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1. INTRODUCTION

This document is intended as a guide for Third Party users accessing the LPC systems, the
IMR and Account Enquiry.

The document covers the following areas:

Section Description
Getting authorised as a Third Party How to register as an organisation and receive a
organisation Central Settlement Number

How to register a Central Settlement Number with
Getting set up as a Security Administrator | Xchanging and establish a Security Administrator
for your organisation

Instructions for Security Administrators within an
Creating a new user on the LPC organisation to create users on the Xchanging
mainframe system

Creating a new user on the IMR Instructions for getting a user enabled on the IMR

How to get access to ECF functionality and
Third Party Access to ECF Functionality process claim-related transactions as a Third
Party organisation

How to get access to A&S functionality and
Third Party Access to A&S Functionality process claim-related transactions as a Third
Party organisation
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2. GETTING AUTHORISED AS A THIRD PARTY ORGANISATION

Third Party Organisations will require a Central Settlement Number (CSN) in order to
transact on London Market systems. In order to acquire a CSN, Third Parties must apply
to Lloyd’s in the first instance.

Details of how to apply for a CSN are provided on the Lloyd’'s website (link below):
Applying for a CSN

Once a Third Party organisation has received a CSN, they should contact Xchanging at
ServiceCentre@Xchanging.com to be set-up with access on the appropriate systems.

The following table describes the relevant Xchanging systems and the functions they
perform:

System Function

Document repository for premium and claims

Insurers’ Market Repository (IMR) related documents
View of claim summary data

Front-end system used to load premium
A&S Direct Load documents to the IMR and submit work
packages to Xchanging for processing

Front-end system used to load claim

ECF Direct Load documents to the IMR

Mainframe claim transaction system for the
Company market

Company CLASS Provides claim business data for carriers and
broker

Source of UCR ACL information for the IMR

Mainframe claim transaction system for the
Lloyd’'s market

CLASS@Lloyd’s Provides claim business data for carriers and
broker

Source of UCR ACL information for the IMR
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3. GETTING SET UP AS A SECURITY ADMINISTRATOR

At least one user at a Third Party organisation must be set up as a Security
Administrator. A Security Administrator is responsible for setting up other users within
their organisation on the LPC mainframe system that feeds the IMR (see section 4
below). An LPC account is a pre-requisite for IMR access.

In order to register as a Security Administrator, for setup on the LPC mainframe a user is
required to complete a Network Account Registration Form (see below).

This should be sent to the Xchanging Service Desk who will administer the request. On
completion of processing the request, Xchanging will advise the external Security
Administrator of the details via an email.

Once an external Security Administrator is set up, they will be able to create additional
users within their own organisation.

Note: Where a Third Party performs multiple roles (e.g. the Third Party acts as a
Fee Collection Agent and as a Broker) a separate Third Party Number will be
required for each of the roles performed.

Users within the Third Party organisation will only be able to be assigned to one
Broker/Third Party Code per login ID. If an individual within the organisation is
required to perform different roles, they will be required to have multiple LPC and
IMR logins.

There is no cost associated with an organisation having multiple Broker/Third

Party Numbers under a Network Account nor a cost associated with an LPC user
login.
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Third Party Network Account Registration Form

THIRD PARTY ORG NAME

NETWORK CONTACT

TELEPHONE / FAX

EMAILADDRESS

NETWORK ACCOUNT CODE Lit1y
(COMPLETED BY XCHANGING)

SECURITY ADMINISTRATOR FORACCOUNTID v+ v v 111

NAME OF SECURITY ADMINISTRATOR FOR ACCOUNT

THIRD PARTY NUMBERS
(COMPLETED BY XCHANGING)

. Type of User . Type of User
Third Party Number Third Party Number
(Broker/Fees/Expert) (Broker/Fees/Expert)
I T | Ll 11
I T | Ll 11
I T | Ll 11
T T | Ll 11
T T | Ll 11

Please return completed form to:

XCHANGING SERVICE DESK
XCHANGING INS-SURE HOUSE
TRINITY ROAD

FOLKESTONE

KENT CT20 2R
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4. CREATING A NEW USER ON THE LPC MAINFRAME SYSTEM
a. Overview
This section is for the use of Security Administrators at Third Party organisations. It
describes how to create a new user on the LPC mainframe system using an administration
account.

b. Procedure

1. Log into the LPC — https://casa.xchanging.com/index.html. Select the Company

Market System (also known as the LPC) by selecting the Company market system

login button

Far general enquiries about the service
Welcome to Xchanging Ins-sure Services mainframe portal or assistance with technical difficulties

contact the Xchanging Services Desk:

Q Company market system
« Tel:0870 380 0830

3 Lloyd's market system (LORS) s Email: servicedesk@xchanging.col

2. Input a number 1 in the yellow box and press Enter.
Note: you can also put an S in the box next to the LPC Production System item on

the menu

| A Xchanging Ins-sure Services - Microsoft Internet Explorer, provided by Xchanging

] 2 ('Lpc application Selection Menu )
]! Xchanging =
NVIELEN 04/06/08% 10:45:46
IPC APPLICATIOHN SELECTIOH MENHU More:
delect sessions with an 3
Session ID Description Status
:?LPC LPC PRODUCTIOH SYSTEM.
|:| 2 LPCTEST USER ACCEPTAHCE EHVIROHMEHT
|:| 3 LPCTRIAL PRE PRODUCTIOH EHVIROHMEHT
|:| 4 LPCYZK EYSTEM TEST EHVIROHMEHT
Fl=Help F3=Exit Fi=Refresh F7=Up F8=Down
Command ===& LPC1/CARPLZ231
¥
I@'] Done é @ Trusted sites
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3. Enter your Admin Account Code, User ID and Password. Press Enter.

2 Xchanging Ins-sure Services - Microsoft Internet Explorer provided by Xchanging

!

N

]! Xchanging —

GEOOOOM 9729 04/06/09 10:46:36
SERVICE AVAILABILITY : MONDAY-FRIDAY 8.00 A.M. - 7.00 P.M.
EMAIL : SERVICEDESKE@XCHANGIHG .COM WEBSITE : WWW.XCHANGIHG.COM

USER ID: lpell001

NEW PASSWORD: :l

F1-HELP F3=EXIT

.
I@‘l Done B & Trusted sites

4. In order to adminster user access, put an S next to optionl (Security Administration)
as shown below and press Enter.

] Xchanging Ins-sure Services - Microsoft Internet Explorer provided by Xchanging

= ((NETWORK APPLICATIONS MENU )

N

Xchanging —

GEOOO1M 0191 LPOLLOOL 04/06/09 10:4B:45
HETWORK APPLICATIONS MEHU

* FECURITY ADMINISTRATION

TABLE ENQUIRY

GENERAL ENQUIRIES
BUREAU GEMERAL FACILITIESR
CREDIT CONTROL

PLEASE VIEW EXPIRED & DELETED USERS IN SECURITY ADMIN
F1=HELP F3=LOGOFF F7=PAGE BACKWARD F8=PAGE FORWARD

&] Done S & Trusted sites
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5. The following screen will open. Put an S next to optionl to select the User

Maintenance function as shown below. Press enter.

23 Xchanging Ins-sure Services - Microsoft Internet Explorer, provided by Xchanging

W

Xchanging

(SECUR]TY ADMINISTRATION MENU)

#AD095M 0131 LPOLLOOL
SECURITY ADMINISTRATIOH MEHU

* USER MAINTENAHCE

Ll

/AN
]
o

* RESET USER PASSWORD

* CONTACTS SYSTEM MAIHTEHAHCE
* APPLICATION EHQUIRY

* EXPIRED & DELETED USERS

* USER PROFILE EHQUIRY

* HETWORK USER EHQUIRY

#* RETURN TO MAIN MEHU

N
© @~ e e W

F1=HELP F3=QUIT F7=PAGE BACKWARD FB=PAGE FORWARD

&] bone

2 © Trusted siies

6. Create a new user ID up for the new user, type it in the box shown below and press

Enter.
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‘ A Xchanging Ins-sure Services - Microsoft Internet Explorer provided by Xchanging g@@‘

i _—i USER MAINTENANCE

,! Xchanging —

QLD | sansiom 0181 eorzooi 04/06/08 10:50:00
USER MAINTEHANCE
F1=HELP  F3=QUIT  F12-MENU
Ig’]nune B @ Trusted stes

The screen below will be displayed. The following boxes should be populated:

User Name = User’s full name

Password expiry = leave at 30. The user will be required to reset their password
every 30 days

Allow Sign-on through Portal = Type a Y as this allows single sign-on access

The Security Administrator should then select one of the following options:

Using profile of = Select this option to copy the profile of an exisiting user. Input the
User ID of the user whose profile is to be copied and then press Enter. This
completes the set-up of the new user.

Copying profile of = Select this option to copy the profile an exisiting user and
subsequently change the access as required. Input the User ID of the user whose
profile is to be copied and then press Enter. This opens the screen shown in step 8
below.

OR - Just click enter and leave both the “Using profile of” and “Copying profile of”
boxes blank. This will allow you to create a user from scratch and opens the screen
shown in step 8 below.
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A Xchanging Ins-sure Services - Microsoft Internet Explorer provided by Xchanging

| =

]! Xchanging —

2a0320M 0192 POLLOOL 04/06/0% 11:02:53
ADD USER

X

USER ID: FOLLOOZ

USER NAME : Joe Bloggs

PASSWORD EXPIRY PERIOD: [30 |ALLOW SIGN-OH THROUGH PORTAL:

USING FROFILE OF: :

OF. COPYING FPROFILE FROM:

F1=HELF F3I=QUIT FlZ=MEMNU

&] Done ) @ Trusted stes

8. You will be taken into the screen shown below where you will put an S next to each

type of access you want to give your new user OR a D to deselect if they are pre-

populated.

2l Xchanging Ins-sure Services - Microsoft Internet Explarer, provided by Xchanging

? SELECT USER FUNCTIONS

Xchanging —

m 8a0321M 01%1 LPOLLOO1 04/06/09 10:53:29
SELECT USER FUNCTIONS
pE: [ |

HETWORK APPLICATIONS

SECURITY ADMINISTRATION
CLASS - ELECTRONIC CLAIMS
TABLE ENQUIRY

GENERAL ENQUIRTIES

BUREAU GENERAL FACILITIES
CREDIT CONTROL

OO0

F1-HELP F3=QUIT F7-PAGE BACK FB5—PAGE FORWARD F12-MEHU

F13=SELECT CCMPANIES

&] Done 2 @ Trusted sites

The table below describes the various applications and the functions to which they

give the user access:
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Application

Description

Security Administration

Access to functionality to administer user
access within a user’s organisation

CLASS - Electronic Claims

Access to functionality to create claim
transactions

Table Enquiry

Access to functionality to enquire on data held
within the LPC mainframe system relevant to a
user’s organisation

Bureau General Facilities

Access to functionality allowing Brokers to
release IPC entries and to enquire on queries

Credit Control

Access to functionality allowing Brokers to
register their slips

Note: These functions can be selected at one time or individually. Once selected hit

enter and this takes you to the functions that lay behind the application.

The following screenshots show the underlying functions for the key applications

applicable to Third Parties. Please note if a function is selected that is not required,

then put a ‘D’ in the box to delete the function and this will be removed. In order to

access the next page of functions, hit the F8 key.

Having selected the functions to which a user requires access, the Security

Administrator will be returned to the sreen shown in step 8 above.

Note: Some of the functions listed on these screens are not for external customers

and even if these are selected they will not be available when the users sign on.

CLASS - Electronic Claims Functions

D e hanping Ine-sime Sorvbens [WIEE_SURVERG bucanp rdsppr0 (1 6E0]] - Melorosst | Interest Fxp borer

? SELECT LISER FLINCTIEINS

QELD | sao3aam D156 ARy

07/0%/0% 14:24:159

Eloore

SELECT USER FUNCTIONS MRORE . .

CLASS = BLECTRONIC CLATMA

FURCTTONS

BOHENE CAMADA ERROR GUT
BCHEME CAMADA YCH USER

* CLASS — BEL AMEND UNRESTRICTED
* CLASE — BRR AMERD RESTRIZTEL

CLABS-MIR LINE FROM BER INPUT
CLASS = MIR LINF FROM EER ENG

* CLAIM DATA ENTRY

* CLATHI ENQIRIRY

* AMATTING ACTION SUMMARY
* PECENT MOVEMENTE SUMMARY
* UMR ENQULRY

RATE OF EXCH ARF (ILU/LLOWD' D)
CONTRA BHTRC (ThU/LIGHD'a)
THIAD PARTY MATNTEMAMCE

THIRD PARTY ACCESS ENQUIRY

FI=HELF F3I=QUIT Fi=FAGE BACKE Fi=FAOE FORWARD F1I=HENU

S G tusted s
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Table Enquiry

BADIIIN D1EE BARRY D7/09/0F 14:00:12
FELECT UEER FUNCTIONE
TADLE ENQUIRY

FURCTIONS
=) BROKER EXQUIRY
[_,__ COMPANY ENCUIRY
|,' CURRENCY ERQUIRY
= COUNTRY ENGUINY
= ENTRY TYPE ENQUIRY
|; U8 COUNTY CODE ENQUIRY

s CAUSE CODE ERQUIRY

FI=HELF FI=QUIT r7=PAGE DACKE Fi=PAGE FORWARD FIZ=HENU

ae  Qaoel
| FLSE FRT T

General Enquiries

SCLECT LISCR FUSNCTIONS

m BADIIIN D166 BARRY D7/08/0F 14:03:13
FELECT UEER FUNCTIONE
GENERAL ENQUIRIES

FURCTIONS
|E HETTLEMENT BALANCE ENQUIRY
[_,__ SETTLEMENT CALENDAR ENCUIRY
|_,' SETTLEMENT BABIZ ENQUIRY
| EACEER PREVIOUZ DAY SIONINGE
ia LiC BIGHWINGE ENQUIRY
|;: CIRCULARS ENQUIRY
1 CONTACT SYSTEM ENQUIRY

FI=HELF FI=QUIT Fi=taG6E DACE Fi=PRGE FORWARD FlP=HENU

i @uace Rl
LR
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10. To add a Broker number to the account, type 13 in the PF box type on this screen

and press enter. This now shows you what broker numbers you may give your new
user.

Type a S next to the ones you want to grant access to. You will now notice there is a
* next to the number — this means they now have access to this broker number on
their account.

Note: Users within the Third Party organisation will only be able to be
assigned to one Broker/Third Party Code per login ID. If an individual within
the organisation is required to perform different roles, they will be required to
have multiple LPC logins.

ervices - Microsoft Internet Explorer provided by Xchanging,

i _—z SELECT USER BROKERS

,! Xchanging

SA0323M 0192 POLLOOL 04/06/09 11:03:53
SELECT USER BROKERS

PE: [ |

BROKER. CODE BROKER. HAME

0941 TEST BROKER 01
094z TEST BRORER 02
03545 TEST BROKER 05

I |

F1-HELP F3—QUIT F7-PAGE BACK FB-PAGE FORWARD F12-MENU
F13=SELECT FUHCTIONS

I@j Done D @ Trusted sites

5. CREATING A NEW USER ON THE IMR

a. Overview

This section explains the process for setting up users with access to the IMR.

Note: Third Party Organisations wishing to use the IMR are required to sign a copy of the
Repository Contract prior to accessing the IMR. Third Party Organisations will also need to
arrange formal training on how to use IMR when they register their users for the first time.

b. Procedure

1.

Users who require access to the IMR must first be created on the LPC mainframe.
The process for setting up users on the LPC mainframe is described in section 4

above.
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Note: If a user requires access to the IMR only, Security Administrators must leave
both the “Using profile of” and “Copying profile of” boxes blank at step 7 above and

select no applications in step 8 above.

An automated overnight process updates the IMR with an any new users created on

the mainframe that day.

Users are required to submit an IMR User Request Form to the Xchanging Service
Centre providing details of the functions to which they require access on the IMR

(see sample below). Contact details for the Xchanging Service Centre are:

+44 (0)870 380 0830
e Telephone
+44 (0)1303 854854

e Email servicecentre@xchanging.com;

The Xchanging Service Centre will enable the new user and assign access to the

functions as per the User Request Form. The functions available to Third Parties

are:
Function Description

Native Repository This grants the user access to the Homepage Search
tab.
Users with this access can search the IMR and access
other Native Repository functionality e.g.
add/download documents.
An IMR licence for Native Repository functionality is
costed at £200 per user per annum.

A&S Direct Load This grants the user access to the A&S Direct Load
tab.
Users with this access can load documents to the IMR
via Direct Load and submit Premium and/or Policy
Work Packages to XIS for processing.

ECF Direct Load This grants the user access to the ECF Direct Load
tab.
Users with this access can use Direct Load to load
documents to a claim file.
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IMR User Request Form Xchqnging T—
xchc!ngingi—
IMR Request Form 1: New user
Please email the completed form to the Xchanging Service Centre
Email: servicecentre@xchanging.com Telephone: 0870 3800830
Requests cannot be actioned unless ALL mandatory details are complete.
All mandatory fields are marked with a (*)
Section 1: New User Profile
* LPC Account Code | | * Company Name | |
* User ID | | Job Title | |
* First Name | | * Email Address | |
* Surname | | * Contact Number | |
Section 2: Repository Details
* Repository Access (may select all) ["] Market Repository
Pre-Production Repository
Test Repository (UAT)
* Client Category |Company |
* Synd No./Brkr No./Co. Code/TP Code [ |
* Functionality Claims Awaiting Action™* A&S Direct Load |Please Select |
ECF Direct Load Homepage Search [Please Select ]
Security Administrator** Add Third Party Conflict of Interest |Please Select |
RITC (Transfer YoA)

* Applicable to Lloyd's Syndicates Only
** Complete this section if you are required to administer Third Party Access or manage Conflict of Interests for users within your organistion

To be completed by the resolving Xchanging agent

Name of Analyst | Date complete | |

Contract Status |[Please select |
ITBM Categorisation
Category 1 Category 2 Category 3 Assignment
|IMR |User Administration Add User

IMR User Request Forms are available from the Xchanging Service Centre to add new users (shown above), amend the profile of
existing users and delete existing users.

Note: Users within the Third Party organisation will only be able to be assigned to one Broker/Third Party Code per login ID. If

an individual within the organisation is required to perform different roles, they will be required to have multiple IMR logins
and complete a form for each of those logins. Each user login is costed at £200 per annum.
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6. THIRD PARTY ACCESS TO ECF FUNCTIONALITY

a. Overview

The following Third Party Scenarios are supported under CLASS and IMR functionality:

e Fee Collection Agencies requiring access to CLASS and the IMR in order to collect fees
in relation to a claim (see section 7 below).

e Third Party Experts requiring access to the IMR in order to review documents in relation
to a claim (see section 8 below).

The following section explains how Third Parties access ECF functionality on the IMR in
order to perform these roles.
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b. Fee Collection Agencies

i. Procedure Overview

Xchanging

1. Atthe point where a Fee Collection Agency is engaged to collect fees in relation to a
claim, they should acquire the necessary details relating to the corresponding Broker
created claim . A sample pro forma is shown below. This should be done outside of

Xchanging systems in liason with the Carrier(s) and/or the Broker of Record.

Sample Pro Forma

NAME OF ORGANISATION

Date:
UMR:
UCR:

Interest:

Loss:

Loss Date:

Instruction Date:

Broker Contact Name: Tel No.
Assured: ECF: Yes/ No
Policy number: SCM:
UCR no.
% Line Signing No. and | Claims Reference Leaders Settlement
° Date (i.e. Coss No. etc) (Syndicate/Company) Amount

100% Fee Outstanding

Lloyds

LIRMA

Other Markets

Percentage Placed by Broker:

Does this placing pay third part account
in full?

If not, from whom should balance be
collected?

Policy Period:

Insured Value/Limit:
Deductible/Excess:

Conditions:

Is P & | Club involved?

If YES 1/4 Collectable from:
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2. Users associated with a Fee Collection Agency number can access CLASS in order
to raise a fee transaction under a parallel UCR. Due to the restricted access Fee

Collection Agencies have within CLASS, no specific authorisation is required to
perform this function other than that outlined in step 1 above.

3. The following sections outline the steps required for a Third Party to create a parallel

UCR in CLASS (see section 6 b ii below) and to update it with documents in the IMR
(see section 6 b iii below).
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1. Log directly into CLASS via the URL https://casa.xchanging.com/index.html and

select the Company Market System:

Fle Lok Vew Favortes

Tooks el

3 Xehanging Ins-sure Services - Microsoft [nternet Explorer r__|r|:|_||<2|
&

- ) ” A . B
Q- O [d @ @ Lo foren @240 B -[J) 3
ks | ] birps:izasa. schanang com v Bl
-
Xehanging =
Far hout thee service or
Welcome to Xch Ing Ins-sure portal assista i ies, contact
the xchanging Services Dask:
i) Company market system
— w Tel 350 Ug30
Lloyd's market system (LORS) & Email:serncodeskschanging. com

B & s

2. Select menu item 1 for the LPC Production System for the Live environment or 2 for

the Test environment:
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3 Xchanging Ins-sure Services - Microscft Internal Explarar

Lire Application Selection Ment

NVSELEN og/01/08 07:09:38
LEC APPLICATION SELECTION MENU More:

delect sessions with an 3
Sesgion ID Description Status

<:> LEC LEFC FRODUCTION SYSTEM.

|| z wecTesT USER ACCEPTANCE ENWVIRONMENT
_l 3 LECTRIAL FRE PRODUCTION ENVIRONMENT
| | 4 LPCYZK LPC YEAR 2000 TESTING SYSTEM.

Fl=Help F3i=Exit FSi=Refresh FT=Up FB=Down

Command ===> | LPC1/CASPOZEO

8] Done S & trused sees

+4 slart NCEBWLEROE 8

Enter your Account Code, User ID and Password.

Your internal Security Administrator will supply your Account Code & User ID. Your
password when logging on for the first time should be entered into the ‘New
Password’ field. It should be at least 5 characters, and no more than 8.
Subsequent access will validate the password against the User ID, and the user will
be given 3 attempts before revoking access if incorrectly entered on the 4™ attempt.
Your security administrator should be contacted to reset your password if you
receive the message ‘User Not permitted to sign-on’.
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GEDDDOM 0190

EMATL :

=

SERVICE AVAILABILITY : MONDAY-FRIDAY 8.00 A.M. = 7.00 F.M.
: WWW XCHANGING

SERVICEDESKAXCHANGING .COM WEBSITE

USER ID: [

NEW PASSWORD :

TRIAL

Fl=HELF F3=EXIT
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Select ‘CLASS - Electronic Claims’ by typing the number (2) of the menu item in the
box the cursor defaults to, or ‘Tab’ alongside the menu item in the box provided, key
in ‘S’ and press the Enter’ key.

Note: all subsequent menus work in this way.

3 Nchanping Im-3ure Survices - Microssft intornet Explarar (=11
=
Xehal —
m GEDODIM 0190 FISALF 10/12/07 13:03:32

HETWORKE APPLICATIONS HMENU

1 SECURITY ADMINISTRATION
2 * CLASS = ELECTRONIC CLAIMS
> * TRELE EMQUIRY

4 * GENERAL ENQUIRIES
L}
(]

| -

* BUREAU GENERAL FACILITIES
* CREDIT CONTROL

Fl=HELF F3aLOGOFF FT=EAGE BACKWAED F8=FPAGE FOEWAED

__i ELECTRONIC CLAIMS MENU

LAODSSM 0190 FISALF 10/12/07 13:16:54
ELECTRONIC CLATMS MENU

|

* CLATM DATA ENTRY

* CLATMS ENQUIRY

* AWAITING ACTION SUMMARY

* RECENT MOVEMENTS SUMMARY

* UMR ENQUIRY

* RATE OF EXCH ADJ (ILU/LLOYD'S)
* CONTRA ENTRY (ILU/LLOYD'S)
* THIRD PARTY MAINTENANCE

* THIRD PARTY ACCESS ENQUIRY
* AUTO LIMIT ENQUIRY (LIRMA)
* RETURN TO MATH MENU

| |

| B |

s WM

H o eaaa

I I .

BB

Fl=HELF F3=QUIT F7=BACK F8=FWD

&) oo B 0 T e

EhvLnpgEaoe &
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6. The Claim Data Entry screen will open. The following fields must be completed:

a.

Enter UCR (Unique Claim Reference) - The reference that will identify the claim
for all advice and claim movements thereafter. Format = B (Originator) 4
character Third Party Number & 12 character reference (alpha/numeric). The
UCR must not be the same as the UMR, otherwise you will receive an error
message on the next screen and you will need to delete the transaction and
start again.

Enter the TR (Transaction Reference) - This identifies the movement number
for the claim (UCR). Format = B (Originator) 4 character Third Party Number &
12 character reference (alpha/numeric)..

Enter the Bureau type. Note: S = Lloyd's

Enter ‘N’ in LMP IND (Always key ‘N’ regardless of bureau type being entered)
Tip — If 'Y" is keyed in error the message ‘A CMR record does not exist for this
claim’ will be displayed on the next screen on completion of the UMR & pressing
‘Enter’.

Enter ‘Y’ in First Advice if this is the first transaction created for the UCR.

Enter 'Y’ in Advice to Include Settlement if the transaction is to include a
payment.

Only change the defaulted ‘N’ to 'Y’ of Copy facility required if the UCR has
already been established for one of the other bureau types, and you wish to copy
the high level detail over.

3 xehanging Im-sure Services - Micrasalt Internel Explorer

?

((CLAIMS DATA ENTRY : CLAIM ENTRY )

Xehangl

LAD110M 0190 EISALE 10/12/07 13:19:56
CLATMS DATA ENTRY - CLATM ENTRY

UNIQUE CLAIM REFERENCE : & I

TRANSACTION REFERENCE : E

BUREAU : | (T 1LU)
(L LIEMA)
(5 LLOYD'S)
e IND : | (x/n)
FIRST ADVICE : | | (x/m)
ADVICE TO INCLUDE SETTLEMENT : | (x/m)
COPY FACILITY REQD : | (x/m)

COBY FROM UCR : B [ [
COBY FROM TR : B | [
COPY FROM BURERD :

EF: 1=HELF 3=EXIT

] Dore 5 Tusted shes

Welah NCo B wWLE@De A
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7. The Claim Details screen will open. The following fields must be completed:

a. Enter UMR (Unique Market reference) — Ensure it is the correct reference
relating to the original Slip & OSND (Original Signing Number & Date). This will
be sourced from the Broker information supplied on the pro forma.

b. Enter the Slip Lead’s numerical code in the Bureau Lead field.

c. Enter the code of Slip Leader. This should be entered as a 5 alpha-numeric field
for LIRMA companies (eg X9999), a 6 digit numeric code for ILU companies (eg
9999 99) and a 4 digit numeric code for Lloyd’s syndicates (eg 0009 or 9999 —
leading zeros must be entered). Please Note: This will ensure the correct
slip lead is established in ECF, allowing the Company or Lloyd’s Syndicate
to have update access rights to documents loaded to the UCR.

d. All remaining fields on screen that have ‘N’ in the default must not be changed.
Although CLASS will support the functionality, ECF will not, as this processing is
currently out of scope.

TIP — Pressing ‘Enter’ on a blank screen will highlight in Yellow fields that
are mandatory in CLASS, but it is best to complete as much detail as you
can to ensure underwriters have the detail displayed in ECF.

2 ¥changing Ins sure Sarvices - Micresofi Imternat Txplarar

? ( CLATME DATA ERTRY @ CLATM DETAILS LLOYD'S |
Xchanging —
m LADIZOM 0179 FISALF 12/12/07 10:27:50
CLATMS DATA ENTRY : CLATM DETATILS LLOYD'S
uUcr : B 0945 ECFEXAMPLE ™ : B 0945 001
nm | [ | sRoRER : 0945 TEST BEROKER 05
BKR CLAIM REFl: CLAIM REFZ:
BKR CONTACT  : ALEX FANTI | FHONE |
BROKER ADVISED: SLIP LERD ADV: |
BUREAU LEAD: | |
SLIF LEAD (CARRIER CODE) : [
TYPE OF CLATM M| PARTTAL MARKET COLLECTION : N (2/E)
UNCLOSED POLICY H 3‘- (x/0) EROKER SUPFLIED POLICY DETAILS: Y (¥/N)
ECF CLAIM 2 ¥ (x/m) LOS5 PREV ADVISED NON-NETWORK : M| (¥/M)
CONTRACTUAL AGEEEMENT: N (¥/H) CEDANT IN LIQUIDN : [N e/

ASS0CD UCR H ASSCCD TR

PF: 1=HELF 3I=EXIT

77 start NEERPLEBRDEe 4

8. The Policy Details screen will open. Enter as much policy information as you can,
making sure that your broker references match those held on your broker system, as
it is easier to match these in your accounts department when the Broker Signing
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Message (BSM) is received after signing and settlement takes place.

3 Xchanging Ins sure Services - Microsofl Internet Fxplare:

(CLI'IMS DATA ENTRY @ POLICY DETAILS LLEIYD'S)

LAO1ZTM 0179 FISALF 12/12/07 10:32:02
CLAIMS DATA ENTRY : POLICY DETAILS LLOYD'S
UCR: B 0945 ECFEXRMPLE TR: B 0945 001

BROKER POL REF 1: ] BOL REF 2: | ]

INSURED : I
REINSURED : =
eorzcr eekzop [ [ | Jm[ ][ ]

PERIOD NARRATIVE:
INTERST:
PERILS @
L0C/VGE:
CURRENCY : {1, 1} | [ ]
SI/LIMITS:
EXCESS
VALUE INT:

SLIP ORDER 1 | SLIF ORDER 2:

HAREATIVE | |+

EF:1=HELE 3=EXIT T=BACK
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9. The Loss Details screen will open.

a. The ‘Loss Date’, Loss Date Qualifier or Loss Date Narrative are mandatory.

b. The default Loss Date Qualifier is ‘L’ ‘Actual Loss Date’. More valid qualifiers can
be obtained by selecting the PF 1 function key (Help) shown at the foot of the
screen. This will display a message inviting you to press enter for field help. You
will be given the option to select PF2 for ‘Field Help selection list’ where you can
select by keying an ‘S’ alongside the field named ‘date of loss qual’ to obtain the
list of valid qualifiers. Once you have selected the one you need, pressing the
PF3 function key will return you to the entry screen.

c. Third Parties creating a parallel UCR must cross-reference the corresponding
Broker-created claim by entering the Broker's UCR in the ‘Associated Indemnity
UCR'’ field. This is a mandatory field for Fee Collection Agency users.

Please Note: The loss date entered must be within the policy period,
particularly where there has been a mid term market change. If keyed
incorrectly the error message ‘There are no active companies on this
signing’ will be displayed on the signing details screen when the OSND
(Original Signing Number & Date) is entered.
=1 ((CLAIMS DATA ENTRY : LOSS DETAILS LLOYD'S )
Xchanging —
m LAO121M 0200 BERWIL 10/07/09 17:09:03
CLAIMS DATA ENTRY : LOSS DETAILS LLOYD'S
UCR : B 0576 NEWCLAIM TR: B 0576 NEWTR
LOSS NAME : ‘ :
LOSS LOCATION
VESSEL/AIRCRAFT :
ross pate [ |[ | To [ |[ ][ |QUAL: [L| ACTUAL LOSS DATE
LOSS DETAILS: LOSS DATE NARR: B
} :
CAT-CODES H LCO CAT: PCS: WAR LOSS: E}(Y/N;
LAWYER 4 | REF:
ADJUSTER : ] REF:
SOCIATED INDEMNITY UCR : |
FGU N - 5 1 PLEASE ENTER HARRATIVE BELOW:
ADDITIONAL LOSS DETATLS: PRESENT: N DISPLAY SCREEN: N (Y/N)

PF: 1=HELP 3=EXIT 7=BACK
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10. The Estimates screen will open.

a. Enter the Original currency and the Outstanding (Reserve) amounts in up to

three currencies.

When the transaction type you have requested is an ‘Advice’ you will be
required to enter only the Outstanding amounts (expressed as 100%) in up to
three original currencies. If the transaction is an advice the screen shown
below will be bypassed.

The single character fields shown at the end of the amount fields are for
showing a negative or refund. This will be entered as ‘R’.

Tip: The Outstanding qualifiers (shown as O/S Qual) can be obtained
from the PF1 Help function as outlined on the Loss Details screen. It is
only mandatory to have a qualifier if no amount is entered, although
there are qualifiers that can apply with an amount.

3 Xchanging Ins-sure Services - Microsoft Internet Explorer

? (CLﬂIMS DATA ENTRY : ESTIMATES LLOYD'S)

Xchanging —

LAD1ZEM (0179 FISALE 12/12/07 10:46:35
CLAIMS DATA ENTRY : ESTIMATES LLOYD'S
UCR : B 0945 ECFEXAMPLE TR: B 0945 001

ORIG CURR : (] ] ]
FGU ESTIMATE:
0/§ QUAL

: 0 0 [
OUTSTANDING : | 110 1] I[]

FEES IN O/S :

PREV PAID : | ILI[ 1] [

INCURR QUAL :
INCURRED

PF: 1=HELP 3=EXIT 7=BACK

€] Done S @ Trusted sites

iJ start NeGdewoBEgme &
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11. The Signing Details screen will open.

a.

If only one currency was established on the previous (Estimates) screen, only
one OSND (Original Signing Number & Date) is required for completion.

Please Note: The format of the Original Signing needs to be completed on
screen differently to the format displayed on the slip or the IMR (Insurers’ Market
Repository) for the Lloyd’s market.

The format of the OSND is for example 12345* 30 06 07. To enter correctly
above you will need to reverse the format completely i.e. 2007063012345.
(CCYYMMDDNNNNN)

Tip - If you do complete in the incorrect format you will receive the error
message ‘There Are No Active Companies On This Signing’

If there has been a mid term market change the correct Loss Date will need to
be completed on the loss details screen, otherwise, once the Original reference
is completed and ‘Enter’ is pressed the same error message as detailed above
will be displayed.

3 Xchanging Ins-sure Services - Microsoft Internet Explorer

— (CLAIMS DATA ENTRY : SIGNING DETAILS LLOYD'S)

N

Xchanging

LAO143M 0179 FISALF
UCR: B 0945 ECFEXAMELE
ORIG/SETT CURR: UiD

L 1

ORIG SIGNING:

PF: 1=HELP 3=EXIT 7=BACK

CLATMS DATA ENTRY :

SIGHING MUST BE ENTERED WITH ORIGINAL CURRENCY

12/12/07 10:49:08
SIGNING DETAILS LLOYD'S
TR: B 0945 001

NoEawRBEonE &

5 Start
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12. The Estimates & Settlement screen will open if the transaction type selected is a

settlement. Completion of the 100% settlement information is required in up to three
currencies, plus the settlement currency is required.

Please Note: The Loc Ref field should not be used, as this is currently out of
scope of ECF, although CLASS will support it.

T Xchanging Ins-sura Services - Microsoft Intarnet Cxplorar

— (CUIH‘J DATA ENTRY @ ESTIMATES AND SCTTLEMENT AMOUNTS L-)

LADI23M 0131 FISALE 07/01/0R 13:33:49
CLAIMS DATA ENTRY : ESTIMATES AND SETTLEMENT AMOUNTS LLOYD'S

ORIG CURR usD [ ] [ ]

FGU ESTIMATE :

0/5 QUAL : [ ] | []

OUTSTANDING : [300,000.00 I I I[]

FEES IN 0/5 :

EREV PAID  : | ILII LI It

INCURR QUAL :

INCURRED

BATD CLATHM :

RSVE RETND

RSVE RELSD

INTEREST :

TAX ON INT -

FEES

VAT 3

ORDER SETT : | |

XB/SETT CURE: | | [ I ] ]

SETTLEMENT : | [ []

LOC REF 4|

PF: 1=HELP 3=EXIT T=BACK

LI
1]
[ -

Fres 8 @ Trustod shos

74 start NoEweLEEne A
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13. The Signings Details screen will be displayed when the transaction created is a

settlement, and CLASS will automatically calculate the bureau cash (Lloyd’s total
line) as this is held on the CLASS database.

a2 Xchanging Ins-sure Services - Microsoft Internet Explorer

(CLAIMS DATA ENTRY : SIGNING DETAILS LLOYD'S)

NI

Xchanging

LA0143M 0131 FISALF 07/01/08 13:37:59
CLAIMS DATA ENTRY : SIGNING DETAILS LLOYD'S
UCR: B 0945 ECFEXAMPLE TR: B 0945 002

ORIG/SETT CURR: USD USD

ORIG SIGNING: 1998063051138
BUREARU CASH : |15Z,400.00

ENTER TO CONFIEM CALCULATION OF BUREAU CASH AMOUNT(S)
PF: 1=HELP 3=EXIT 7=BACK

& Done

B @ Trusted sites
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14. The following screen will open allowing Third Parties to provide Additional Narrative
if required.

Tip - Narrative completed here will be displayed in ECF for the Lead Adjuster
and XCS (for the Lloyd’s market), and can assist in highlighting anything of
importance or a particular document that you wish to draw attention to.

The maximum number of screens allowed is 4, therefore, if another screen is
required, entry of a character on the bottom line will generate the next screen.

] Xchanging Ins-sure Services - Microsoft Internet Explorer.

(CLAIMS DATA ENTRY : NARRATIVE (LLDYD'S))

Nl

Xchanging

LADLIZEM 0179 FISALF 12/12/07 10:51:23
CLAIMS DATA ENTRY : NARRATIVE (LLOYD'S)

UCR : B 0945 ECFEXAMPLE TR: B 0945 001

TYPE: BROKER ADDITIONAL DETAILS PAGE NO: 1 oF 1

COPY PREVIOUS NARRATIVE FROM

UCR: B TR: B BUREAU :

PF: 1=HELP 3=EXIT 7=BACK

& Done S @ Trusted stes

TIEEN N sewcRoneA e 3 Tt DR
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15. The Transaction Confirmation screen will open. This allows the user to release

transactions to the Carriers for authorisation.
Selecting REL will release the transaction ready for adding documents to the IMR.

Note: If error messages were displayed in Red on any of the entry screens
preceding this, they can be bypassed by pressing enter, but will not allow the REL
(release) option shown above. The screens containing the error(s) will be listed and
highlighted, and only allow you to return to the first entry screen by selecting the PF7
key, or to SAV (save) the entry in error to revisit at a later stage and correct. Entries
saved in error cannot be accessed by anyone other than the Broker, and will not be
released to the IMR.

Please Note: The CLASS transaction is key to creating the claim information
folder, allowing the related documents to be attached in the IMR. Without
creating the CLASS transaction no claim folder will exist to attach claim
documents to.

3 Xchanging Ins-sure Services - Microsoft Internet Explorer E|E@
=i ((cLAIMS DATA ENTRY : CONFIRMATION LLOYD'S )
Xchanging —
w LAOD1S0M 0179 FISALF e oA
CLAIMS DATA ENTRY : CONFIRMATION LLOYD'S
UCR  : B 0945 ECFEXAMELE TR : B 0945 001
THIS TRANSACTION IS VALID OPTIONS: ENTER DLT TO DELETE TRANSACTION
ENTER REL TO RELEASE FOR PROCESSING
PRESS F7 TO CONTINUE INPUT
PF: 1=HELP 7=BACK
&) Done S € Trusted stes

4 start NEeewPEBEETE &

16. Third Party Users can subsequently view details of the parallel fee UCR through the
CLASS Enquiry system.
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iii. IMR System Navigation

To load claim documents to the UCR created by the CLASS transaction, a user at the
Fee Collection Agency must take the following steps:

1. Navigate to the IMR login page using the URL https://repository.xchanging.com and
enter your Account Code, User ID and Password.

Xchanging — ". \ d
ol

Quick Links Welcome to the Insurers’ Market Repository

N

The Insurers' Market Repository (IMR) is a key piece of infrastructure for the

A%S User Guide London Insurance Market. It supports the electronic processing of premiums, Login

policies and claims through the Accounting and Settlernent (ARS) and Electronic Account ID
Claim Fils (ECF) salutions. The TMR enables its users ta create, maintain and
ECF User Guides submit premium, policy and claims documentation direct to Xchanaing and share
docurnents with their trading partners, eliminating paper and increasing
processing speeds. Username
-Loyd's
¥changing have developed and delivered the IMR over a period of years in
partnership with the Trade Assaciations. It remains an sssential feature of the PO
=lua Markst change pragramme charmpioned by the Market Refarm Graup (MRG), .
Market Reform For further information on the IMR please contact the Service Desk at
Bl e servicedesk@xchancing.com
To become a user of the IMR please register your interest by clicking here
Xchanging.com
Register > About IMR = Settings >

IMR Service Hours

Core Service Hours Monday - Friday 07:00 - 19:00

Monday to Friday 07.00 to 19.00 UK time (excluding English public and bank
holidays).

During Core Service Hours the IMR system shall be available to all registered
users,

&ll user related queries and problems in this period will be addressed by the
¥changing Service Desk,

Non-Core Service Hours

Xchanging Service Desk

To raise a query or report a problem

Contact the Xchanaging Service Desk by:

Telephane +44 (0) 870 380 0830
or
Ernail servicedesk@xchanaing.corm

For telephane enquiries during Care Service
hours & Service Desk Operator will respand, for
Mon-Core Service hours an answer machine
will be in operation.

2. From the Login Page, the page to which you are directed will be dependant on how
you have been set up:

o If your organization has registered for a Full Repository licence, they will be
able to access the Homepage Search tab. This allows a search for content
on the IMR by UMR and UCR. For full details of search functionality, please
refer to the A&S User Guide.

o If your organisation has registered for an ECF Direct Load licence only, they
will be directed straight to the ECF Direct Load tab. Note: to load documents
to a UCR a Fee Collection Agency must have an ECF Direct Load licence.
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Select the ECF Direct Load tab to navigate to the ECF Direct Load screen.

o ek linksw L About  Gliog 610 - covMim

;
]
§
¥
H
&l

Polkcy Inception Dats - To & R o

Carvior Rafarencs |

Chabm Smarch 7

Bate of Lows - From 1

15 &
i
B

Policy Enception Dabe - From |
Brsaarsd 1 Radarrad
[ ]

3. This opens the ECF Direct Load screen.
Enter the UMR and UCR combination for the UCR and click Submit.

= o ks lakn L bt [glieg - DD i
f Bwurery’ Sarket Hepas oy

Erhomgreg —
Huamm

et pagd earih PEF Divsnt Lmasl

Tl [ pmete b WU

[ o

4. This opens the ECF Direct Load Document Load screen. The following fields must
be completed:

¢ Documents

In order to attach a document, press the button. This allows the end user

to browse documents from their systems and select those relating to the
submission.

e Document Path
This field is auto-populated on selection of a document and cannot be edited.
e Document Type

For each document the user must enter the Document Type by selecting a
value from the Document Type drop-down list. The types of documents
acceptable will be limited to those compatible with Electronic Premium
Accounting (EPA) processing.

¢ Document Format

For each document the user must enter the document format by selecting a
value from a drop-down list. This field is pre-populated and it is strongly
recommended that the format is not changed. A list of recommended
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formats is provided in the Claims Systems Processes and Procedures
document.*

e Document Name

The document must be named in accordance with the following naming
conventions provided in the Claims Systems Processes and Procedures
document:

e The originating date of the document, in reverse date order and
without a separator (i.e. YYYYMMDD). The originating date
should always be made up of 8 characters (e.g. January should
be written as “01” Rather than just “1”). This would mean that
the 10™ April 2006 becomes: 20060410, or the 1% February 2006
becomes 20060201. This will allow documents to be sorted in
date order. If the originating document date is supplied as a
separate field, there is no need to include this in the document
name.

e The author of the document e.g. JPS or John Smith, etc.
e The document type e.g. Report, fee bill etc.
The end product will look something like this: “20051230 WEMED Report”

FINEPRRPRI PR - e

N

maerert’ Harhed HepesBary

Ergeageray —

B gamge Srarh PUF Biewi® Laad

ki D mtebat 18 DOBEDRENI 103000 - BB 10 ERLIGoNN g

L Gl "= o L pas iy B4R T o m kst § g [enn P Taremg' b gmpts Cigem Dien dw:

Frariberr [1as mrmand Fregerters

5. Click Submit to initiate the document load into the IMR. On successful
completion of the document load process a confirmation screen will be displayed.

! This document is available on the Market Reform website at: http://www.marketreform.co.uk
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c. Third Party Experts

This section describes how Third Party Experts providing an expert opinion on a claim
gain access to the IMR in order to review the UMR and/or claim file (UCR) in question.

Note: Third Party Experts loading documents to a claim file or collecting their own fees
should follow the process documented for Fee Collection Agencies above. See also the
SP&P for further information.

i. Procedure Overview

1. At the point where a Third Party Expert is engaged to provide an expert opinion on a
claim, a Security Administrator at the Carrier organisation engaging the Third Party
should add the Third Party Expert to the UCR using the ‘Add Third Party Function’ in
the IMR.

2. The Third Party Expert will be granted read only access to the claim file. This will
allow them to view documents loaded to the UCR but they will not be able to add or
amend documents or raise transactions against the claim in question.

Note: the process for adding a Third Party Expert access to a UCR with Read Only

access is documented in detail in the ECF Online Guide for Carriers and ECF Online
Guide for Brokers.
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7. THIRD PARTY ACCESS TO A&S FUNCTIONALITY

a. Overview
The following Third Party Scenarios are supported on the IMR using A&S Direct Load and
DRI functionality:

e Fee Collection Agencies requiring access to the IMR in order to process fees via RP e.g.
for collecting fees for a pre-underwriting audit

o Third Party Service Providers requiring access to the IMR in order to provide a credit
control service to a Carrier organisation or Managing Agent

e Third Party Service Providers requiring access to the IMR in order to process non-cash
settlements on behalf of a Carrier organisation or Managing Agent

The following section explains how Third Parties access A&S functionality in order to
perform these roles.
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b. Fee Collection Agencies
i. Procedure Overview

1. Atthe point where a Fee Collection Agency is engaged to collect fees via A&S, they
should request that the a Security Administrator at the Broker or Carrier organisation
that is engaging them to add them to the appropriate UMR workspace on the IMR
with Load Only access. This will allow the Third Party to load documents and submit
premium transactions via Direct Load or DRI for that specific UMR.

Note: the process for adding a Fee Collection Agency with access to a UMR with
Load Only access is documented in detail in the A&S User Guide in section 8.1.2.

2. Users associated with the Fee Collection Agency number will then be able to
access the IMR in order to load documents to a UMR and submit Work Packages to
Xchanging for processing. The following section outlines the steps required for the
Fee Collection Agency to submit Work Packages to Xchanging.

ii. IMR System Navigation

1. Navigate to the IMR login page using the URL https://repository.xchanging.com and
enter your Account Code, User ID and Password.

N

Xchanging
Quick Links Welcome to the Insurers’ Market Repository
The Insurers' Market Repasitory (IMR) is a key piece of infrastructure for the b
AZS User Guide London Insurance Market, It supports the electronic processing of premiums, Login
policies and claims through the Accounting and Settlement {A&S) and Electronic Account ID
iZlaim File {(ECF) solutions, The IMR enables its users to create, maintain and
ECF User Guides submit premium, policy and claims documentation direct to Xchanging and share
dacurnents with their trading partners, eliminating paper and increasing
processing speeds. Username
sLloyd's
%changing have developed and delivered the IMR over a period of years in
partnership with the Trade Associations. It remains an essential feature of the Patsword
cluA Market change programme championed by the Market Reform Group (MRG), =
Market Reform For further information on the IMR please contact the Service Desk at
Office servicedesk@xchanging.corm

To become a user of the IMR please register your interest by clicking here
Zchanging.com

Register = About TMR = Settings =
IMR Service Hours Xchanging Service Desk
Core Service Hours Monday - Friday 07:00 - 19:00 To raise a query or report a problem

Maonday ta Friday 07.00 to 19,00 UK time (excluding English public and bank Centacatheiicnanging:Serviceeskinys

holidays). Telephane +44 (0} 870 380 0830
or
During Core Service Hours the IMR system shall be available to all registered o R

users.,
For telephone enquiries during Core Service
haours a Service Desk Operator will respond, far
Non-Core Service hours an answer rmachine
will be in operation.

all user related queries and problems in this period will be addressed by the
x®changing Service Desk,

Non-Core Service Hours

a. From the Login Page, the page to which you are directed will be dependant on how
you have been set up:

¢ If a user a Full Repository licence, they will be able to access the Homepage
Search tab. This allows a search for content on the IMR by UMR and UCR.
For full details of search functionality, please refer to the A&S User Guide.

2 It is assumed that there are no Third Party Organisations currently using DRI so the guidelines for using DRI are not specificed here.
Documentation around getting set up on DRI is available from Xchanging on request.
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o |f your organisation has registered for an A&S Direct Load licence only, they
will be directed straight to the A&S Direct Load tab. Note: Fee Collection

Agencies processing RPs must have an A&S Direct Load licence in order to
load documents and submit A&S work packages via Direct Load.

Select the Direct Load tab to navigate to the Direct Load screen.

e o Quick inks > Vabout  liag 08 - momens
= Insurers’ Market Repository
Hehargirg —

Hnmn

Homepage Searc ARS Direct Load

Search
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E

Carvier Coda 1 Cmrrier Re ferenes

Elabm Toarch

Wi Uyl'a CAT Code s
Pif Condde

atn of tnes - Frem Date ot Lnws - Tar 1

BlE

il

Palicy Inception Dutn - Framm | Policy Incaption Datm - Ta o

nsurnd | [
txchede Closed Clawms 1 &

This opens the Direct Load screen.

To load documents to a UMR select the Load documents to a UMR and optionally
cre ate a Work Order option, double-key the UMR and click Submit.

Notes:

If the documents have already been loaded to the UMR, select the Create a new
Work Order for previously loaded documents option and go to step 5 below.

For details of the other options available from this screen, please refer to the A&S
User Guide

s s (iAbovs Beag oM mamsns
Insurers” Market Repositary

Home pa: ge Search ARS Direct Load

sl docurmant 10 8 UM and oplenally | Crestn s new Work Order for previously S/ Remaes docunsents from s
Oirsler s t

Wthdraw s previoushy subsmtted Work | ekt @ repectad Werk Pachage
R [ —— abatirng Wark Dachagn

o1 e

LR Emtry

ety i AR by 2

This opens the Direct Load Document Load screen. The following fields must be
completed:

e |Is aWork Order required for processing?

When the required document(s) have been attached, the end user can
decide either to create or not to create a Work Order by selecting either the
Yes button (e.g. a Work Order is required) or the No button.

¢ Documents
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In order to attach a document, press the button. This allows the end user
to browse documents from their systems and select those relating to the
submission.

e Document Path
This field is auto-populated on selection of a document and cannot be edited.

e Document Type

For each document the user must enter the Document Type by selecting a
value from the Document Type drop-down list. The types of documents
acceptable will be limited to those compatible with Electronic Premium
Accounting (EPA) processing. The type selected determines the folder the
document will be placed into the policy page of the IMR. For more
information please refer to the A&S User Guide.

Click Submit to initiate the document load into the IMR. On completion of the
document load process and navigate to the the Work Order screen.

= o Guaick timbn  Dbout  lieg 0 - memans
Insmre ri' Markel Repository

11111

Homepage Search AlS Direct Load

Add Bocwments fe DEIBINEWTESTUME (Enisting) =
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d. The following fields must be completed prior to the submission of the Work Order
page:
e Broker Contact Name
Enter your name
e Broker Contact Phone
Enter your phone number
e Broker Contact Email
Enter your email address
e Submission Type

Defines whether the current submission is the first submission of the Work
Package or a correction post-signing.

e Class of Business

Defines the class of business for the contract. Select from the following values:
Marine, Non-Marine and Aviation.

e Bureau

Defines the Bureau to which the work package is to be processed. Select from
a drop-down list of values - Lloyd’s, Company market, or Mixed.

Note that the mixed Bureau type can only be used for Excess of Loss and
Facultative Reinsurance business. For all other business (including
simultaneous reinstatements) types separate Work Orders will be required with
a market type of either Companies or Lloyd’s

e Slip Type

Defines the type of contract. Select from the following values: Binding Authority
(must not be used for bulking lineslips, either direct or facultative should be
used), Direct Insurance, Excess of Loss Reinsurance, Facultative Reinsurance
or Proportional Treaty.

e Processing Required

Enter the type of Processing Required. The user can select from a drop-down
list of values: Premium accounting, Premium and Policy (S&A), Policy only,
XpressCheck, Simultaneous Reinstatement, NPE Review, or Policy
Endorsement Review.

To process an RP submission select Premium accounting.

In addition, the user must associate the documents loaded to the UMR with the Work
Package by using the checkboxes adjacent to each document. For the submission
of an RP Work Package a Slip Endorsement and LPAN(s) should be present.

Click the Submit button to trigger an email to Xchanging to start processing the
transaction. A confirmation screen will be displayed and upon successful receipt of
the Work Package by Xchanging a Work Order Confirmation will be returned to the
email address specified in the Work Order by the user.
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c. Third Party Service Providers — Credit Control
i. Procedure Overview

1. At the point where a Service Provider is engaged to provide Credit Control Services
via A&S, they should request that a Security Administrator at the Carrier organisation
who is engaging them adds any Service Provider users to their Carrier number on
the LPC mainframe. This will grant the Service Provider user Full Access to all UMR
and UCR folders where the Carrier appears on the ACL.

Notes:

The process for adding users to a Carrier Number on the LPC mainframe is
documented in section 4 above.

It is assumed that the Service Provider is recognised as a user of Xchanging
systems and has the relevant mainframe and Repository log-ins.

2. Users at the Service Provider will then be able to access the IMR in order to view
documents loaded to any UMR on which the Carrier appears in order to perform the
credit control function.

3. Users at the Service Provider will also be able to access premium transaction history
via Account Enquiry and PoSH Signings Enquiry.
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d. Third Party Service Providers — Non-Cash Settlement
i. Procedure Overview

1. Atthe point where a Service Provider is engaged to process non-cash settlements
via A&S, they should request that the Carrier who is engaging them adds their
organisation to the appropriate UMR on the IMR with Load Only access. This will
allow the Third Party to load documents and submit premium transactions via Direct
Load or DRI for that specific UMR.

Note: the process for adding a Third Party Service Provider providing Non-Cash
Settlement services with access to a UMR with Load Only access is documented in
detail in the A&S User Guide.

2. Users associated with the Service Provider number will then be able to access the
IMR in order to load documents to a UMR and submit Work Packages to Xchanging
for processing.

3. When using A&S functionality to load documents and submit Work Packages, the
Service Provider should follow the IMR system navigation outlined in section 6.b.ii
above.
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