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RMS Extranet
Quick Reference Guide

to Use This Guide

This guide will help you navigate through the site and get the
information you need. Save it or print it so you can refer to it
whenever you have questions about how to access and use Risk
Management Services Extranet resources.
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Welcome to the RMS Extranet
The RMS Extranet site gives you 24/7 access to generic Certificate of
Insurance, Policy Declaration Pages and Policies for auto, liability, and
property programs. You can reach the site from work, home or wherever
you connect to the internet, and view or print documents when needed.
On the site, you will find:

— Georgia Liability Insurance Identification Card
— Auto Physical Damage Agreement / Declaration Page
m Liability Program
— State Authority Operational Liability Policy
— State Authority Operational Liability Policy/Declaration Page
— State Tort Claims Policy
tate Tort Claims Policy / Declaration Page
eral Liability Agreement
ral Liability Agreement / Declaration Page

State Owned Building and Personal Property Agreement
— State Owned Building and Personal Property Agreement Declaration Page
m Reports (coming soon in Risk Console)
m Invoices — projected billing statements (coming soon)
All r program policies and documents are located on the DOAS website
as.ga.gov/risk-management/risk-rules-policies-and-compliance

Special COls
Nyota Reed will continue to serve as the division’s primary point of
contact f*l case COls. Those inquiries should be forwarded

to nyota. doas.ga.gov| '
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Online 24/7 Extranet Site
From your computer type:
http://portal.doas.ga.gov

receive an ID and password or if you are a new user, contact
d@doas.ga.gov. Keep your user ID and password in a safe
place. You’ll need them every time you log on to the RMS Extranet site.

Need Help?

For technical assistance, such as new user ID and password set-up or
if you’re having problems accessing the site, contact Nyota Reed at
doas.ga.gov. The most frequently asked questions

re also available to answer any additional questions you may
bout the extranet.

y
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Navigate the Site - It's Easy

To access the EXTRANET site, open the browser (Firefox, Google
Chrome press Ctrl-Shift-N (Windows) or Command-Shift-N (macOS),
copy past the link in the browser or any other browser that you use) on
your computer. In the address bar, type in http://portal.doas.ga.gov
and then click “ENTER* key.

Risk Management Services Extranet Portal

http://portal.doas.ga.gov

The above process will take you to the “Login” screen, as can be seen
below.

In the above’Login screen, please enter the “EXTSOG\User ID”” and
“Password” that will be provided.
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The “User ID” and “Passwords” will be provided in a separ

Once the user ID and Password are entered, click on the “O
get to the EXTRANET main menu screen as shown below.

Department of Administrative Services Test &ccountw.

Extranet Portal

¢
_eemes . DOAS Extranet

2

Welcome Test Account

ark” named “RMS”. Then click on this green button to get
anagement Services section of the EXTRANET portal that
with access to various Insurance Policy documents

es, Certificate of Insurance, and Invoices).

/2 DOAS Extranet - Windows Internet Explorer
I~ — =
e I =l #2) X || Keysar 1.6 Customized web Search
\ZAZ/ 83 ]kad
i v E) - L g v Pagev Safety v T

Test Account «,

¢ Favortes [} poas Evtranet

Department of Administrative Services

Portal Home RMS Home

Risk Management Services

Georgla

Dep
Admini

Welcome Test Account [agricComm.Commission (Clientlc:9803) 5] Fiscal year:[2014 &

Declaration Pages & Policy ‘ Certificate of Insurance H Reports H Invoice |

Aute Program

By Auto Physical Damage Agreement
By Georgia Liabilty Insurance Identification Card
[l Auto Physical Damage Agreement / Declaration Page

Liability Program

[y State Authority Operational Liability Palicy

Bl state Authority @perational Liability Policy / Declaration Page
[y State Tort Claims Policy

Bl state Tort Claims Policy / Declaration Page

By General Liabilty Agreement

Fl  General Liability Agreement / Daclaration Page

Property Program

Iy state Owned Building and Personal Property Agreement

[ state Owned Building and Persanal Property Agreement / Declaration Page

e
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Once you are in the “Risk Management Services” page, yo
to select the agency from the dropdown list that you belon
documents related to your agencywill be listed under each

7> DOAS Extranct - Windows Internet Explorer

e e s St Y

Depar tment of Administrative Services Test Account =

Portal Home  RMS Home

Georgla

L. Risk Management Services

Welcome Test Account (AgricComm.Commission (ClientId:9803) =] Fiseat year: 2014 5]
Declaration Pages & Policy || Certficate of Insurance || Reports | Trwoice |
Auto Program

Ble  Auto Physical Damage Agresment
By Georgia Liabilty Insurance Identiication Card
B Auto Physical Damage Agreement | Declaration Page
Liability Program

By State authority Operational Liabiliy Policy
By state Toat Cla
B state Tort Clas
@E General Liabilty Agreement

Operational Liability Palicy / Declaration Page

Policy / Declaration Page

E General Liability Agreement / Declaration Page

2
Preperty Program

Ey  State Owned Building and Personal Property Agreement

B s Building and Personal Property Agreement / Declaration Page

sk Management Services” page, you can click on the various
at are available on the page, depending on the documents that you
ant to view and print.

Test Accountw.

7] Fiscat year:[2014 7]

Declaration Pages & Policy || Certificate of Insurance || Reports | oice |

Auto Program

Bl Auto Physical Damage Agreement

Bl eorguaLiabilty Insurance Identfication Card

Bl Auto Physical Bamage Agreement | Decaration Page
Liability Program

Ey  State authority Operational Liabiliy Policy

B2 ta perational Liability Policy / Declarat
By State Tout Claims Policy

[ State Tort Clamns Policy / Declaration Page

By General Lisbilty dgresment

B General Liability Agreement / Declaration Page

Property Program
_E-)E State Owned Buildng and Personal Property Agreement
E state Ouned Building and Personal Property Agreement / Declaration Page
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Then once you click on the corresponding tabs as shown ab
corresponding list of documents will be displayed on each
sections. Depending on which of the documents that you wi
print, you then have to click on the corresponding link.

and

Once you click on the corresponding document link (Example : “Auto Physical
Damage Agreement”), @ message window pops up, as shown bele

/7> DOAS Extranct - Windows Internet Explorer
yey Rt ool duss ga.gov/Stesges Dostionn o]

|3 Favorkes  [00AS Extranct

e Search

S B
Fic Bl -l - Pages Sefetye T

Test Account =

Department of Administrative Services

Portal Home RIS Home
Georgia

s Risk Management Services

j Fiscal g | 201

Welcome Test ACCOUNt |AgricComm.Commission (Clientid-3852f

Declaration Pages & Palicy || Certficate of Insurance || BAforts || Invoice
Aute Program
/ _ x
it

g Auto Physical Damage Agresmer

Hly  Georgia Liability Insurance Identifffion Card Do you want to open or save this file?

B auto Physical Damage Agreement | Declaration Pag ﬂ: e Aoreement 200, o
Liability Program Type: Adobe Acrobat Document:

L::,\‘ 3 From portal.doas.ga.gov

B s

B ST Concel

B stateTo + / Declaration Page
Hly  General Lisbility Agreement ‘While flles from the Internvet can be wseful. some: files can potentialy
= ement / Daclaration Page @ Mﬁmmmmh Fhd

sonal Property Agi

onal Propenty Agreement / Daclaration Page

[ T El il ] reveer
B8

Test Accountw.

-
® Portal Home  RMS Home

Risk Management Services

Welcome Test Account (agricComm.Commission (Clientid:9803) =] Fiscat year:[2014 5]

Declaration Pages & Policy || Certificate of Inswrance || Reports || Invoice

Aut
o Program E

By Auto Physical Damage Agreement

Bl GeorguaLiabilty Insurance Identification Card Do you want to open or save this file?

Bl Auto Physical Damage Agreement | Dedaration Page ?: (e Aeamert oe.
Liability Program Type: Adobe Acrobat Document:
s perational Liability Policy Fiom portal.doas.ga.gov

By State Tort Cla

al Liability Policy / Declaration Page
@ |
!:‘.;] State Tort Clamms Policy / Declaration Page

B8, General Liability Agreement files from the Intemet can be useful, some files can potentiall
1 Genar. Ty Agreem ec e the source..
Bl General Liabilty Agreement | Declaration Pay s his e ey

Property Program

Building

iD g9

Building

If you choo ick oml” the corresponding documemﬂe: “Auto

Physical Dama ) will be displayed for viewing. Once the document is
displayed ave the option to print it.
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If you choose to click on “save” then, the system will prom
choose a location to save the dpcuments on your local comp
can use for later purposes.

To view / download Declaration page

Test Account +.

Portal Home  RMS Home

Risk Management Services

Welcome Test Account [agricComm.Commission (Clientid:2603) =] Fiscal year: [2014

Declaration Pages & Policy || Certificate of Inswrance || Reports || Invoice

Auto Program
o £
s Auto Physical amage Agreement
By Georgia Liabilty Insurance Identiication Card Do you wanl 1o open or save Wis file?

Bl Auto Physical Damage Agreement | Declaration Page N

Liability Program 7~ Type: Adobe Acrobat
v Operational Liability Policy From portaldoas.gagoy
E o iability Policy / Declaration Page

[ | |

cy / Declarasion Page
ement ‘Wi fles from the Intemet can be usehl, some fles can potenisl;
ement / Declaration Page R - o e o sourse.

rsonal Propert

rsonal Property Ag Diclaration Page

Similarly, you can then click on the “Certificate of Insurance” tab to get
the certificate of insurancq for your agency, as shown below.

72 DURS txtranet - windows Incernet trplorer
—

00 Bmm

i Pavortes [poss Exranet

=l (4[5 [& rever 15 Custorteed e seoch

P v B - g v Page~ Safetyr Ti

Test Account +

Department of Administrative Services

> PortalHome  RMS Home
Georgia

Risk I\/Ianagemenl Services

Welcome Test Account |Agric.Comm gbmmission (Clientld:9803) 7| Fiscal year: (2014 7]
Declaration Pages & Policy Certificate of Insurance Reports Invoice -
B certficate of Insurance - Authority File Download x|

Do you want to open or save this file?

ua: Mame: Certificate of Insurance - Authority, pdf
Type: Adobe Acrobat Dacument
From; portal.doas.ga.gov

swe | conce

Click on link to get to

While fils from the Intemet can be useful, some files can patentially
i your computer, If you do nat tust the saurce. do ot apen o1

save this file. What's the risk?

Te

- TTam
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Picture below shows “Certificate of Insurance” when you clj
“Open” as shown in revious screen.

BB [ [ex ][] Tl

sign |

Comment

]

STATE OF GEORGIA
DEPARTMENT OF ADMPESTRATIVE SERVICES
CERTIFICATE OF INSURANCE

(. Portal Home RMS Home
o

Risk Management Services

Welcome Test Account | agric Comm.Commission (Clientld:9803)

Declaration Pages & Policy || Certifiate of Insurance Invoice

B Certificate of Insurance - Autharity

our documents are viewed or printed, you can e

EXTRANET syste imply closing your browser (Fi
Google Chrome, other browser that you used to
the s

it the

to
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We hope you enjoy your experience
on the RMS Extranet. Updates to the
ite are made on a regular basis, so
is important that you visit often for
the latest information. We encourage
you to bookmark the URL and save
itin your "Favorites" for easy access
during frequent and future visits.

"4
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