEE: PROCESSING F SERVICE FEE:

$ $

6. The user will be brought to a final window, where they will state their reason for
publishing, add any additional notes, and select publish on the bottom right-hand
corner.

7. Users can prepare documents to be published prior to receiving the >5500 payment, but
the publish button will not be available until the payment is received.

28



Publish Filing

REQUESTOR ATTORNEY DIVISION
OCI Admin ocigovlink attorney?2 Human Resources

OCI Admin
1800 | ociusertest.govlink@gmail.com | 06/10/2022

Publish Reason:

v

Document Release with Redactions & ...

Notes to requestor:

Notes |

%

Cancel <4 Publish

1.6 Notifications

All internal and external GovLink users will receive updates on their petition status if they have
enabled their notifications. Notifications will be sent to the email associated with the user’s
account login.

1. To enable notifications click on the user profile, where the user’s initials appear, in the
top right of the page and select “Notifications.”

29



GOVLINK

License Hearing
All Statuses

search...

Kati Bell
|GreenCourt

Kati Bell

2022-AP-AL-060006 |GreenCourt

Insurance Hearings Petitiofs

.. Profile
o Office of Conumssnoner,of Insurance Hearing Petition
— Insurance and Safety Fire Ref #: 1517 | Case #:
Notifications
. Administrative Procedure Division, Office of Insurakc
Kati Bell i huis Logout
AT Commissioner John King

Grant Access to Intervener/Limited Participant [}

2. Toturn on or off a notification click on the button to change the status. A darken button
means the notification in on and the user will receive email updates. A grey button
means the notification is off and the user will not receive email updates.

Profile

Notifications

Notification
is turned on

Notification
is turned off

OCI Admin X
SETTINGS

NOTIFICATIONS
Select preferences for email notifications.

@ Filing Submitted
@ Filing Accepted

@ Filing Rejected

-G

J» Payment Submitted

— @Documents Published

J» Division Assigned

Settlement Period Lapsed

Case Status Update

J» Request Overdue
Estimated Cost Sent

J® Arbitrator Assigned
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