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1 INTRODUCTION & DOCUMENT SCOPE

1.1 Background

Wel come to the User Guide for the new ver si ohel M&f
is a key piece of infrastructure for the London Insurance Market. It supports the electronic
processing of premiums, policies and claims. The IMR enables users to create, maintain and submit
premium, policy and claims documentation to Xchanging a nd share documents with their trading
partners.

Based on statistics produced atthe end  of 2016, the IMR ma nages over 63 million documents , has
over 10,500 registered and active users with an annual user growth rate of 15%.

The underlying document manage ment system of the previous version of the IMR, the Work Ste
MP ( 6 WS Mprdédyct, has now been replaced by | BM6s OFil eNetd and
products. Therefore, t he IMR service is now served by a modern and supported technology
platform.

Although no major process changes have been introduced as a result of the replacement of the
IMR, the User Interface screens differ from the screens that customers have been using in recent
years. This document includes copies of the new screens and highl ights area s where changes
have been introduced.

All the documents that have previously been loaded on to the WSMP version of the IMR have
been migrated across to the new IMR. Therefore, users can view all the documents (and
supporting data) that they were previously able to access

1.2 This Document

This document provides detailed information relating to how premium, policy and claim
documentation can be loaded to and viewed on the IMR . It describes how customers can use
the IMR to :

1 Useweb -based facilities t o load documentation to the IMR and submit work packages to
Xchanging.

1 Use Document Repository Interface (DRI) messages generated by cust omavn ;b
house applications to  submit new documents and construct work package s.

i Search for and view contract, cI aim and work package records and their associated
documentation

1 Take other actions such as creating new versions of documents and downloading
documents.

NB: Access to some of the functions covered in this document is restricted d i.e. there are some

t

h

6Con

funct i ons and screens that users who wor kot bemblebto o k e r s

access. Referto Appendix A .
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1.3 Document Scope

13.1

In Scope

This document provides information on the following processes:

a)
b)

<)

d)

f)

a)

h)

1.3.2

How to search for and view contract -related documents and data .
How to search for and view claim -related documents and data .

How to search for and view premium, treaty and policy -related work packages that
brokers have submitted to Xchanging.

How to use functions within the IMR to download documents , create new versions of
documents , load new documents , etc .

How to use the new A &S Direct Load function to submit premium, treaty and policy work
packages to Xchanging.

How to use the new ECF Direct Load function to add claim -related documentation to the
IMR.

How to use ACORD Document Repository Interface (DRI) messages to submit premium,
treaty and policy work packages to Xchanging and load claim -related documents to the
IMR. (Only a high -level summary is provided on this topic .)

Explanations are also provided on proce sses that should be followed in situations where
there are Mid -Term Broker Changes, Mid-Term Market Changes or where third -party
organisations need to be given access to UMR and/or UCR records and documents.

Out-of-Scope

This document does not provide detailed information on any of the following:

a)

b)

<)

d)

e)

f)

Details
above

Claim processing and use of the  GECR2 &ervices.

Loading claim documents to the IMR viathe = Document Management Service (DMS) . No
changes have been made to this application.

Qubmitting w ork packages via the eAccounts service.

Submitting w ork packages via the Post-bind Submissions (PbS) service & i.e. the n ew
processes and applications that have be en developed under the Central Services Refresh
Project ( ECSRA).

How market organisations should develop their own systems or interfaces to the
IMR/Xchanging.

Systems and processes that are used internally within Xchanging.

of how customers can find further i  nformation about the services that are mentioned
are provided in section 12.3.
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2 OVERVIEW OF THE NEWMR (SYSTEM NAVIGATDN & NEW
FEATURES)

2.1 Overview

Once a user has logged -on to the IMR (refer to section 3), the  different functions and  screens can
be accessed via a series of icons that appear on the left  -hand side of the main screens  within the
IMR.

Contract, claim and work package records and documents can be access ed via various links
(nodes and sub -nodes) that are displayed in the &\avigation Panel @ . The information that is
displayed in the sections in the left  -hand side of the IMR screen sisshown below.

] I. DX C.technology

dimc/Historica

- work Packagas
SIETHZIDF - Moo
ATTHRICH - Somp
AGTHEZB - Somip
ASGTHEALD - Comp

- Clanim

- B0 T PRl sy
E Transacticns
E Classifications
L Cocurment Ty
- B00 0 PO LB
k Transaschion:

k Clazzilicatians

¥ Davocumeant Twp
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2.2 lcons

Functions and screens within the IMR can be accessed via the icons that are positioned on the
left-hand side of the screens . Hovering the cursor over an icon w ill result in a description of the
function appearing. Clicking on the icon  will take users to the selected function.

The 5icons shown below are the top -level menu options within IMR.  (NB: Some users may not have
access to all these functions & in which case only a sub -set of the icons will be displayed in the
Navigation Panel. )

* Favourites

Search
A&SDirect Load
Add Third Party

ﬁ ECF Direct Load

Clicking on the Search icon results in four separate search options being presented to the user o}
as shown below.

.:. DXC.technology

(o}
G‘- Work Package
Q‘- Claims - Standard

G‘- Claims - Advanced
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2.3 The Navigation Panel

As mentioned above, s creens withinthe contract, claims and work package search func tions can
be accessed via the links ( nodes and sub -nodes ) that are displayed in t h e avig&tion Pa n e ¢nd
the left -hand side of the IMR screens. This section provides details of the information that users
can access by using the Navigation Panel.

2.3.1 Document Categories

Three different document ©O6categoriesd appear in the
the 6Categoriesd node. Users can t histhatispresantedtot he v
them on the Contract Details Screen by clicking on one of the sedocument ©6categories

result in only the documents for the chosen category being displayed on this screen.

D] @ DXC.technology

o) CiFEES
Podicy Dyoourmednics
Slip DoCcwments

¥ oy Historcal Do

Refer to section 2.4 below.

2.3.2 Work Packages

Users can access details of individual work packages that have been submitted for premium

and/ or policy processing via the Work Package sub -node sinthe Navigation P anel. The reference,
bureau and status of each wo  rk package is displayed inthe P anel. These act as hyperlinks which
take the user to the Work Package Details screen for the selected work package.

Alternatively, users can a ccess the Work Package Summary s creen by <clicWeorkhg or

Package 8 hyperl iand&dl. in the P
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v DX C.technology
rF s

Categaries
Policy DhoC e enits.

Slp Dhocumsnts

k MiscfHistorcal Documents
- iark Fack Qe
AGTHZDE - Mixed - NEW
AGTHNACA - Companies - ME
AGETRIEN Coampaniaes HE
BETR A Tiar ~l
v Clairms

More d etails are pr ovided in section 6

2.3.3 Claim Record s & Documents

Users can access details of claim transact i Glamsdéand
link in the Navigation P anel . A number of options are then available to users. It is possible to view
details of claim records (UCRs), individual claims transactions (TRs) or documents (by

6cl assi f ibyadelecteth document type) via the various nodes and sub -nodes within the
claims section of the Navigation Panel 6 as shown below .

[ :. DXC.technology

Slip Cocuments

L MIsSCy Histoncal Dosoumients
wiork Packages
- Clairms
- BOODIPZCLMMNO 200 -1 21 ]
y Trarsactans

u Classincations Lol )

DOUMentT | yDe

BODO1PICLMMNON 2001 - 12,11

More details are prov ided in section 7.

10
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2.3.4 eProcessing Issues
0 Rest ri ct e-dhisAeatare is anly available to technicians at Xchanging
This function enables technicians at Xchangingto access a 6not ewharelthefeao i | ity

record information that they have received when processing a pre mium/policy submission . More
details are provided in section  11.1.

y d &

¥ Cabtagories
] Wark Packaoes
L Clalims

E P ass g [&s) 5=

2.4 Document Categories

In the previous WSMP version of the IMR, documents were placed into different folders within the
IMR. Document folders do not exist within the new FileNet version of the IMR. Instead of this,
documents are categorised. The document categories are as follows:

- 6 S| ©posutnents that are given this category include slips and slip endorsements.

1
(@}

P o | @ Tdiy iBcludes p olicy documents and agreed wordings.

- 6 Mi sc/ Hi 8LtPANs|Tceaty sbatements, premium bordereaux, premium calculations
and query sheets are amongst the documents that fit into this category

- 0 Cl aiomB daim -related documents such as ¢ laim advic es, loss reports and claims
bordereaux are included here

Therefore, the way in which documents are categorised within the new IMR matches the way that
documents were grouped together within folders in WSMP.

Users can restrict the number of documents tha t are dis played on the Contract Details s  creen by
clicking on one of the first three d o c u me n t category | i nlCategatiessdp |iary etdh e
Navigation Panel.

Documents are categorised according to the Document Type that the document owner has
alloca ted to the document when it was loaded to the IMR. Detailed mapping information for
document types to document categories is provided in Appendix B.

11
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2.4.1 Categories and Sub -Menus

Userscanshoworhidet he cat e gomen wWsda bianigatioh ePanil by clicking on the arrows
that are displayed against each of the nodes and sub -nodes . For example, claim transactions
and claim documents  can be viewed via the sub-node sthat are displayed under the &Claims
link in the N avigation Panel

2.4.2 Restricted Access

Some of the m enu options are not available to all types of users . For example, the LPANSs link is
not displayedtocarriers and 6 e Pr oc e s aré only didpla ged te ednnicians at Xchanging

2.5 Areas Where Changes Have Been Introduced

There are some area s where changes have been made . Some of these changes are a result of

using the new products (i.,e. | BM6s OFi | eNet &8 and afpleations)e.rnThereldra othelg at or
changes that have been requested or approved by t he IMR Replatform Working Group . A
summary is provided in the sections below.

2.5.1 Document -Related Change s

2.5.1.1 Viewing Documents and Files

Users can open documents by either clicking on the document name or by selecting the
document and c | iOpenidn g minthoActioes lisi. The docu ment/file will be opened
using locally -installed software. (Further details are provided in  section 5.8 .)

However, where a user does not have access to the application that is required to open a
selected file, the new | MR 08V icentesobthedile.n Alsaeerushotis t o
shown below.

12
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III DXC.technology The Insurers’ Market Repository

* = Contract Details
Categories
UMR: BOOOLASODO Period of Policy:

Ingured: Reinsurad

wiark Packages

Claims

& hitpafreposonytsaschangingcomTdesktop=ui - IR Viewer - Kchargng i ]

Test Document Five.doox Type Created By * | Crasted On
- 2 &S 8 LIEEDEEFAFE B I -~

ﬁ Palicy Endorsemant

Client Correspondence

Chent Correspondence

T'est Document Five

TEST DOCUMENT TEST DOCUMENT TEST DOCUMENT TEST DOCUMENT

Risk (2] FiL Country Cumency Stalus

IMR REPLATFORM TESTING s

Signings for This LUMR

IMROD3

TEST DOCUMENT TEST DOCUMENT TEST DOCUMENT TEST DOCUMENT
o|a] wewon:
-

L1 B Ed [ PR d | &

0% -

Userscan review documents/files by selecting @pen g &Previewd /iewebdin the Actions dr op -

down list (refer to sections 5.8.1and5.8.2). Al t ernatively, usbawsloact @noptil en

from the Actions list (refer to section  5.8.4).

NB: It is not possible to view password -protected documents and files via the IMR Viewer. Users

shoul d uBoenloadh® féuncti on (as referenced above),
applica tion (e.g. Word, Excel, etc.) and then enter the required password.

2.5.1.2 Document Cart Stitching

Users can select multiple UMR documents and merge the content into a single PDF -format file via
t he new 6 Do c u apeplication C aThet fie can then either be  downloaded or printed. The

Document Cart can be accessed Vi &creens that displaytdetalas 6
Policy (UMR) documents.  Further details are provided in section  5.8.14.

2.5.1.3 Document Searches & Search Results

Userscan select different search filter criteria ( e.g. 'starts with'). Refer to the screen shot below.
The search criteria entered by the user can be retained d i.e. users can return to their previous
search criteria by using the tab at the top of the search scree n.

13
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w ]
P . @ DXC.technology The Insurers’' Market
-
-
* _ MR Searches Contract Claims Standard
L= Contracts search Criteria
G!- Work Pack
= aCkage UCR: 7 Starts With -
UMR: 7 Starts With -
Le'8 Claims - Advanced
Loss Mame: 7 Eguals -
+ Dale of Loss - From: 2 Equals 1el /P4 ]
al
Date of Loss - To: 7 Equals i TP ]
Insurad: ¥ Lika -
Reinsured: 7 Lika -
Exclude Closed Claims: 7 -

Once on the applicable search results screen,  users can filter documents by Document Category
or Document Type. Documents can also be sorted by UMR, Document Name and Document
Type. Further details are provided in section 4.

2.5.1.4 Restricting Document Access

Users can restrict access to individual documents by indicating that they are loading a
6Confidenti al D cselactmg the Opartees dhat should be allowed to access the

documen t via the use of an Access Contr ol iohsithattwere Thi
available to users in the previous version of the IMR.

2.5.1.5 Acceptable File Types

Users will be prevented from uploading any file types that do not appear on an agreed list of
acceptable file types . (Refer to Appendix C.)

2.5.1.6 Further Document P roperties

Users were previously able to supply detailed contract -related data for each document that they
loaded on to the IMR. This low-level data included information such as the Name of the
Insured/Reinsured and the Insurer/Reinsurer and their contract references. Only a small number
of customers have supplied this data in the past. Therefore, the IMR Replatform Working Group
agreed that this information does not need to be displayed on the FileNet version of the IMR

Users cannot now add, editor vi ew 6 Further Document Property® dat a
screens within the FileNet version of the IMR. However, this data can still be supplied within DRI
messages. The information will be stored within the IMR database

14
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2.5.2 Claim -Related Change s

2.5.2.1 Market Response Screens

Syndicate and XCS users were previously able to review the market for a claim using the O6Marke
Response Sucmema A sinilar screen has not been developed within the new version of
the IMR. This information can be accesse dviathe Claims Agreement Screens ( 8CASE within ECF2.

Syndicate and XCS users were also previously able to respond to a claim using the OMarke
Response Dreen.aA dingldr sceeen has not been developed within the new version of the
IMR. Usersh carriersd offi ces c anClainsdAgreemaht Streensovithini BEF2v i a

2.5.2.2 Claims Awaiting Action  Screens

A Claims Awaiting Action ( 6 CAAG8) screen is no |l onger awseiscaabl e i
search for incomplete claims via the CAA search function within ECF2. It is then possible t o
navigate to the CAS Claim Summary  screen .

2.5.2.3 Declaring a Conflict of Interest

Functionality t hat enables wusers to declare eit heonflctcoin i nd
interest dis no longer a vailable within IMR. Users can only declare a conflict of interest within the
ECF2Claims Agreement S creens.

2.5.2.4 Claim Searches

Users can now choose to use either a  'Basic' or an ' Advanced' claim search. The &GAdcwd?>d
search screen enables users to base their search upon a wider set of search criteria (by entering,
for exampl e, a LI suythtkddetailCakelprocidedliresection 7.

2.5.2.5 Claims Search Results

Two new fields have been adde d to the Claims Search Results s creen, the UMR and the Loss
Name.

2.5.2.6 Claim Transaction Summary Details

A consistent view of the Claim Transaction Summary s creen will be presented to all users.
Syndicate and XCS users were previously able to see an extended version of this screen. More
detailed claim information can be accessed via the ECF2 Claims Agreement Screens.

2.5.2.7 Claims Transaction Statuses

Bureau -specific claim status information is now displayed against individual claim transactions.
The status displayed was previously based upon thestatus of t he LI a yuthesdetailsa@d m
provided in section 7.

2.5.2.8 Viewing Claim Documents by Document Type

It is possible to view just a sub-set of claim do cuments by selecting a Document Type . Further
details are provided in section 7.12.

15
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2.5.3 Work Package -Related Change s

2.5.3.1 Work Package Searches

Users can generate work package searches by entering a Work Package Reference. Further
details are provided in section 6.

2.5.3.2 Work Package Details Screen

Details of individual work packages and their associated documents can now be reviewed ona
Work Package Details screen.

2.5.4 System Links

2541 L | o yAtdownt Enquiry Link

A link to the Lloyd's Account Enquiry system is provided on the Contract Details  screen. This system
enables users toreview a detailed breakdownofthe L | o ypdefiam transaction sthathave been
processed under the contract . Further details are provided in section  5.6.

2.6 Migrated Records and Documents

As briefly mentioned in the Introduction section of this document, all the records that were

created in the previous version of the IMR and all the documents that were loaded on to the
previous version of the IMR have been migrated across to the new IMR. Therefore, users can view

all the documents and supporting data that they were previously able to see. Further informat ion
is provided below.

2.6.1 Document Categorisation

The way in which documents are categorised within the new IMR matches the way that
documents were grouped together within folders in the WSMP version of the IMR di.e.t he & o0l d¢
documents have been given one o f four categories -6 S1 i p &, 6Policyd O6Misc/ Hi

2.6.2 IMR User Details & Security Information

All user profiles that existed in the previous system have been transferred across to the new IMR.
Users can access the same records and documents i n the new IMR that they could access in
WSMP ¢ i.e. users have been given the same level of access as they previously had in WSMP.
Information relating to the following services has also been migrated to the new IMR:

 Conflict of interest data for claimre cords;
T Access Control Lists for o6confidential document s
1 Document access records (audit histories).

2.6.3 Document File Viewer & the Document Cart

All documents that were previously loaded onto the D ocument File Viewer (D FV) File Store have
been transferred across to the new environment.

16
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The new 6Document Cartdo function enabaspbaledwostethes t o n
WSMP version and /or the FileNet version of the IMR into a PDFformat file.

2.7 IMR Screen Names and Num bers

A list of the names of the screens within the new FileNet version of the IMR is provided in Appendix

G. Ascreen ID number appears in the bottom right -hand corner of each of the main screens and
these are also shown in Appendix G. Users may find it useful to quote these screen numbers when
queries or issues arise.

17
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3 ACCESSING THE IMR - LOGIN, HOME PAGES AND
PASSWORDS

3.1 Login Screen

Users will need to access the screen shown below to login to the IMR. A link to the login screen is
provided below.

https//repository.xchanging.com

v
. " DXC.technology (# Register | IMR Version 2.0

Useful Links ECF2 Information Login
Xchanging Service Status Custgmers can obt_am copies of user ggides and funqiona\ - -
specifications relating to the ECF2 service by contacting the ccount ID:
Xchanging Xchanging Service Desk.

London Market Group (LMG)

User name:
ECF Info Website

Password:

Service Update IT Releases News Service Hours [

Service Desk Contact

+44 (0) 870 380 0830

servicedesk@xchanging.com

3.2 Login Process and Passwords

3.2.1 User Login

Users need to enter their (4 character) Account Code, their (8 character) User Name and their (8
character) IMR password in the fields that appear in the top right -hand panel of the screen tolog -
on to the IMR. An error message will be generated if the user does not enter the correct
combination.  The system will display a n advisory message to users when the IMR is unavailable.

NB: Users will be forced to change their p  assword the first time that they log  -in to the new version
of the IMR.
3.2.2 Passwords

Users can reset their IMR passwords at any time when  they are logged -in to the IMR. The Change
Password screen can be accessed by clicking on the dropdown arrow next to the user name in
the top right -hand side of any of the main IMR screens - see below.

18
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A copy of the Chan ge Password screen is shown below.

Change Password

UserID : BKR1

Current Password :*
New Password :*

Confirm New Password :*

=2 =]

The rules that are applied to IMR passwords are that the password must:
1 Be atleast 8 characters in length ;
I Contain at least one upper/lower case alphabetic character ;

1 Contain at least one special character (e.g. an exclamati on mark or a percentage
symbol);

T Not match any pmdvious h2epasevmrs;d s
T Not contain the Userds | D
Users will be forced to change their ~ passwords every 90 days.

NB: Users will need to log back in to the IMR  after they have accessed the Change Password
screen deven if they have decided not t o make Cancetth an g ¢
button on the screen.

3.3 Other Login Screen Features

3.3.1 Useful Links

Clicking on UsefdLingsd t haet d6are di spl a-gaeaddcormenof theh eLoginop | ¢
screen will result in a screen from the chosen site opening in a new browser window.

T h eXchénging Service Status @ | i nskusets #ola site that provides:

a) Information on the availability of a range of differen t applications and services;
19
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b) Details of whether premium and policy submissions are being processed within the agreed
timescales (SLAS).

The other links take users to the Xchanging website, the LMG website and the ECF website.

3.3.2 Service Updates and News

Users can view service -related information via one of four tabs in the panel in the bottom left -
hand side of the screen.

1 Service Update -User s can SdaveavUpdateed 6s e ¢t coafim thabthe IMR
service is up and running.

1 ITReleases-Th dTReleased secti on provides users with deta
systems releases. Links are provided to market communications issued by Xchanging.

T News - Alink is provided i n tNewsd 6 section to a website that
information on the ECF2 service.

1 Service Hours - T h e€SerdiceHoursd section provides det aardhsursof t h
for the IMR service.

3.3.3 Service Desk Contact

The Service Desk Contact pa nel (positioned in the bottom right  -hand side of the screen) contains
contact details for the Xchanging Service Desk.

3.3.4 Regqister

The O6Regi ster 6 | i-hakd cdrner oft tieescreero gnablesi ugehstto register for IMR
services. Thisopensanemaill addr essed to the Xchanging SerMRce D

Registration of Interest o .

3.4 IMR Home Pages

Usersmay be directed to omagefsdt omee déubcesgielhhlegwged -in to
the IMR. The screen that is presented to the user willde  pend uponthe ¢ u st o nlieensg s

1 IMR Search Screen & Userswith &Read -Onlydaccess or &ull Accessdwill initially be d irected
to the IMR Search screen .

1 A&S Direct Load 0 Users with d.oad -Only 6 access for Accounting & Settlement will be
directed to the A&S Direct Load Options screen. (Refer to section 8.3.)

1 ECEF Direct Load & Users with @.oad -Only 8access for Electronic Claim Files will be directed
to the initial ECF Direct Load s creen. (Refer to section 9.2.)

The IMR Search screen is shown below as an example.
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A J 1 .
D, U viceechnoogy  The Insurers’ Market Repository

saTaaW,
LA T AT
- A g - »

Q Contracts
Q Wark Package
O‘ Claims - Standard

0’« Clalms - Advanced

3.4.1 Returning to the IMR Home Page

Users can return to the (appropriate) IMR Home Page at any point in the process by clicking on
the relevantico nin the left -hand side of the N avigation Panel.

3.4.2 Use of the Back Button

Usersshould note that ¢ licking on the back button  /icon within their browser  will not result in the
user being take n back to the previous screen thatthey  had accessed within  the IMR.

Use of the Back and F orward buttons are not supported within FileNet.
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3.5 Logging -out of the IMR

Users can also logout of the IMR by clicking on the dropdown arrow next to the username at the
top right -hand side of any of the main IMR screens  (as shown below ).

D} € oXCtechnology The Insurers’ Market Repository

IS L0 SN o word
- . . WOrg
* - Contract Details

s
- Categonies

Change Language and Locale Settings

Polley Documents LUMR BODOLIMRPINOVZE0L Perled of Pollcy
sllp Documents Tnsured:  TNSURED Reinsured REINSLRED
Misc/Histerical Documents
Documents
York Package
Aif .
Add Document Lloyd's Acc Eng Send Unk | Actlons
Nams Category Type Created By
: 4 Mige: historical Misc Histarical Calculation TSA401
) ™ .4 Falicy control form Policy 15 Policy Contral TSA401
. Form
|='| & SLIp iy Slip TEA401
0 L4 Fulicy endorsement Policy Policy Endorsement  TSA401
¥
Total; 4

Original Signings Information

If a user is timed -out, when the user re -enters their login det ails, they will be taken to the screen
that they were viewing/ using when the timeout occurred.

3.6 Change Language

Users shoul dChange llangeaget lbe opt i on t hat i s didmsvplistthae d i n
appears when clicking on the user name field in th e top right -hand side of any of the main IMR

screens (as illustrated below). This is a standard feature within the FileNet product that is not being

used.

Changea Password

Lovg Qut
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4 SEARCHFACILITIE® GENERALFEATURES

4.1 Search Requests

The IMR enables users to submit search requests for contract records, claim records and work
packages. This includes records and packages that were originally generated on the WSMP
version of the IMR. Searches can be opened by clicking on the Search icon  on the left -hand side
of the IMR Home Page. A copy of the iconis shown below.

Qo

Clicking on the Search icon results in four different search options being displayed in the
Navigation Panel 6 Contract 6, OWork Package6, OGldaiams.e8tBhanda

The Contract Search s creen is initially shown - refer to the screen shot shown below .

v v H
D, € DxC.technology The Insurers’' Market Repository
- e FE NS £ % 50 B
- .‘
* Contracts
- IMR Searches
Q Search Criteria
o‘ Work Package
Q Claims - Standard
Policy Inception Date - From: ? Equals dd/MM/yyyy =]
Q Claims - Advanced
Policy Inception Date - To: 7 Equals dd/MM/yyyy =]
4 Carrier Code: 7 Equal to
d
Carrier Reference: 7 Starts With -

[] Keep search criteria open IMROO1

Search Results

4.1.1 Split Screens

Each of the search screens is split into two panels 0 a Search Criteria panel and a Search Results
panel. On initially opening one of the search screen s, the Search Criteria panel is maximised and
the Search Results panel contains no data and is minimised.
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When a user enters some valid search c riteria and clicks on t h eSeaéch & button , the Search
Criteria panel is minimised and the Search Results panel is maximised. Clicking on the panel
heading hides or displays the panel contents.

4.1.2 Search Criteria Screens

4.1.2.1 Drop-Down Fields

The drop -down list to the left of m ost of the search input field s allows the user to select from the
following:

1 Starts With
1 Like
1 Equals

Wh e nStafis Withd sklected, only UMRs /UCRs that start with the set of characters that the user
has entered in the Search Criteria panel will be displayed in the Search Results  section.

WhenLikédd i s sel ect éUCRs displaged UrMtRes Search Results section will be any
UMRYUCRSs that contain the characters entered in the Search Criteria panel. For example,
searching flked ABETMIR result in all contracts where the UMR fie Id includes the
characters ABC999 being listed - a UMR of BOO01ABC99901 would be displayed in the Search
Results.

GEqualsdshould only be selected if the user is expecting to find an exact match for the record.

Usersshould , therefore, consider whether they are expecting the system to find an exact match

for the record that they need to review or whether they would like to see a selection of partial

matches. The def aul tStansaWithibdor most fiddds . However , a drop -down list is not
presented to users for any of the daEgalsbi el ds. The
All items that match the entered data will be listed in the Search Results panel . NB: If an exact

match is found, then the Contract Details s  creen (for contract  searches) or the Claim Summary

screen (for claim searches) will be presented to the user .

4.1.2.2 Keeping Search Criteria Open

An indicator is displayed at the bottom of the screen that gives u sersthe option to keep the search
criteria open. If the indicator is unticked, the search criteria  panel is minimised when the &Search &
button is pressed. If the indicator is ticked, the nthe search criteria panel will be left open.

4.1.2.3 Multiple Search Tabs

Users can open multiple search tabs  for any type of search request (contract, work package,
standard claims or advanced claims). The search results will remain open until the user closes the
tab.

There is also a dropdown menu in the top right -hand corner of the Search Criteria panel which
allows usersto review any of their open searches . This will appear once the tabs across the top of
the screen have exceeded the space available. Refer to the screen shot below.
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A4 g 1
P, @ pxcitechnology The Insurers’ Market Repository
.'I- ™ .-I--..' '-ﬁ'.-t‘
* - MR Searches d Claims Standard Claims Standard (1} Claims Advanced Claims Advancad [1) Claims Advanced (2) ' 5
Contracts
Q Contracts Search Criteria k Packagae
\ ims Standard

Q Work Package

UCR: # Starts With - Standard (1)
Q, Clalms - Standard nced
UMR: 7 Starts With - e A di1]
Loss Nama: ? Starts With -
Lloyd's CAT Coda: % Starts With -
4

ha PCS Code: 7 Starts With -
Date of Loss - From: ¥ Equals dd /MM yyyy i
Date of Loss - To: 7 Equals dd /MMy yy
Policy Inception Date - From: ?  pquals dd /MMy yy
Policy Inception Date - To: 7 Equals dd MMy i
Insurad: 7 Starts With -
Reinsured: ? Starts With -
Excludae Closed Claims: #

Resat Keep search criterla open IMRO1T

Search Results

4.1.2.4 Reset Button

Users can clear the search criteria that they have entered by using the @&Resetd button at the
bottom of the screen

4.2 Search Results

Where an exact match is found for the record that the user is searching for, the user will be
presented with d etails of the contract/claim on the appropriate s creen . When a set of partial

matches is found, the s earch results will be displayed in a liston the appropriate Search Results
screen .

Users can re -order the list of records displayed onthe  search results screen by clicking on the arrow
heads in the title bar of any of the columns , as illustrated below

Contracts Work Package Claims Standard
Search Criteria
Search Results

Showing results for: Contracts

UMR %  Insured Reinsured Policy Start Policy End
BOOO1IMRO109161

BOOO1IMRO209161 TEST TEST 01/01/2016 31/12/2016
BOOO1IMROS0916L1 TEST 02/01/2015 31/12/2016
BODO1IMRO709161 TEST TEST 01/01/2016 31/12/2016
BODO1IMROB0916L TEST TEST 01/01/2016 31/12/2016
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The UMRs that are displayed
one of the references takes the user
display ed on the Claim Search Res ults screen also act as hyperlinks.

references takes the user to the Claim Summary screen.

GUI DE

NB: Users are only allowed to access documentation and review
claim s that their organisation is a party to.

4.3 Expanding & Collapsing Screen Panels

on the Contract Search Results s creen act as hyperlinks. C
to the Contract Details

screen.

licking on

Similarly, the UCRs that are
Clicking on one of these

IMR records for contracts and

Most of the IMR screens are organised into panels that display groups of related information. The

screen shown below has

Reference

an@BDek arn

|l Gdnt act

5 panels, identifiable by their blue headings

De

Claim Summary - BOD0O1BOOD1INEWDATA - BOOD1MUNCHO1 - 2017-01-01 - JDDHH

Claim Reference and Details

UCR:

UMR:

Claim Status:
Claimant:

Policy Period (From-To):

Associated UCR:

Broker Contact Details

Broker Number :
Broker Contact :
Broker Phone :

Parallel UCR

Transactions

Trangaction Reference
BOOD1TRO4

EOOD1TRO1

Total: 2

There are several ways in which users can change their view of data displayed on the

BOOD1MUNCHO1
BO001BOOOINEWDATA

0001

Lloyd's Status

Awaiting

Insured:
Reinsured:

Loss Name:

Loss Date:

Loss Date Qualifier:

Broker Reference 1 :
Broker Reference 2 :

LIRMA Status

Awsaiting

ILU Status

t ai

INSURED NAME
TEST

JDDHH
2017-01-01

It is possible to expand or collapse each of the panels by clicking on the

are also arrows positioned in the left

t he user

oS

decrease column widths

4.4 Use of Scroll Bars

Where a panel conta

use the vertical and horizontal

IMR screens.
panel heading.  There

-hand side of each of the panels that enable users to expand
ypdnd.w Users cah hlso drag and drop column borders to increase

or

ins more information than can be viewed on a single screen, it is possible to
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bottom of each of the panels to review details that cannot immediately be viewed
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5 CONTRACT SEARCH-ACILITIES NATIVE IMR FUNCTDNS

5.1 User Access

The Contract Search f unction enables users to access UMR records and review premium, treaty

and policy documents that brokers have loaded on to the IMR. Userscan access the Contract
Search screens viathe IMR Home Page. Itis also possible to access the screenvia alink from other
applications such as the LPC Signings Enquiry System and the ECF2 Claim Summary screen .

Only users who hold a full repository license  can access the Contract Search screens.

5.2 Contract Search Requests

Users can launch a search for UMR records and documents held on the IMR by completing the
following data fields:

a) The Unique Market Reference; *

b) The 6 PmcéptionPate Fr omd and ( op tPolioynlackption) Date hredcad be
entered in addition to the UMR, if required ;

c) Alternatively, users can entera Carrier Code and Reference.

(* NB: The broker number and prefix must be entered along with at least one character in the
broker reference portion of the UMR .)

A screen shot is shown below.

* Contracts
- IMR Searches
o Search Criteria
A ok Package
UMR: 7 Starts With - BOOO1UMRLTSE2LNOV|

Q Claims - Standard

Policy Inception Date - From: ? Equals dd/MM/yyyy
o‘ Claims - Advanced
Policy Inception Date - To: ? Equals dd/MM/yyyy @
4 Carrier Code: 7 Equal to
Carrier Reference: 2 Starts With -
Reset [[J Keep search criteria open [MROO1

Search Results
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5.2.1 UMR-Based Searches

Users can enter either a full or a partial UMR. ~ The broker number and  prefix must be entered along
with at least one characterin  the broker reference p art of the UMR -unlessthe @Liked s ear ch cr i
option isselected (referto section 4.1.2.1).

Validation will be applied to ensure that the broker number entered by the user is a valid broker

code. A check will also be applied to ensure that the user is permitted to use the br oker number

that is included within t he UMR. An error message wil/ be ad endér 3
with the broker number. (The message will advise the user that no matching results have been

found.)

NB: If the user enters a UMR then they wil | not be able to also enter a carrier code and reference.

5.2.2 Searches Based upon the Policy Inception Date

User s ¢ an PelicytineeptioraDaté From 6 and, o pt Pdiay inteptipn, Data To6 86 a s
part of their search criteria to narrow  -down the search request. The system will then only search

for policy records where the inception date of the contract falls on or within the date(s) entered

by the user.

If only the @Policy Inception Date From &is entered then the search will only return items that ha ve
a matching inception date.

If both dates are entered  then the search will return all records which have an inception date that
is within this range .

NB: UMR searches that are based partly or totally upon use of the contract inception date fields
will only be successful if a claim record has been created on the contract in the IMR.

5.2.3 Searches Based upon Carrier Codes and References

Users in carriersd o f ftan alsodaunch searches by entering the carrier code and underwriting

stamp reference that was applied to the contract. The user must have the necessary access

rights to use the carrier code. Data needs to be entered in both the code and reference fiel ds.
A check will be applied to ensure that a valid carrier code is entered. Partial reference searches
are supported.

NB: If the user enters a carrier code and reference then they will not be able to also enter a UMR
or complete the policy date fields.

5.3 Contract Search Results

If an exact match is found on  the IMR, the Contract Details s creen will be presented to the user
This will display details of the UMR record and documents (refer to section 5.4).

Where the system does not find a complete match f rom the data that the user has entered, a list
of UMRs will be displayed in the Contract Search Results Panel that partially match the  details that
have been entered . Only those records to which the user has the necessary access rights will be
displayed t o the user.
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The following information will be displayed in the Search Results Panel (subject to the data being
available*):

T The UMR;
9 The name of the Insured and/or the Reinsured ;
1 The policy period start date ;

1 The policy period end date .

The screen below illustrates how the ¢ ontract search results are displayed in the bottom panel of
the Search s creen.

\J " H
P, € pxciechnology The Insurers' Market Repository
= 4 TR ELEL]
* _ IMR Searches Contracts
Q Search Criteria
(=Y Work Package
ka0 UMR: 7 Starts With - BOOOLIUMR
a Claims - Standard
Policy Inception Date - From: *  gquals dd,/ MM B
Q Claims - Advanced
Policy Inception Date - To: ¥ Equals dd/MMf B
1 Carrier Code; 7 Equal to
3
Carrier Reference: 7 Starts With
Resat W Keep search criteria open [MRO01
Sh ng results for: Conbracts

UMR Tnsured Reinsiired Policy Start Palicy End
B JMR: INS 1f 0101/ 20

2015 016

01/01
UMROOOTL CFDF 11/11/2013
01/01/2012 Q.
01/12/20

The UMRrecords are listed in UMR order in the Search Results panel .

The UMRs listed on this screen act as hyperlinks. Clicking on a UMR will take the userto the Contract
Details screen. This will display data and documentation that relates to the selected UMR (refer
to section 5.4).

It is possible to re -sort the list of records that are presented on this screen by clicking on the arrow
heads in the ti tle bar of any of the columns

A count of the number of  UMR records that have been found isshown at the bottom of this panel.
If no records are found for the  details that have been  entered, then the system will produce a
messag e to advise the user that no result s have been found that match the search criteria.
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If a partial search request is submitted and there are more than 500 records that match the search
criteria, then a message will appear that prompts the user to refine the search criteria that they
have used.

(* The Period of Policy fields are populated  with data that broker s supply when the first claim
record is created on the IMR - These fields will, therefore, remain blank on the Contract Search
Results screen and any other screens that display this data if a claim is not submitted on the
contract .)

5.4 Contract Details Screen

The Contract Details screen displays high -level details of the contract , contract documentation
and original premium signing information relating to the UMR that the user has entered (or
selected ). A screen shotis shown below.

D] € DxCiechnology The Insurers’ Market Repository
-'.'_ .".l.'_.""‘ot.
* - Contract Details
- Categories
palicy Documents | UMR: BOOO1IMRP3UATPS01 Period of Policy: 01/01/2017-31/12/2017
Insured:  TEST Reinsured: VICKS

Slip Documents

Misc/Historical Do

Documents
Wark Packages
b [ Claims Add Document | Lloyd's AccEng | Send Link = Actions Filte
Name Category Type Created By ¥  Created On Version
B [ Test.doc Misc Historical Document IMRLA 13/10/17 11:45 i A
[} = @ 20171012expertuseruploadDocumen Slip documant_slip CE&CN Admin 13/10/17 14:44 1
] sip
ParA12_MRC (1).xlsx Misc Historical Letter of credit IMRSS 11/10/17 13:02 1
).xl | f cred I
p @ ALL UMR data.csv Slip Slip BKR/TSA401 09/10/17 15:09 i
CHE] ® DocB.docx slip slip BKR/TSA4D2 05/10/17 09:10 1 o
B & Doc8.docx Slip Endorsement BKR/TSA402 05/10/17 09:06 1
Total: 11

Original Signings Information

Work

Broker Signing Carrier Signing Slip Enfry = .

Number & Date Number & Date Package Bureau Type Type Risk om FIL Country Currency Status Links
Reference

1245110102017 1245110102017 AGTCRXO  Uoyd's i} NPM CcT 9 KA GEBP NEW D &

IMR003

The panels on the screen can be expand ed or collaps ed by clicking on the panel heading.
Vertical and horizontal scroll bars can be used i fthe data cannotbe di  splayed o n a single screen.

5.4.1 Contract Details
The following information is shown in the top panel on this screen:
1 The UMR;

1 Policy period d etalils;

The name of the Insured and/or Reinsured
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5.4.2 Document s Panel

5.4.2.1 Document Details

The Documents panel contains the fo  llowing information:

1 Name & The name that has been given to the document is shown here. Refer to section

5.4.2.3)

i Category 0 This column indicates whether the document has been categorised
6Policyd or OMisc/ Historicald documethatonly thdseer s
relating to one of these categories is displayed by clicking on one of the document
category | inks dCatepories e dhe Mavigatian Panel . (Documents are

categorised according to the Document Type that was allocated to the document when
it was loaded to the IMR. Detailed mapping information for document types to document
categories is provided in Appendix B.)

1 Type 0 The Document Type that was allocated to the document when it was loaded on
to the IMR is shown in this column.

1 Created By 8 The name (or, in some cases, the Account Code and User ID ) of the person
who loaded the document to the IMR is displayed in this fie Id. Contact details can be
accessed by c licking on the name (or code/ID ) displayed in this field. The User Details
pop -up screen will be displayed. Referto the screen shot below

User Details

Job Titla: Company: Xchanging

First Mamea: Bhupendra Email: lrest@=changing.com

Surnane: Prajapati Business Phone :

User Name: BKR/BKRDL1 Mobile Phone : ghjS46457

Fax :
Clcsel

‘DRI Import' is shown against documents that were submitted via DRI messages. This field
acts as a hyperlink which, if clicked, results in a pop -up screen being displayed that

provides further details of the user who loaded the document

1 Created On & The date andt ime w hen the document was loaded to the IMR. (If there is
more than one version of a document, then the date and time displayed in th is field will
relate to when the latest version of the document was created.)

1 Document Version - The document version number.

Documents are listed in  date order 0 the latest document to be submitted is shown at the top of
the list. Users can re -order the list of documents by clicking on the arrow heads in the title bar of
any of the columns.

If more than 500 documents have been loaded to the contract record that is being viewed, then
a message will appear that prompts the user to either select one of the document categories to
view a sub -set of the documents or use the document Filter function . Refer to section 5.8.1 7.

31




THE | MR USER GUI DE

Documents can be opened by clicking on the document name or by highlighting the document
and sel éOpanidn g n Adidnedlish( or by right cl i c®pemd iamdt lsee | At
list). A copy of the screen is shown  below.

\/ [ .
D, € DxCiechnology The Insurers' Market Repository
s . e e W,
@ ° - . -
* - Contract Details
Categories
Rolicy Documents | UMR: BOOO1IMRP3UATPSOL Period of Policy: 01/01/2017-31/12/2017
8o D Insured:  TEST Reinsured: VICKS
8lip Documents
Misc/Historical Do Documents
Wark Packages
Claims Add Docurnent || Lloyd's Acc Eng | Send Link | Actions /
Open
Name Preview Type Created By * | Created On Version
E .3 Test.doc Empe:‘t\e; Document IMRLA 13/10/17 11:45 1 A
ownloa 3
ﬁ a ® 2017101 2expertuseruploadl Viewer dacumant_slip CE&CN Admin 13/10/17 14:44 1
Slip '
Add to Favorites
E s Export
Xpol
=] [ ALL UMR data.csv Chick out slip BKR/TSA401 03/10/17 15:09 1
»
E] & Dock.docx slip BKR/TSA403 05/10/17 09:10 1 v
i} =t rem Trema ann Arlamiam me e
Total: 11 .
Link »
Original Signings Information Selnd Enal '
Edit Document
o Add to Cart
Broker Signing Carrier Signing Packa View Entry - =
e few Cart Risk Tl FIL Country Currency Status Links
Number & Date Number & Date Trrmn S— Type
1245110102017 1245107072017 AGTCRXO  Uoyds 01 NP CcT 9 pea] GEP NEW D &

IMRO03

A count of the number of  documents that are  displayed on this screen i sshown at the bottom of
the Documents panel.

5.4.2.2 Exclusions

Documents submitted to support claim transactions are not displayed on the Contract D etails
screen. LPAN documents and Work Orders are also not displayed here .

5.4.2.3 Document Names

The document names that  were displayed in the document panels within the WSMP version of the

IMR we re generated in a number of different ways according to the method that was used to

load the document (DRI, Direct Load, DMS, etc.). As an example, the Document Type was
sometimes added as a prefix to the document name.

FileNet only displays the actual document name di.e. the name that was given to the document
when it was created. = However, the Document Type is usually displayed in a separate field against
each of the documents.

5.4.2.4 Document Symbols

6 different document symbols may be displayed to the le ft of each document line . Details of
what these symbols indicate are provided below
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Checked -Out Documents - A padlock symbol is displayed when a document has been
checked -out for editing by another user . Although o ther users will be able to view the
do cument, they will not be  allowed to update  the document whilst it is checked -out.

Document Format & These icons indicate what the document format is - i.e. a Word
document , an Excel spreadsheet, etc.

Emails with Attachments 6 A p aper clip symbol will appear against a document that is an
email thathasa 61 ev el 2 a t- Leawhbren@anrattabhment to an email is also an
email which has attachments. (Refer to section 5.4.3)

New & Updated Documents & A green flag will appear against any document that has
been added to the IMR in the previous 24 hours. A red flag indicates that the document
has been modified inthe previous 24 hours*.

Read & Unread Documents  -A cd osed eyed s ygthiatdhe documdnt c has mot
yet been reviewed by the user. This symbol will be displayed forupto 7 days.

O0Hi ddend D ®ddhissyenhd isdicates whether the document has been hidden from
view. Both the document involved and the hidden symbol will only be visible to Service

Desk staff at Xchanging and the user who originally loaded the document. (Refer to
section 5.8.15.)

The symbols are shown below.

Icon

Description

Checked Out

2 e

Document Format

Attachment Indicator

New or Modified Flag

Unread Flag

9| &

Hidden Document

* Ared flag will appear in the following circumstances:

When a user checks -out a document ;

33




THE

MR USER GUI DE

- When a user edits a documentd&s properties;
- When a document is associated with a work package;

- When a document is added to an existing work package ;

- When adocument is associated with an eProcessing issue;

- When a Service Desk user hides or unhides a document.

5.4.3 Emails with attachments

When copies of emails are loaded to the IMR, any attachments to the emails are detached and

are loaded and displayed as separate document s. This applies no matter which submission
method was used to load the email to the IMR 0 e.g. DRI messages, Direct Load, one of the  6Add
Document &functions, etc.

The documents are also 6convertedod into PDF documen
under the Document File Vi ewer service. (R efer to section 11.6.)

The sections below provide further information on this topic. The processes defined herein are
applied to the following  email file types - .msg (Outlook) and .eml (Lotus Notes) .

5.4.3.1 Different Attachment Levels

There are two different Levelddttashmenfs da tatraec hdhoecnumse nt sé t
attached t oevel®Atiadhments 66 ref er t o s i t at@adchmentriosan emaikiss e an
also an email which has attachments.

Level 2 email attachments are not extracted. Only the email itself is extracted from top level
email. An attachmenti ndicator (apaper -clip symbol , as shown in the section above) isdisplayed
on the IMR against Level 2 attachments.

5.4.3.2 Details Displayed for Attachments

Both a prefix and a suffix are applied to the name of each attachment when these are displayed
on the IMR. The attachments are prefixed with the name of the parent email and are suffix ed
with the word O6[ Attachment] &

The attach ments have hyphens added in front of their names when they are displayed on the
IMR. The result is that they appear to be slightly indented when reviewed against the other
documents that are displayed on the document screens.

An example is provided below. An email that has two attachments is loaded to the IMR. For the
purposes of this exampl e, the email heading is 6ClI
Adviced and 6Survey Report 6. ilbeldsgayes sdalleevs: t he docume.

Claim Info

- Claim Info - Claim Advice - [Attachment]

- Claim Info - Survey Report - [Attachment]

A screen shot isshown below.
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Documents

Add Document Loyd's Acc Eng Send Link Actions ™ Fill

Name i Category Type Created By

i <] - Test Email [+ Word Misc Historical Calculation TSA401
Document).msg - imaged01.png
[Attachment]

R <] - Test Email (+ Word Misc Histarical Calculation TSA401
Document).msg - Test Document
Six.docx [Attachment]

.5 ¥ [ - Test Email with Level 2 Email.msg Misc Historical Client TSA401
- 2Processing Issus Test Caorrespondence
[Attachmeant]

Total: 10

5.4.3.3 Document Filtering & Resorting

Users should note that it is possible that email attachments will become ung rouped from their
6 p ar emmall 6wken documents are filt ered or re -sorted on any of the screens where document
details are displayed

5.4.3.4 Restricted Function ality

Usersare prevented from using IMR functionst hat could separate an attachment from its parent
email. Forexample, if a user decidesto chang e the classification of a claim document, this action
must be performed on the email and its attachments as a group

It is also not possible for emails and their attachments to be checked -out. (If users were able to
create anew version of the email,the ntheycould, potentially ,add a different set of attachments
to the email and these would not be conver ted for DFV purposes.)

5.4.3.5 Outbound DRI Messages

Information relating to both the email and the detached document(s) are provided in Outbound
DRI messages. (Refer to section 10.3.)

5.4.3.6 Emails loaded via the Previous Version of the IMR

Some inconsistency existed when emails with attachments were loaded to the previous WSMP
version of the IMR. The documents were not detached when contract -related documents were
submitted via A&S Direct Load or DRI messages.

Therefore, users may find that attachments are not displayed as separate documents when they
are reviewing emails that were loaded before the new version of the IMR  was introduced.

5.4.4 Original Premium Signing Information

This panel displays details of the original premium and FDO transactions that have been processed
against the UMR. An advisory message will be displayed if no premium transactions have yet
been signed for the UMR. A copy of the screenis shown below.
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Original Signings Information

:LT::L.EEIE:E i::l'lﬂlsfg:'[g %%pﬁ; Bureau i‘\'f't; EL‘:L" Rk O AL Conty  Cumency St Links
ISD0S00I0  GSDIIOSOOI0 AGTSWU  URMA NPM MK 56 GBP KEV (&
EMIIRNE  14S0N0I2NE AGTSYWU  Umds Of W T 9 KD o8P BV Ok
PRHISOOSIOID  PMHISODSOOIIIN  AGTSYMU  ILU NPH H4G e GEP NEV 0&

5.4.4.1 Signings Panel Content

Information on the data that is displayed in this panel is provided below.

91 Broker and Carrier Signing Numbers & The signing numbers that ha ve been allocated to
the original premium transactions are shown in the first two columns . The only time that
the Broker Signing Number and Date (B SND) will differ from the Carrier  Signing Number and
Date ( CSND) is when Xchanging has created split signings 0 as per the Accounting Splits
Service that brokers can use for eAccounts submissions . (Refer to section 11.7 .2.)

1 Work Package Reference & The reference of the work package under which the
transaction was submitted is shown here.

i EntryTypeCodes dThe codes indicate the transaction type
that the transaction is an Adj ustable Original Premium. A list of the entry type codes is
provided in Appendix F.

1 Risk and FIL Code information - The description that is associated with the Risk Code and
the FIL Code will appear when the user hovers the cursor over either of the se two fields.

1 Bureau -Specific Details - The Slip Type, DTI Code and FIL Code fields are only populated
for Ll oydds signings. T hpepul@ed tonLIRMM an@ lbW signirfgs. e | d i s

I Transaction Status - This field indicates whether the signing has been correct ed or
cancelled . The values displayedare 6 NE VW6C ORuid 6 CAN O

Users can re-sort the data by clicking on the arrow head in any of the column headers.
Information on the format of the different bureau signing numbers can be found in section 11.7.1.

5.4.4.2 Links to Other Screens
Users can access further details via the following links:
1 Subsequent Signings - If the user clicks on the Carrier Signing Number & Date hyperlink, a

screen will open that displays details of any AP and RP transactions that have been
processed against the selected Original Premium signing . (Refer to section 5.9 .)

1 Policy Details - If the user clicks onthe firsticon i n t he o6 L i atkher@ghtsharderido n
of the panel , then a screen will open that displays a contract summary that was captured
by the XIS technician when the original premium was processed . (Refer to section 5.10 .)
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9 Market Details - If the user clicksonthe second i con in the O6Linksd sect

will open that displays details ofthe L | oy d 6 scarders tHatlark included on the original
premium signing. (Refer to section 5.11 .)

The links can be seen below.

Original Signings Information

Broker Signing Carrier Signing h Slip Eniry .
Numiber & Dl Number & Dats :im Bumau Type Type Risk on FIL Coantry Curmency Satus Links
1501110050010 1501110050010 AGTEYIU LIRMA NP NMX GB GEP NEW [] &
T280NAN2Na 12850101208 AT Lioyd's n HEM Ll ] AEAD ¢ NEW D &
PMH150050011101 PRH150050011101 AGTSYIU L NP H4G GE GEP NEW D &
5.5 Adding New Document s
Users with the appropriate access rights can add new document s to the IMR from the Contract
Details screen by clicking on t h eAddéDocument & b ut fTherscreen displayed below will
appear .
Add UMR Document
UMR: BOOD1UMRTCACLOOZ
File(s):* 7 o
Test Document Six docx -
=}
Document Type:™ % File Mote -

Document Type Ext: #

Document Mame: Test Document Six.docx

Document Description: 2 Test Document for Mew Market Repository

Initial Version Comment: ? New Test Document

Original Document Date: 2 |07;05;20171 |ﬁ|

Confidential Document?: 2 M

Add Cancel
IMRO33
5.5.1 Selecting Documents to be Loaded
Clicking on the plus (+) button i n tFiesfield on the Add UMR Documents creen enables users
to select the document  (s) that they want to load to the IMR from their local network drive . tis
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possible to select one or more documents. The minus (-) button at the bottom of t h diledfield
can be used to remove documents that have been selected in error.

5.5.2 Document Properties

Once the user has selected the document(s) that they wish to load to the IMR, details of the
document(s) can be provided via the other fields on this screen. The fields are as follows:

1 Document Type - Completion of the Document Type field is mandatory. This is because
this information is used to determine how the document will be categorised (refer to
section 2.4).

1 Document Type Extension -TheDécument Type fidddar bescoroptetgd to
help other users to determine what the document relates to.

1 Document Name - The Document Name field will be pre -populated with a system -
generated name on the Add UMR Document screen. The name will be the actual name
of the document . Itis possible to amen d the document name before the Add D ocument

request is submitted.

1 Document Description & Users can provide further information regarding the document in
this field.

1 Initial Version Comments - If relevant, comments can be added regarding the first version
of the document.

9 Original Document Date o If relevant, a date can be added to confirm when the
document was actually created (i.e. outside of the IMR).

1 Confidential Document & Checki ng this tick box enables the user to restrict access to the
document. Referto section 5.5.4.

It is possible to view some help text for each of the fields on this screen by clicking on the question
mark symbol @ that is displayed next to the field. Mandatory fields are highlighted on the screen
with a red asterisk *.

5.5.3 Points to Note

The following points should be noted:

1 Loading Multiple Documents -Users can <create different 6pro
documents that they have selected. When multipl e documents are being loaded, the
data that the user enters on this screen will be held against the document that is currently
selectedFii Ifield e ©6

1 Loading Multiple Documents &  Validation Failures - If a user attempts to load multiple
documents and they encounter a failure for one of the documents, then none of the
documents will be loaded.

1 Loading the Same Document Twice - Users will be prevented from loading the same
document more than once in a single operation.
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1 Document Number and Size Recommendation s d It is recommended that users do not
attempt to load more than 30 documents to the IMR in a single action. | t is also
recommended that users do not load individual documents or files to the IMR that are in
excess of 20MB.

1 Acceptable Fil e Types 0 Details of acceptable filet ypes can be found in Appendix C.

1 Add Document Warning Message - The first time a user uploads a document, a dialog box
will appear that displays the following warning message:

df you have not customised the security, all parties involved in the risk/claim will be able to

access the document (interactively or via DRI). Are you sure you want to proceed? 0

The purpose of this reminderisto prompt the user to consider whether they need to restrict
access to the document.

NB: The Add UMR Document _screen in the Native IMR cannot be used to add documents to a
work package. This ca n only be achieved via the A&S D __irect Load function or via the submission
of DRI messages .

(Users cannot now enter 0F uataadhe Add MRIDoeumént sP rcregmedr t y 6
refer to section 2. 5.1.6.)

554 Loading 0Confidential 8 Document s

When users need to res trict access to individual documents , t ICenfidéntial Document &
indicator should be ticked. A screen that provides an Access Control List (ACL) will then be
presented to the user.

The carriers present on the associated original premium signing(s) will be displayed in the ACL

panel. The user can then select the carriers that should be given access to the document. A

copy of the scree n showing the ACL panel is provided below. Broker organisations can be
identified by the O06BR® pr ef i xdigitltrakernumser,. shown i n fr onf
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Add UMR Document

UMR: BOOO1JAGIEETWVO1
File(s):™ 2 )
Client ABC's Property List. docx
L
Document Type:= 7 Schedule -
Document Type Ext: 7
Document Mame: Client ABC's Property List.docx
Document Description: 2 Contains details of the client's properties in Europe.
Initial Version Comment: 2
Original Document Date: 7 L]
Confidential Document?: 2 v
Access Control List: @ Select | Reference Title
« BROOO1 Broker 0001
1230 1230
1221 12321
2001 2001
2032 2032 7
Add Cancel

IMRO33

(The screen that is presented to t echnicians at Xchanging includes an 6 X1 S On | ¥uthef i el o
details are provided in section 11.1 )

56 LI oydds Accolnkt Enquiry

This is a new feature. A link isava ilable on the Contract Details s  creen that takes the  user to the
LIl oydds Account Hhigsystem enaldeg asere to review a detailed breakdown of
L | o ypdemism signings . NB: Only licensed users can access signing information within this system.

Clicking otylded sé 6A chcu tEthagn wi | Lo eitharkhe L dgdn@age soerr tKhayesc e e n &
for the Ll oydds A c c o usgstem HKepgndingr ypon whether the user has previously
accessed the system earlier in the day) . An error messages will be displayed if the useris  currently
logged -on to the system .

5.7 Send Link

This feature enables users to share a link for a  contract record (rath er than just an individual
document) . Clicking on the &end Link&button results in a draft email being presented to the user.

The UMR of the contract that is being reviewed will be shown as the Subject line of the email and
a link to the C ontract Detail s screen will be included within the body of the email.

NB: A user who receives an emailed link will not be able to view the contract details or documents
if they do not have access rights for the UMR.
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5.8 Document -Related AActions ©

Clicking on t h eActidns & button on the Contract Details s creen (and any other screens that

include a documents  panel) results in a list of document
down menu. Refer to the screen shot below.

'I‘ DXC.technology

The Insurers' Mc:rke! Repository

RS LA %]
e 1= .

-related options appearing in a drop -

* ATA - @
* 2 Contract Details
Categories
olics UMR: BOO01IMRP3UATPSOL Period of Policy: 01/01/2017-31/12/2017
Policy Decuments
Slip Documents Insured:  TEST Reinsured: VICKS
Misc/Historical Dy
isc/istorical Do [ ants
Werk Packagas
Claims Add Document | Lloyd's Acc Eng | Send Link | Actions =
Open
Name Preview Type Created By *  Created Dn Version
B k4 Test.doc Properties Document IMRLA 13/10/17 11:45 1 )
4 Download »
] El & ;?;71‘]126X)értu52'u1|0;t[ Viewer document_slip CESCN Admin 13/10/17 14:44 1
= = Add to Favorites
Export
ALL UMR data.cs gl BKR/TSA401 09/10/17 15:08 1
B i e Check Out » "
8 18 -3 DocB.docx slip BKR/TSA403 05/10/17 09:10 1 v
. - [P, nrientem an ae
Total: 11 A
Link v
Original Signings Information Se.nd Email '
Edit Document
Work Add to Cart
Broker Signing Carrier Signing Packa Fow Entry = T
ge | View Cart Rigk om FIL Country Currency Status Links
Number & Date Number & Date remen Type
124511010/2017 1245110010/2017 AGTCRXO Lloyd's m NPM cT 9 XXX3 GEP NEW D &

Users can highlight either a single document or m
and clicking on

Alternatively, users can right -click to access these options.

NB: There are a small number of options that are only

IMRO03

ultiple documents (by holding the Ctrl key down
each document) and then select the required action from the drop

-down list.

available for use with single documents.

Refer to section 5.8.1 8. Usersmay not be able to select some options if they are not the document

6owner & (Checke-Outd haededit Document 8 funXti ons

Details of the actions that are available are provided in the sections below.

5.8.1 @penbd

Userscan open any document  sto which they have the required access rights
on the documentlink orby sel ecting the docu@pemd
drop -down list. Alternatively, users can right -clickand s e | eGpén 64

by either clicking
camtdii ou Atitibomegyd G h e

Most browsers will ask the user if they want to Open or Save the document at this point die a
message similar to the one below will be presented to the user.
Do you want to open or save Test Document Fight.doc (11.6 KB) from repositorytsa.xchanging.com? Open Sae |v| Cancd | X

Users can open multiple documents from the list by highlighting the documents (hold the Ctrl key

down and click on each
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presented to the user in a zip file. The file will be given the name o f the first document that has
been selected.

If users encounter any difficulties opening individual documents ffiles, then documents can also
be viewed by using either t he O Pr evi e \sée belawn)ctdronby sel ecting
(refer to section 5 .8.5).

When a user a ttempt s to open a zip file by using the Preview function or the IMR Viewer , this will
result in a list of the documents that are in the file being displayed. Neither of these functions will
unpack and display the documents that are in  the file .

5.8.2 &reviewd

Selecting this option will resultina pop -up screen being displayed that shows the first page of the
document/file. This feature enables use rsto identify whether this is a document that they want to
review without havingto open the document . An exampleis shown below.

A J . -
D, € DXCechnology The Insurers’ Market Repository
__ %3 & - L. L X
* = Contract Details
v Categories
v e IMR BOOO1TMRPINOVZEDT Pericd of Palicy: -
Claims nsured;  INSURED Reinsurad; REIMSURELD
n
[ MR Viewer - Google Chrome |2 B |
@ Secure | hittpsy/repasitorytsa xchanging.com i werjspldeskiop= | cend Link Actions =
Test Document Five.doox Category Type Created By =
[ et 1
| — H
+ Eal Mizz Historca Calculation TSA401
[ Bl form Palicy XIS Policy Contro T5A401
Form
Test Dorument Five Slip slip TSA401
[Eemant Palicy Policy Endorsement T5A401
** TEST DOCUMENT ** TEST DOCUMENT ** TEST ] ¢
DOCUMENT ™= TEST DOCUBMENT **
IMR REPLATFORM TESTING
Work -
- Shp Eniry C
Package Dureau sk oml FIL Country Curme
Reference frpe Type
™= TEST DOCUBMENT *= TEST DOCLIMENT = TEST D
DOCUMENT ** TEST DOCUMENTS ** P
’

5.8.3 @roperties 6

There are 3 tabs at the top of this screen  d @Properties § &Versionsdand GAudit Historyd These are
view only screens. Details are provided below.

5.8.3.1 Properties Tab

Detailed information is  provided regarding the document that the user has selected , such as the
document description, document size, document reference and comments added by the person
who loaded the document. An example is shown below.

42

t

h €



THE

USER GUI DE

Properties

Properties Versions

Document Title{MName)
Business Document Type
Confidential

Created By

Date Created

Document Description
Document ID

Document Reference
Document Version Date
Format

Initial Version Comments
Modified By

Maodifiad mn

Audit History

B0O391AB1704815 Policy.pdf ~
Policy

false

BKR/TSA401

30/11/17 13:53

45f1999d-4980-4b59-8377-058918c81c54

30/11/2017
.pdf

imrfnadmin

ETaTE IR IR T e T

Close

IMRO45

5.8.3.2 Versions Tab

This screen displays the na me of the document, the number of versions, who modified the
documentandwhenth e action wastaken. Refertothe example below. Users can view previous
versions of documents by double  -clicking on the document whilst in this screen.

Properties
You can view the properties of this item
Properties Versions Audit History
MNa e Versions Status Major Modified By Modified «
Version

Test Document Five.docx RELEASED 2 BKR/BKR11 13/06/17 11
Test Document Five.docx SUPERSEDED 1 BKR/BKR11 13/06/17 11

4 3

Close
IMRO4G

It is also possible to review the properties for previous versions of the document by
the document and selecting &ropertiesdin the drop -down list that is produced
below .

right clicking on
d as illustrated
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Properties

You can view the properties of this itern

Properties Versions Audit History

Mame WVersions Status Major Version Modified By Modified On

Test Documant Three.docx RELEASED 3 imrfnadmin 17/04/18 0859

U [

Test Document Three.doox SUPERSEDED 2 BHAR/TSA401 17/04/18 08:53

= — - SUPERSEDED 1 BKR/TSA401 13/04/18 10:56
Open

Preview
Properties
Download .
wiewer

Add to Favorites
Export

Link .
< Send Email vl >

Add to Cart Close
view Cart IMRO46

5.8.3.3 Audit History T ab

Selecting this tab results in a screen being  displayed that provide s details of who has accessed
the document, the action that they took and the date that this happened.

Properties

wou can view the properties of this item

Properties wversions

Mame: BO03291AB1704815 Policy.pdf

Date User Action Version
30M11M17 13:53:59 imrfnadmin Update Event 1
3011417 13:53:24 imrfnadmin Update Event 1
30M11M17 13:53°24 imrinadmin Get Content Event 1
3071117 13:53:21 BKR/TSA401 Checkin Event 1
30M1T 13:53221 BKR/TSA401 Creation Event 1

Close

IMRO47

Forinformation,a n 6 updat e ealgcebe tedordedior the Audit History screen when ever
an XIS technician load s a document to the IMR in support of an eProcessing Is sue (refer to
section 11.1 ) or when a user adds a document to their Favorites

Some automated actions are also recorded on this screen 0 e.g. when a document is being
converted f or DimfhadminBp @aues 5 the Usé r column in these circumstances.
The other actions that  will trigger a n up@ate event &are summarised in the table below.
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Action Taken

FileNet Event

Upload Document

Creation Event

View Document

Get Content Event

Download Document

Get Content Event

Check -Out Document

Checkout Event

Cancel Check -Out

Cancel Checkout Event

Create New Version

Checkin Event

Update Access Rights

Update Security Event

Edit Document Properties

Update Event

Viewed via D ocument Fle Viewer

Viewed i n DFV Event

5.8.4 ®ownload 06

Two options are available tousersw h e n

a) 0As Original 8- Thisallows the user to download the document in its original format.

t

he O06Downl oad6 option

sel ec

possible to select multiple documents and download all these documents as a zip file.

b) 0As PDFS- Thisallows the user to download the document as a PDF file.

When a user attempts to download  a zip file by using the ' As PDF option, a pdf docu ment that
shows a list of the documents that are in the file will be presented to the user. The documents
will not be unpacked and downloaded by this function

585 6Vi ewer 0

The | MR 6Viewerd can be used where a wuser doeis not
required to open the selected documentf/file.

Users can open multiple documents by highlighting the documents (hold the Ctrl key down and
click on each docume nMeler@mtte Astierls eropt idowgp lisb. Each of the
selected documents will  be shown in a different tab within the IMR Viewer.

5.8.6 6Add to Favo ritesd

Users can add selected documents to the ir &avourites 8 s o t hat they are abl e
documents quickly . These could be documents that the user has either loaded to or viewed on

the IMR. Highlighting a documentandthens e | e c t AddtgFad ritesd i n t he A<ddwhons
list results in the pop -up screen shown below being presented to the user. Detailed information is

provided in section 11.3.
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Add to Favorites ()

* Mame:

|'L< package details .tiffl

Add Cancel
5.8.7 @&Exportd
This feature enable u sersto export document properties into either an Excel spreadsheet or a Ccsv
file. A pop -up screen is presented to the user after they have sel ect elxpotth eo @t i on i n

Actions drop -down list. There are 3 fields on the screen :

1 &ilter6d This field enables users to restrict the properties that will appear in the drop -down
list in the AAvailable &panel.

1 AAvailable 80 Users can select the document properties that are to be exported from a
drop -down list.

1 &Selected 80 Clicking on the arrow  between the two boxes results in the selected property
fromthe ®Available ddrop-d own | i st bei ngSeleaied & d p & dJsets bam sefect
multiple document properties.

A copy of the Export screen is shown below. In this example, the user has filtered on the word
@ocument 8 and has then selected 3 of the docu-gosvnlist pr op
i n tAhadabl® 6 p a rChckingonthe &xportd butt on wi | | result in the

the use rin a CSV file. (Users have the option of creating an Excel file when the file is opened.)
P EEEEEEEEEEEEE———

Export Properties

Select the properties that you want to export and specify the order that they will be displayed.

© 3 items selected.

Filter: | document x

Awvailable Selected

Document Conversion Status Reason Document Title

Document Reference

Document Description
DiocumentiD Original Document Date
Document Version

Document Version Date

Farent Document

] Export raw values Export Cancel
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5.8.8 &heck O utd

Users with the appropriate document access rights can check -out and make changes to

individual documents . Once the revised document has been checked -in, a new version of the
document will be created on the IMR. The following options are available to users on the Check
Out screen :

1 Check Out and Download
1 Check Out Only .

| fChebk Out and Download &is selected , the user can download the document, make changes
and save the revised version .

&Check Out Only 8 should be selected if the user has already opened or downloaded the
document .
When a document  has been checked -out (as indicated by a closed padlock symbo | at the start

of the document details line ), other users can still view the document but they are not able to

update it. If a user attempts to check -out a document in these circumstances, a n error message
will be produced to  advise the user that the document has already been checked -out by another

user. The symbol is shown below.

©®©

5.89 &hecklIn 0

If a document is checked -out, then the user who checked it out can check it back in. After
performChgch ®aeusd willbe abl e t o Cheedle@ tf rbom t h dropAdowni on s
listto load the new version of the documentto the IMR.

Once the @&heck In dwindow opens, the user can browse to select the document they wish to
check in as a new version

The document that the us  er checks back in is identified as a new version of the original document
d i.e. the document version number will be incremented . The padlock symbol will be removed
from the documents panel

58106 Cancel Qe ck O

If a user decides that they do not wish to update a document that they have checked -out, then
theycan cancelthecheck -outoper ati on b yCaunscienlg Qhheaptidni®the GActions 6
drop -down list . The user will be asked to confirm that they want to ta ke this action. | f this is
confirmed , the document check -out will be cancelled and the padlock symbol will be removed
from the screen .
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5.8.11 A.inkd

Thisfeature enables a userto access alinkto a selected document . The link that is produced can
be seen in t he screen shot below.  Users can elect to store or distribute this link (e.g. copy and
paste the link in to an email)

View Link

You can copy and paste the bnk ko emanls, chats, and web pages, Il there are mulbple verswns of the tem, specily which versen you want Lo hnk to,

Docl,docx

Closa

This feature cannot be used when  multiple documents are selected.

5.8.12 ®end Email 6

Users can send a link to an individual document to another IMR user via email by using this feature.

The UMR of the contract to which the document relates will be shown in the Subject line of the
email. If multiple documents are selected, then an email w ill open which contains separate links
for each of the documents.

NB: A user who receives an emailed link will not be able to view the document if they do not have
the required access rights for the UMR or the document.

5.8.13 @&dit Document &

Sel ecti BdfDdcument @ opt i on serswhbhaeeshe tequired permissionsto  edit the
properties that are currently held against the selected document. The data that can be changed
is shown in the screen shot below.

Access rights for documents can also be updat ed by ti cCkoinfg deheéei &I
indicator . An Access Control List will then be presented to the user. (NB: ACLs cannot be
amended for LPAN documents.)

Edit UMR Document

LIMR BOOO1AS500
Category : Misc Historical

Document Hame:™ g Test Document Eight.docy

Description: 7

Original Document Date: 211272017

Confidential Document?: O

Cancel
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58.14 AAddtoCart 6& O6Vi ew Cart o

The 6Document Car tobselectnnaubigledJMR ars/eor $CR documents and merge the
content into a singl A&ddfoCdrted i rAftthea Adawndiztnuseradsn abjol

documents to the cart and 06stitchd tRefertothe sceentshote r

below.
. P i
rip(l-L l\.-"lexf.f Ca_rt
You hawve tha following items your cart.
C > Table of C nts I r Pages
Your Cart Include Table of Content Number Pages
Your cart contains the following items. To reorder the items in the cart, drag and drop the items into your preferred order.
Test Document Two.docx
I Test Document Four.docx
I Test Document Six.docx
Empty Cart Praview Closs

n

Onceauserhas added the required documents tPeviewbe bQGaton e

result in a PDF file being presented to t heThaiuseer

can then either download the file to their local network drive or print the fil e by using Adobe
Acrobat Reader.

5.8.14.1 Document Cart Features
The following features are also available in the Document Cart:
I Re-ordering the Documents - Users can ch ange the order in which the documents will

appear in the merged file by simply dragging and dro  pping the individual documents into
the preferred order onthe  View Cart s creen .

I Table of Contents - Users have the option to include a table of contents within the file . A
check box is displayed in the top right ~ -hand corner of the screen.

 Adding Page Numbers - Page numbering can also be applied to the merged file. Refer
to the second check box in the top right -hand corner of the screen.

{ Adding Documents from Multiple Records d Users can create a file using documents from
multiple UMR, UCR or work pac kage records. Once the user has selected the documents

from an individual record , they should thenclick ont he 6 Cl ose®& button.

to move to a different record and select more documents to be added to the Cart.
Sel ecti ng 0 his stage willw@sultaint doduments from both  /all the records being
included in the PDF file.
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i Viewingthe Cart -Sel ecti NigwQath@ @&pti on i n t hdownAst tenaldess dr
the user to review the documents that they have added to the Cart to -date .
1 Removing Individual Documents 8 Users can remove individual documents from the
Document Cart by clicking on the bin symbol that appears at the end of the appropriate
row where the documents are listed.
1 EmptyingtheCart 8Sel ect i ng t h e buftdd mgultsyn alC the selécted documents
being removed from the Cart.
5.8.14.2 Points to Note
1 Retaining the PDF Files - Users should note that any PDF files that are created via this
function are not stored in the Document Cart. Closing the browser window will result in the
cart bei ng e wsertishesdtdretain a copy of the file that they have created
via the Document Cart, then they should download the file to their local network drive
1 Acceptable File Types - Users should note that it is only possible to merge a relatively small
number of file types vi a the Document Cart . Details of the se file types are provided in
Appendix C.
1 Document File Viewer (DFV) - The functionality described above isinadditiontothe claims -
related O6Document File Viewerd f unctRefertosdctiomt i s
11.6.
5.8.15 d@ide Document &
O0Rest ri ct e-dhisfeaturee s endy available to Xchanging Service Desk staff.
Once a document has  been loaded to the IMR, it cannot be deleted/removed. Therefore, if a
user realises that they have loaded a document to a UMR or UCR record in error, the only option
open to them is to contact the Xchanging Service Desk and submit a request for the docum ent
to be 6hiddent. The Ser vi thedo@umenkinvolwed cannot beseenbg nsur e t
any parties other than the user that originally loaded the document to the IMR.
The icon that is displayed in the document panel when a document has been hidden is shown

below.

O

When a document is selected, clicking on &ide Document @in the Actions drop -down list (see
below) resultsinapop -up screen being displayed w hich carries t h e me s Yoargecundent has

been successfully hidden & .
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1
Add Document Lloyd's Acc Eng Send Link ‘ Actions Filter
Open A
fRaie Preview Type
TA3XML Properties | Document
[ o> TA3.XML Download » Policy
= » FAS.XML Viewer Policy Endorsement
A F i
D o PDFFORMAT123456.pdf s Slip
Export ;
[ o Initial.xml S Dociniang Policy
™ o sith.xml 3 ; XIS Policy Control
<
Total: 20 Create Issue

Check Out »
This feature cannot be used when multiple documents  have been selected

5.8.16 &Jnhide Document 0

If requested, Service Deskuserscan s ub s e g u anhileldy dibocuments that have pr
hidden (refer to the section directly above) . When a document is select ed, selecting &Jnhide &

results in a pop -up screen being di spl ayed with Yooredocomerst s aag ebeerd
successfully unhidden o .

The @Jnhide Document & action is greyed -out and can not be selected if a user has selected
multiple documents.

5.8.17 Filter

The O6Filter & f un c tseaochforespecific oeusnents ergustslisptayp  a sub -set of the
documents d&i.e. documents that have a specific name.

Add Document || Lloyd's AccEng | Send Link | Actions ~ Filter o
Name Category Type Created By *  (Created On
Lalcuianon .
i ®  Untitledmsg Slip Documents Endorsement BKR/IMRUSER7 27/06/17 12:5
0 %  Status Report 13-06- Slip Documents Endorsement BKR/IMRUSER7 27/06/17 12:5
2017.msg
g ® 310-3.docx Misc/Historical Documents  Calculation BKR/IMRUSER7 27/06/17 12:1
al ¢ Screen Shot 2017-06-233t  Misc/Historical Documents  Bordereau BKR/BKRDL 26/06/17 14:5
07.14.01.png v
i k
Total: 30
As an example, the screen shot below illustrates how only a single document is displayed on th e
screen after the user stdiwsdn tledildeefield. { Gliekingvan thd crods symbol
in the 6Filterdd field cleads the document search cr |
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Documents
Add Document Lloyd's Acc Eng Send Link Actions
Name Category
D ® Status Report 13-06- Slip Documents
2017.msg
Total: 3

Alternatively, users can click
Documents panel

screen shot and information provided below

\

status X
Type Created By *  Created On
Endorsement BKR/IMRUSER7 27/06/17 12:50
4
]
GFilterd  bam tint the

on the arrow that is displayed beside the

to launch a more advanced search by adding some Filter rules.

Refer to the

Filter

Match Al rules

Colurmr:

Aoy Columnm

Cornditior:
contains

— I

Match case

Ay Colurmn conéains Work

Walue:
W ok
—4 Filter Clear Cancel
T 6 Col u-nThigenables the user to select which document column they wish to apply the

filter to.

6 Co n di tTheousedshould then select
list (6Contains § Edgdalsd ,Stars Withd |,

one of the options in

the &ondition 6 d rdown

etc

0 V a | uEhé characters that the user wants the filter to be based upon can then be

ent er ed Maloe dt tpea née |

The Plus Button - The plus (+) button in the bottom left

the user to apply a second filter rule.

-hand corner of the screen enables

I'n the exampl e
document columns. Once

above,

applied, the Contract Details s
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meet this condition. The screen will confirm the number of documents that can be seen de . g4
of 12itemsshown d . CleaArFifier6 o pt i o wispiayed. aReferao the screen sho t below.

Documents

Add Document  Lloyd's Acc En and Link  Actions - |

4 4of iatiemms shown. Clear fiter

Name Category Type Craated By *  Created On
'| Test Email with Level 2 Emailmsy  Misc Historica Clent Correspondence  TSAS01 1512117 15:
:'.: - Test Email with Level 2 Mizc Historica Cleent Correspondence  TSA401 16/13/17 16;
Email.msg - Test Document
Sig.docy [Attachment]
E| & - Teeal Ermail with Level 2 Mg Hisloncal Chent Corredpondence TSA40L 18/12/17 16; W
Emil. msg - imaged(1.png
| TS RS,
{ 3
Tatal: 12

5.8.18 Actions Only Possible with Single Documents

Certain actions are not available to users when they select multiple documents. These actions,
which will be greyed -out when a user selects more than one document, are as follows:

1 Reviewing document properties;
T Adding documents to a userds favourites;
T Use of the 6LIinkd function;

1 Editing documents.

5.9 Subsequent Signings Screen

If the user clicks on the Carrier  Signing Number & Date hyperlink  in the Original Premium Signings
Information panel on  the Contract Details screen (as indicated below) , a screen will open that
displays details of any subsequent AP and RP transactions that h ave been processed against the
original premium signing.

Criginal Signings Information

Wor

Brolker Signindg Casmier Sigmimg B Slip
ckapge Bureau

MHumber & Date Mumber & Date Refens Typ=

1245008/ w2017 1Z24500SM 12017 AGTHRMG Lioyd's o

214900081 w2017 214000EM 12017 AGTHWZD Lioyd's o
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The information displayed for the subsequent signings matches the inf ormation displayed against
the o riginal premium signings. A copy of this screenis shown below.

Subseguent Signings

Broker Signing Camer Signing -
Wit & Diata Wit & Dt Bureai Coniry Currency  Status Links

214000812017 2H000BAZNT GTHYZ LlyiFs GEP HEW L) &
21400091 152017 2140009412017 Lioyd's o f 7 ( GEP HEWY

A4MmEn2mz 21410811207 Lictrs il oer HEW

IMRUS

If the user is viewing details of a proportional treaty FDO signing, details of treaty statement
transactions that are associated with the FDO signing will be displayed onthe Subsequent
Signings screen.

5.10 Policy Details Screen

I f the user clicks Lok tsheeatfthe@nddftha dmemium Signingh laf ortnation
panel, then a screen will open that displays a more detailed summary of the contract. This is data

that was captured by an XIS technician when the original premium was processed. A copy of the
icon is shown below.

A copy of th e Policy Details screen is shown below.

54




THE

MR USER GUI DE

Original Signings - Policy Details

Policy Dt ails

Broker Signing Number & Date: 1711280050015 DTl Code:

Carrler Signing Number & Date: 1711280050015 FIL Code:

Slip Section: Risk Code:  N4G
Bureau: LR Entry Type: NEM
Currency: GEF Country: el

Policy Start Date: 01/01/2017 Trsured : THSLIRED
Policy End Dake: 0170172019 Relnsured: REINSURED
Treaty Number:

Shatus: HEW

RBroker Delails

Broker Number: 0001 Settlement Currency Code: =BE
Broker Referencel: REF1 Sum Insured/Limlt Narrative: TEST
Broker Reference?: REFZ Interest Marrative: TEST
Vessal Aircraft Narrative: NAME
Close
IMROGF

5.11 Mar ket Details Screen

I f the wuser <clicks on Llnks® s e cabotimesbndiot ahe PremiumtSiyrengsd
Information panel ,then ascreen wi | | open that displays detai lats
are included on the  premium signing. This shows the carrier code salong with the references that
the carriers allocated to the contract.

A copy of the icon is shown below.

$
i

A copy of th e Market Details s creen is shown below.

Market Detalls

Broker Signing Mumber 8 Date : 1801300050085 Bureau :  LIFRMA
Carrier Signing Number S Date 1801200050085
Carrier Code Carrier Reforcmos
L1111 HEF1
Lidi4 REF>
L1116 REF3
< >
| Closa |
IMROOGS
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5.12 LPANs& Work Package Submissions

Restricted Access-Thi s i nformation cannot be accessed by st a

5.12.1 Overview

Brokers and technicians at Xchanging can access copies of LPANs and Work Orders via a sub -
node that is displayed under the @Misc/Historica | documents link in the N avigation Panel.

- BEOO0O1BOOOINEWDATA
- Categories
Policy Documents
Slip Documents

- Misc/Historical Do

_m LPANS =
» Work Packages
» Claims
Details of the information displayed on the screen that is produced after a user clicks on this link is

provided in the sections below.

5.12.2 Work Package Submissions & Documents

The 0 Su b mipareli comamn$glinks to the submissions that the broker has made for each work

package thathas been generated underthe UMR . LPANs and Work Orders are grouped together

into a single 6Submissi on ddate whenthe ditthientawere madediomg t o t |
to the IMR 0 and the links displayed on this screen include the date when the submissions were

made.

Clicking on Sabmigsiondf htyhpee rd i nks wi | the LPANs antd/or WorkiOradkrest ai | s
that were included in the submission  being display ed in the @ocuments &panel at the bottom of
the screen . The document set will be refreshed if the user clicks on a different submission.
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Y } .
D (ocuenoy  The Insurers’ Market Repository

i @
l..'. _1‘!'

& 2

* * [ BODIMRPIATRED. | Contract Detalls

T Latsgans

Dlcy Dacumarts | R BOO0TMRRIATRED? Period of Poficy: 03/00/2017-34/12/2017
N Tnsured:  LOSS NAME Rdristired:
P LBTUmsnTY
MiscHistorical D |,
Submissions
Work Fackages - R o R - S
Gubmission - 20171000 Subrmizsion - 20171003 Gubmission - 20171012
' ".ll i a
Tolal:
acuments
ﬁ "
Hame Categary Type Crmlrld!l; T Cregted On Version
:| T workardsr.zm Viark Packags farm vaark ordar BRI T2A401 03710117 15:46
= & ParAL2_MRE {1}k Wiz Historica LPAN BERITEAOL %1017 L3114

Users can review each LPAN and Work Order by clicking on the name of the document that is
displayed inthe Documentspanel. Adocument 6 éapt-downrig & also available to use rs
on this screen. (Refer to Section 5.8 for details of the options that are presented to users. )

Clicking on the user name (or ID) shown i n tCheated®y 6 c ol umn wi | | result in
being displayed. (Refer to Section  5.4.2.1))

5.12.3 Edited Work Packages

When a broker edits a work package (e.g. when a set of amended LPANs are supplied  following

a query being raised by an XIS technician), asecond 6 Submiosad® is displ aymegn on t
& with a new Submission Date. Only the new LPANs willbe di spl ayed for the secon
The 6Created Dated of the documents is updated.

5.12.4 Further Information

Users can also access the most recently  supplied LPANs and Work Order s via the Work Package
Details screen.

Brokers do not need to  submit LPANSs for eAccounts submissions.  Accounting data thatis  normally
supplied on LPANSs is submitted via ACORD Technical Account messages under the eAccounts
service.

Correction submissions sometimes do  not have LPANs. The broker may just load a Work Order and
a Correction Request Form to the IMR. (Correction Request Form s are categorised as
Misc/Historical documents. They cannot be reviewed via the LPANSslink.)

Policy -related work packages can also be submitted without LPANSs.
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6 WORK PACKAGES SEARCHS
This is a new function. Users with the necessary access rights  can search for an individual work

package. The Work Package Search s creen can be accessed by clicking on the Search icon in
the left -hand side of the IMR Home Page. The icon is shown below.

Q

6.1 Work Package Search Screen

The Work Package Search s creen is shown below. U sers must enter a complete Work Package

Reference. Partial reference searches are not supported for work packages
l:l DXC.technology The Insurers’ Market Repository
14 - St o .
* - T - Contracts Work Package
Q Contracts Search Criteria
Q
work Package Reference: 2 Equal to
Q Claims - Standard
Q Claims - Advance d
=
Reset | [0 Keep search criteria open
Search Results
If the search is successful, t he user will be presented with details of the work package on the Work

Package Details screen. | faninvalid reference is entered , an error message will appear on the
search screen . An error message will also be produced if the user does not have the necessary
access rights to review the work package

6.2 Work Package Details Screen

This new screen displays details of the work package, the documents that the broker included
within the work package, the 0 6 documents and, where the work package has been
completed, the premium signings that are associated with the work package. A copy of the
screen is shown below.
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v . -
D, € DXC.technology The Insurers’ Market Repository
e - e s B . o
L e en S oiiemite. o e
* = ] BODD1IMRP3NOV2801 Premium Tracker ~
Categaries Contract Details
Pelicy Documents
Slip Documents UMR: BODO1IMRP3NOV2801 Period of Policy: -
Mise/Histarical Do Insured: INSURED Reinsured: REINSURED

Work Packages
Work Packages Details

AGTNZCA - Comp Reference : AGTMZDF Bureau : Mixed
AGTNZBY - Comp Processing Required : Premium Accounting Timestamp : 20171128-081921
AGTHZAQ - Comp Package Status : Tracker barcode : REP00942994
ﬁ cams Work Package Documents
Actions Filter
Name Category Type Created By ~ | Created On Varsion
[ 3 workorder.xml Work Package form_work_order BKR/TSA401 28/11/17 08:1% 1 "
= -3 Lpan Misc Historical LPAN TSA401 1
=} -3 Misc histarical Misc Historical Calculation TSA401 1
[ad] A Palicy control form Palicy XIS Pelicy Control TSA401 28/11/17 07:17 1
Form
(%] F -3 sup slip slip TSA401 28/11/17 07:17 1 >
M o Palicy endorsement Palicy Policy Endorsement TSA401 28/11/17 07:17 1
Total: 6
All Slip Documents
Add Document Actions Filter
Name Category Type Created By *  Created On Version
m 5 s slip slip TSA401 28/11/17 07:17 1
Total: 1
Work Package Signings Information
E’;:Z S My E"é::g S L e slip Type .f_;';? Risk pTI FIL Country Currency Status Links
PMH170050012811 PMH1T LU NPM H4G GB GBP HEW D &
1711220050015 1711230050015 Lirma NPM N4G GB GBP MNEW D .i& v
< >
The sections below provide details of the content of the 5 panels within the Work Package Details
screen. XIS technicians use the information that is displayed on this screen to check and process
premium and policy work packages that brokers have submitted  to Xchanging . St aff
offices can use this screen to check that the work package that they have submitted include s all

the required documents.

NB: A restricted view is presented onthisscreen to st af f i n officasr tPANSard ®ork Orders
are not dis played to carriers.

6.2.1 Contract Details

The following contract summary information is shown in the top panel o  f this screen:
1 The UMR;
1 The policy period;
1 The name of the Insured and/or Reinsured

These field s are pop ulated with data thatt he broker supplied when the original premium or FDO
transactions were submitted.
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6.2.2 Work Package Details

The details displayed in this panel of the screen are as follows:
1 The Work Package Reference ;
1 The bureau (x) involved;
1 The type of p rocessing required (see below) ;
1 Thetimestamp -i.e.the date andtime whenthe work package was submitted,;
1 The current status of the work package (refer to section 6.4) ;
1 The b arcode for the associated work item in the Tracker system.

6.2.2.1 Processing Types

One of the following  descriptions will be displayed i n tPloeessiig Required 8 f:i el d
0 Premium Accounting
0 Premium & Policy Processing (S&A)
0 Policy Processing Only
0 Simultaneous Reinstatement

0 NPE Review

0 Policy Endorsement Review

6.2.3 Work Package Documents

Details of t he documents that the broker submitted for the selected work package are display ed
in this panel . If the broker has edited the work package, t he latest version sof the documents are
shown .

The document details that are included here are the same as the details that are displayed in the

Documents P anel of the Contract Details s  creen. (Refer to section 5.4.)

The LPAN(s) and the Work Order details  are included within this panel. ( As mentioned above,t hese
documents cannot be viewed by staff who work in cars)iersd office

6.2.4 All Slip Documents

This panel displays details of all the documents /ffiles t hat have been catiepgori
documents for the UMR.

6.2.5 Work Package Signings Information

Thispanel shows details of individual signings that are associated with the selected work package.
The data fields are the same as those that are displayed on the Contract Details s creen (refer to
section 5.4.4.1) . The signing details that are displayed may relate to or iginal, additional or return
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pre mium transactions or proportional treaty statement transactions . Refer to the example shown
below.

Work Package Signings Information

Broker Signing Number & | Carrier Signing Number &
[ate

Date Bureau SlipType | EnryType  Risk om FIL Country Currency Status Links

PMH1TO0E001 2811 PMHIT0E0D 1281 LU NP HIG B GEP &

111230050015 {7H1220050018 Lime W MG e 1&
An advisory message will be produced if no premium sign  ing information is available  for the work
package . This may be due to any of the following:
I The processing of the premium transactions has not yet been completed;

I The premium signing details have n o't yet been passed from Xcha
systemsto the IMR ;

1 No premium transactions need to be processed 0 e.g. the w ork package relates to a
policy submission or a data correction request.

6.2.6 Actions , Filter and Add Document B utton s

These buttons provide users with the same options as are pr ovided on the Contract Detailss  creen.
Refer to section 5.4 for details.

6.2.7 Tracker Link

Users with the necessary access rights can  view the record that has been created for the work
package inthe Tracker system via t h éPreium Tracker 8 b ut t oappeardh at the t op of the
Work Package Details s creen.

6.2.8 Document Counts

A count of the documents appears at the bottom of both the Work Package Documents and Slip
Documents P anel s.

6.3 Work Package Summary Screen

Thisscreen lists all the work packages that have been submitted against a UMR. The contract
summary details are, as normal , displayed in the top panel  of this screen . The following data is
displayed in the second panel of the screen for each of the work packages

1 The Work Package Reference;
1 The type of p rocessing required ;
1 The current status of the work package (refer to section 6.4) ;

1 The bureau (x) involved;
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I The timestamp - i.e.the date and time when the work package was submitted.

Clicking on the Work Package Reference opens the Work Package Details screen for the selected
item .

The work packages are listed in reverse chronological order - i.e. the most recently submitted work
package isshown at the top of the list. However, users canre  -sort the work packages by  clicking
on the arrow heads in the title bar of any of the columns headings . A copy of the screen is shown
below.

D} € DXC.technology The Insurers' Market Repository

* ~ [ BODD1DIFFSTATUMR1 Contract Details
M Categories
UMR: BOOO1DIFFSTATUMRL Period of Policy:

Policy Documents
slip Documents Insured: Reinsured:

b Mist/Historical Do
. Work Packages

AGTOEIG - Lloyd':

Work Package Reference Processing Required Package Status Bureau Timestamp
AGTOEIB - Lloyd's
) ) ) THAL14012
AGTOEHW - Mixec AGTOEIB Premium Accounting Cancelled Lloyd's 20171130-140129
i i s 71130-
AGTOEFM - Mixed AGTOEIG Premium Accounting Completed Lloyd's 20171130-141419
AGTOEDC - Comp AGTOEBS Premium Accounting Lloyd's 20171130-135037
ﬁ AGTOECX - Lloyd' AGTOECX Premium Accounting Lloyd's 20171130-135359
AGTQEBS - Lloyd" AGTOEDC Premium Accounting Companies 20171130-135529
4 Claims AGTOEFM Premium Accounting Mixed 20171130-135700
AGTOEHW Premium Accounting Rejected Mixed 20171130-135823
< >
Total: 7
IMROO4

6.4 Work Package Statuses

The work package status is updated in real time based upon the status of the related work item
in the XIS Workflow System. Colour -coding is applied to enable user s to easily differ entiate
between the different statuses. Details of the work package status values and the actions that
are allowed when work packages have these statuses are provided below.
Work
Package Editing Processing
Status Colour Description Allowed? Allowed?

A work package has been successfully generated

6New' but has not yet been tracked  -in by Xchanging. YES N/A
A record of the work package has been created
6Tracke within XIS internal NO N/A
0 Wor k The work package has been allocated to a
Progress' technician and is being processed. NO YES

An XIS technician has raised a query on the work
0Quer i package. YES NO
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Work
Package Editing Processing
Status Colour Description Allowed? Allowed?
Processing of the work package has been
6 Compl e| Green successfully completed. NO NO
6Cancel Red The broker has withdrawn the work package. NO NO
6Rej ect Red An XIS technician has o6rej YES NO
Notes

- The &diting Allowed 6&column indicates whether the broker is able edit the work package

- The &rocessing Allowed 6 column indicates whether an XIS technician can process the
work package

- Work packages are 'locked' after an XIS technician has raised a query - i.e. no further
processing is allowed until the broker has responded to the query.

- When work packages are 'locked for editing’, the broker is given 60 minutes to complete
the editing . If they take no action within the 60  -minute window then the work package
will be made available to XIS for processing.

- Work packages cannot be locked for editing more than t hree times in a 24 -hour period.

- When a broker resubmits a rejected  work package, the original work package remains on
the IMR with a status of ' Rejected '. A new work package is generated with a new Work
Package Reference and a new Presentation Date.

- Brokers can withdraw wor k packdgwds dulckeihin@d When st at
a work package is withdrawn, its status is setto' Cancelled 'in the IMR.

6.5 Edited and Rejected Work Packages

When a broker edits a work package (refer to section 8.4), the work package retains the original
timestamp. However, a revised version of the Work Order is displayed on the Work Package
Details screen along with the latest versions of any documents that the broker has revised .

When a broker resddmiwo sk ap é@relw wogk@dclage iscreated . Thisisgiven
a new Work Package Reference and a new Presentation Date.
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7 CLAIMS SEARCH FACILTIES% RELATED FUNCTIONS

7.1 Introduction

Users can access the claims search f omnctheiefo fhanddidge c | i c
of the IMR Home Page. The icon is shown below.

Q

Two claim search options are available tousers 06 St andarddé Cl andnmsAdSeaarcehl 6
Claims Search . The difference between the two functions is that the 6 Advancedd6 CIl ai ms
function enables usersto i ncl ude the LI oyd?®&s,thea@CaGotler ang the Pdlioy d e
Inception Date in their search criteria.

Information regarding the general features of the search screens (such as the options in the dro p-
down fields) can be found in section 4. Detailed information on the tw o claim search options is
provided in the sections below.

7.2 Standard Claim Search

A copy of the Standard Claims Search s creen is shown below along with some field completion
guidelines .

I:I DXC.technology The Insurers' Market Repository
- e 3 Tl e o o

IMR Search

* - IMR Searches Contracts claims standard
Q Contracts Search Criteria
Q Work Package
Q,
Q \ J | UMR: 7 Starts With h
Claims - Advance:
Loss Name: ? Starts With -
Date of Loss - From: 7 Equals dd/ MMy B
na !
Date of Loss - To: 7 Equals dd/MM/yyyy =]
Insured: 3 Starts With h
Reinsured: 3 Starts With -
Exclude Closed Claims: 7
Reset [C] Keep search criteria open IMRO16
P} m » Search Results
1 UCR 86 Users can enter either a full or a partial Unique Claim Reference. Searches on the
UCR cannot be combined with searches on the 61 ns ured chés utrre dtdbhe 6

6 4




THE | MR USER GUI DE

1 UMR & Users can enter either a full or a partial Unique Market Reference. Searches based
upona UMR must be combined with at least one other field but cannot be combined with
searcheson the 6 | nsurthed@®eions u*r ed .

1 Loss Name 08 The default is to search for claims w hich have a Loss Name starting with the
characters entered by the user. It is not possible to combine searches  based upon the
6Loss Named wi tthe 6slenasrucriibedédReoinrns.ur ed 6

1 Date of Loss Fields -1 f o nDatg ofdos®From6 i s ethen the seaich will only return
items that have a matching date di.e. claims which have a loss date that equals the date
that has been entered.

I f b obate ofdos®d-Fromé a n dataoflidss Tod i s ent er ed twillegaturnt he ¢
all records which have a loss date  that is within this range. It is not possible to combine

searches based upon the Date of Loss fields with searches on the 61 nsur é¢h@d or
6Rei nsuredd

1 Insured 6 The default is to search for claims w here the name of the Insured starts with
characters ent ered by the User. Searches on the Insured may only be combined with
search es on the Reinsured.

1 Reinsured 6 The default is to search for claims w here the name of the  Reinsured start s with
characters entered by the User. Search es on the Reinsured may only be combined with
search es on the Insured.

1 Exclude Closed Claims 9 Selecting this option will result in the systemonly  displaying 6 open 6
c | ai msclude Clésed Claims 6can be selected with any combination of search criteria.

(* NB: The broker number and prefix must be entered along with at least one character in the
broker reference portion of the UCR/UMR )

In summary, if the user enters data in the UCR, UMR, Loss Name or Date of Loss fields, then the
Insured and Reinsured fields will become disabled. Conversely, if datais entered inthe Insured or
Reinsured fields, then the UCR, UMR, Loss Name and Date of Loss fields will be disabled.

Once the search criteria  have been entered, the user can select &earch 6to produce search
results or selec t GReset6to clear the search criteria . Checkingthe &Keep Sear ch Crtick er i a
box will result in both the Search C riteria a nd the Search Results being displayed on the screen.
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7.3 Advanced Claim Search

Data can be entered in four additional fields o n this screen to launch a more specific claim search
request. A copy ofthe Advanced Claims Search s creenis shown below.

.I. DXC.technology The Insurers’ Market Repository

- -

Contracts

- IMR Searches
A Contracts Search Criteria

Q. work package

UCR: 2 Starts With -

Q Claims - Standard

Q UMR: 2 Starts With -
Loss Name: 2 Starts With -
Lloyd's CAT Code: 7 Starts With -
PCS Code: 7 Starts With -
Date of Loss - From: 2 Equals dd/MM/yyyy =]
Date of Loss - To: 2 Equals dd/MM/yyyy =]
Policy Inception Date - From: 7 Equals dd/MM/yyyy =]
Policy Inception Date - To: 7 Equals dd/MM/yyyy =
Insured: 7 Starts With -
Reinsured: 7 Starts With -
Exclude Closed Claims: 7 [}
Reset Keep search criteria open IMRO17

Search Results

Some further field completion guidelines are provided below

T Ll oydds CALTlI oCyodddes CAT E@ocdrebe soml@nedwith any other search
criteria except the Insured and Reinsured fields . The search will only return details of claims
with the entered CAT Code

1 PCS Code - PCS Code search es can be combined with any other search criteria except
the Insured and Reinsured fields . The search will only return details of claims with the
entered PCS Code

1 Policy Inception Date Fields 8 The default is to search for claims on contracts where the
Policy Inception Date falls on or within the date(s) entered by the user . Searches that are
based upo n the &olicy Inception Date 6 cannot be combined thei th
601 ns urthed®R enirn s uf ore dfdhe policy date  fields ispopulated, the n the Insured
and Reinsured fields will be disabled ( and vice -versa).

The@®P ol icy I nception Date Fromd, OPolicy I nceptior
search criteria . If these fields are completed then they must be combined with at least
one other field.

I f o n IPglicytinbeptio®Date From 0is entered then the search will only return ~ claims on
contracts which have a matching Inception D ate. If both dates are entered then the
search will return claims on contracts which have an | nception Date that is within this
range.
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In all other respect s, this screen is identical to the Standard Claim Search screen .

7.4 Claim Search Results

The claim results are shown in ascending Loss Date order and within Loss Date in UCR order di.e.
the oldest claims will appear at the top of the list . Users can re -sort the order of the search results
by clicking on the arrow heads in the title bar of any of the column header s. The scroll bars can
also be used w here there is more information than can be viewed on a single screen

A co py of the Claim Search Results s creen is shown below.

|I| DXC.technology The Insurers' Market Repository

* MR Searches Contracts Claims Advanced Claims Standard

0‘ Contracts Search Criteria

0‘ Work Package

Q

o\ Claims - Advanced

Search Results

Showing results for: Claims Standard

UMR UCR Insured Reinsured Loss Date Loss Name Lloyd's CAT Cod
BOO01UCRDEC1902 INSURED 09/12/2017 NAME

BOOOIUMRDEC1301 BOO01UCRDEC1301 INSURED 12/11/2017 NAME 974
ﬁ BOOOIUMRDEC1501 BOO01UCRDEC1S01 INSURED 01/12/2017 NAME 974

BOOOIUMRDEC1501 BOO01UCRDEC1S01 INSURED 10/12/2017 NAME 974

BOOOIIMRP3NOV2801 BOO01UCRDEC1241 INSURED REINSURED 12/11/2017 NAME

BOOOIUMRDECL BOO01UCRDECT TEST 13/12/2015 MY TEST

BOOOIUMRVGOELGD BOO01UCRDEC1801 INSURED 12122017 NAME 974

BOOOIUMRDEC1201 BOO01UCRDEC1201 INSURED REINSURED 11/12/2017 NAME 974

BOOO1UMRDEC1405 BOO01UCRDEC1405 INSURED 10/12/2017 NAME

BOOOIUMRDEC1401 BOO01UCRDEC1401 TEST 10/12/2017 NAME 974

Each results line acts as a hyperlink . Clicking on this link takes the user to the Claim Summary
screen for the UCR.

7.5 Claim Summary

Users can access the Claim Summary s creen by clicking on a UCR link within the Claims Search
Results panel or by selecting one of the UCR links that are displayed in the claims section of the
Navigation Panel. A copy of the Claim Summary screen is shown below.

NB: No claim figures (monetary amounts) are displayed on any of the claim screens within the
IMR. Users need to access the ECF2 screens to review this information.
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¥ " |
D, € oxCtechnology The Insurers’ Market Repository

(K £ % 8%
Tt s * o

Vigw UMR  View Comments || Send Link

s | Claim Sumimary - BO0D1TMRPILATPMO1 - BODO1TMRPISCOT - 15/10/2017 - LOSS NAME

Claim Reference and Details

C O Insured INSURED
. B U MR BOG0 0 Reinsurad
- SORIIFIILUEENT | Claim Status Loss Name; 155 NAME
b ™ BOcOtIMARISCOl  Claimant Loss Date; 5710201
R Policy Period (Fram-Ta): Lt ilifir
hsaciatad UCH
Broker Contact Details
Broker Number : opoL Broker Referenc
Broker Contact ! Brok i
Broker Fhane @
Transactions
Tiaiigas ton Rafarnce Lbgd' s Sanus LIRNA $iaius LU Biabet
¥
ota
[MR19
7.5.1 Screen Content
The information displayed within the panels on this screen is as follow s:

1 Claim Summary 6 The UMR, UCR, Loss Date and Loss Name for the selected claim record
are shown at the top of this screen

1 Claim Reference & Details & These sections provide claim summary in  formation such as the
Loss Name, the name of the Claimant and the status of t he claim .

1 Broker Contact Details 0 Broker contact and claim reference information is provided in this
panel.

1 Transactions d Details of the transactions that have been processed against the UCR are
listed here. A count of the transactionsis provided at the bottom of this panel.

The screenthatis presented to carriers and XE#aldUCR npanahs

The UCR for any claims that have been created by third -party organisations that are associated
with the claim record that is being viewed on this screen are provided here. Refer to the screen
shot below.
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Rrokor Contact Datails

Transactions

Tranaaction Seference Uigyd'y St LBVA Sty LU St

ROITRN

7.5.2 Buttons and H yperlinks

The buttons and hyperlinks that are available to users on the Claim Summary s creen are as follows:

7.5.2.1 View UMR

Clicking on the &/i e w URJtRG r esults in the Contract Details s creen being opened in a
separate browser window (a new tab).

7.5.2.2 View Comments

Clicking on the &/iew Comments & button opens the Cross -Market Comments Pop -up screen .
Refer to section 7.14.

7.5.2.3 Send Link

This feature enables users to share a link for a  claim record (rather than just an individual
document) . Clicking on the &end Linkdbutton results in a draft email being presented to the user.
Details of the ¢ laim that is being reviewed (the UCR, Loss Date and Loss Name) will be shown in
the Subject line of the e mail and a link to the Claim Summary s creen will be included within the
body of the email.

NB: A user who receives an emailed link will not be able to view the claim details or documents if
they do not have access rights for the UCR.

7.5.3 The Security Admi ni stratords Vi ew

The content of th e Claim Summary screen is slightly different for Security Administrators. These
userswill see a Confirm No Individual Conf | i ct obuttoh andena s 8 6 s 0 Marage Ga
button . However, the screen content also depends upon whether the Administrator has
confirmed that they have no conflict of interest. Further information is provided in the section s
7.15and 7.1 6.
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Note: Security Administrator users may be registered to access functional ity to Manage Conflicts
of Interest and/or to Add Third Parties.

7531 Theanage 8 Functi on

O0Restri ct e-dhisAeatareis aniy available to  Security Administrators

This button only appears on the  version of the Claim Summary screen that is presented to Security
Administrators. Clicking on t hi s button opensuptcheen OIMafunatignesiused o p

by Security Administrators to manage a conflict of interest for individual users within their
organisation di.e.theycan r emove (6denyd) or enable (6all owd)
claim . Further information is provided within section 7.16.

7.5.3.2 Confirm No Individual Conflict of Interest

0 Restri ct e-dhisAeatare is eanly available to  Security Administrators

Thisbutton only appears on the  version of the Claim Summary s creen that is presented to Security

Admi ni strator s. Cl i cki ndgontirmN b Ganfict ob Intéresto @Pop-yp esereen .t h e

Refer to section 7.15.
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7.6 Claim Transaction Summary

Userscan access the Claim Transaction Summary s creen by clickingon t he o6 Tr ansact
that is displayed under the UCR link in the Navigation Panel . A copy of the screen is shown below.

.I‘ DXC.technology

* ~ - BO00IIMRPIUATPMO1 | View UMR || View Comments | Send Link
' i;’:;:i Claim Summary - BOOD1IMRPZUATPMO1 - BO001P3ILUCOIO01 - 02/10/2017 - LOSS NAME
Claims Transactions Summary
BO001IMRPISCC
BO0OLIMRPICLD
BODD1CLAIMXCS

s0s4rTpuCRONy | | Transaction Reference * | Lloyd's Status LIRMA Status ILU Status
socorpanucoy; | BOOOITRO2 Awaiting

’ BO0O1TROL Signed/Complete
Classification:
ﬁ > [ Document Ty
» BOOD1CLAIMCAN
BOOD1IMRPISCC

Total: 2

Claim Related Documents

Add Document Actions

Name Classification Transactions Document Type Created By ~  Created On Original Document Date Size Version
B ] Test Claim Document Claim Correspondence  TSA401 21/12/17 14:19 21/12/17 11 k8
.doox

I * Capture.PNG BO0O1TROZ Fae il T5A401 15/11/17 10:12 15/11/17 83ka

£ * ssue 6.docx BOOO1TROL File Note Document  TSA401 15/11/17 10:12 15/11/17 11MB 1

B b New Text Document (3).bxt  Adj Fae il T5A401 15/11/17 10:12 15/11/17 [

= E] New Microsoft Excal Adjuster; Brokar; Reinsurer Status T5A401 15/11/17 10:12 15/11/17 EkB

} Workshestxls Updste
< >
Total: 5

IMRO24

7.6.1 Claim Transaction Summary Screen Content

The information that is displayed to users onthe Claim Transaction Summary s creen is summarised
below.

 Claim Summary - The UMR, UCR, Loss Date and Loss Name for the selected claim record
are shown at the top of this screen.

 Transaction Summary - All the transactions that are associated with the selected claim are
listed in this panel along with the transaction status value for each bureau (where
applicable)

1 Claim Related Documents & This panel provides detailed information for each of the claim
documents such as the document name, the document classification, the transaction for
which the document has been loaded and the document type.

NB: Restrictions apply when a  conflict of interest has been  declared. Refer to section  7.15.

(Claim records/ transactions created by XCS , starting with the prefix XXCHU, are only visible to
LI oyddéds carriers and technicians at XCS.)
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7.6.2 Document Names

The document names that were displayed in the document panels wit hin the WSMP version of the
IMR were generated in different ways according to the method that was used to load the
document (DRI, Direct Load, DMS, etc.). As an example, the Document Type was sometimes
added as a prefix to the document name.

FileNet only displays the actual document name di.e. the name that was given to the document
when it was created. = However, the Document Type is usually displayed in a separate field against
each of the documents.

7.6.3 Buttons, Hyperlinks and Document Action s

The buttons and hyperlinks that are available to users are as follows:

1 View UMR 6 Clicking on the &/ i e w LbMtRrdr esults in the Contract Details s creen being
opened in aseparate browser window .

1 View Comments & This opens the Cross-Market Comments s creen. Refer to section 7.14.

1 Send Link 8 This opens a draft email which contains  alinkto the UCR. Clicking on the link
will take the recipient of the email to the Claim Sum mary screen. Refer to section 7.5.2.3.

1 Filter (Transactions) & This enables users to filter the claim transactions . Refer to section 7.7.

T AddDocument dThi s takes t he UCRPDCUMe hdneend RAfer th section
7.9.

1 Actions 0 The options that are available to users here are the same as those that ar e
presented to users viathe &Actions dbutton on the Contract Details s  creen (refer to Section
5.8). The Actions drop -down menu can also be accessed by right -clicking on a document.

1 Sending Document Links - Users can send a link to another user for an ind ividual claim
document by selecting a document from within th
and either right -clicking or clicking ont he & Acti onsd but lokbfromrhe s el
drop -down list that is produced . This will generate a link to the se lected document which
the user can email (or skype) to another user.

Al ternat i Bend gmail 6t hoeptdéi on can be selected. Furt hi
sections 5.8.10 and 5.8.11.

¥  Filter (Documents) - This enables users to filter the claim documents . Refer to section 7.8.

7.6.4 Details of Individual Transaction s

If the user selects an individual transaction (TR) in the Navigation Panel , then only the selected
transaction will appear i n tTraesaction Summary dpanel and a &Transaction Details dpanel will

also be displayed which identif ies the Bureau Leader(s) and show st he br oker 6s refere
transaction (Broker Reference 1).
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T h eClaitn Related Documents & panel will now only display details of documents that are
associated with the sele cted transaction (along with any documents that are not associated with
a specific transaction) . A copy of the screen isshown below.

.I‘ DXC.technology

* * [ BOOD1IMRPIUATPMO1

[ Categories

¥ [ Work Packages

* M Claims
’ BOOOLIMRP3SCC
* [ BOOOLIMRP3CLD
» [ BOOOICLAIMXCS
= " BO941TPUCRONI

* ™ Transactions

B03417R

» = Classification:

. » [ Document Ty
» [ BOOO1P3ILUCOI(

’ BOOOLCLAIMCAN

+ [ BOOO1IMRP3SCC

View UMR | Send Link
Claim Summary - BOOD1IMRP3UATPMO1 - BO941TPUCRONUMRS - 29/07 /2017 - LOSS NAME

Transactions Summary

Transaction Reference = | Lloyd's Status LIRMA Status ILU Status
BO941TROL Awaiting
Total: 1

Transaction Details

Lloyd's LIRMA I
Bureau Leader: 3000 573393
Broker Reference 1: GULSHAN
Claim Related Documents
Add Document | Actions Filter
Name Classification Transactions Document Type Created By * Created On Original Document Date  Size Version
5] [ ] 20171017FDMS BO941TRO1 attorney_info_coverage CE&CN Admin 17/10/17 1427 17/10/17 22MB 1
USERCoverage Counsel
Correspondence
E & 20171017TESTOMSClaim B0941TRO1 correspondence_clsim  CE&CN Admin 17/10/17 14:33 17110/17 632kB 1
Correspondence
Z o 20171016TESTDMS2Docume B0941TRO1 document CE&CN Admin 17/10/17 1433 17/10/17 660kB 1
; & 20171016FDMS B0941TRO1 document CE&CN Admin 17/10/17 14127 17/10/17 23k 1
USER2Document
£ >
Total: 4

IMR025
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7.7 Filtering Claim Transactions

The 6Filterd function enables users t o cthatonhgasubt-he vi
set of the transactions are displayed  di.e. transactions that have a specific status.

Transactions Summary
bar

Transaction Reference *  Lloyd's Status LIRMA Status ILU Status

BOOOLTROL Awalting

BO001TRO4 Awalting

BO0O1TROS In Error

Total: 3
As an example, the screen shot below illustrates how only transactions with a specific status are
displayed on the screen after the user has added the wor édawaiingd i n t he Elickinger f |
on the cross symbol i n ttrénsactiorF selarchecnitgdia. )i el d cl ear s t hi

Transactions f-;llmmnry —

( Iawailjnu X

Iransaction Reference * | Lloyd's Status LIRMA Status ILU Status

BOOOITROL Awaiting

BOOOITRO4 Awalting

Total: 3
Al ternatively, users can <c¢lick on theEiterar bowt othat ni
Transactions Summary panel to launch a more advanced search by add ing some Filter rules. A
screen shot is displayed b el ow. I n this exampl e, t he LIRMAStatugds ap

colu mn to look for transactions which have a status of éCirculated 0 .

74




THE

MR USER GUI DE

Filter

rMatch

ool warur:

Comnditiomn:
contains

Walwue:

aldl rules

LIF.MA Status

LIFRMA Status

1 Match case

corrEairns Circulated

Circulated

-+

Filt=r

Clear

Cancel

Clicking on the

transaction s that match these criteria

7.8 Filtering Claim Documents

This o6Fil

terod

funct

on

OFi | t er ©llrbsultin thenClaimi Summary s creen

enabl es

of the documents 4 i.e. documents that have a specific name.

\

Claim Related Documents

Add Document Actions
=] =
B b
o »
~ »
B b
=] »
Total: 7

Name Classification

testi2.xls

IMRP3-922.docx

Capture PNG

Capture.PNG Adjuster; Broker;

Other Expert;

SUBSEQUESNT
CLAIM.docx

sample.sdtx

Transactions Document
Type
BODO1TROL Document
BO0O1TRO1 Claim
Correspondence
BODOITRO1 Fes Bill
BODO1TRO1 Calculation
BOOO1TRO1 Adjustment
Premium
Calculation
BOOD1TRO1 Claim

Correspondence

users to
7
Created By *  Created On

XSBT/X5BTS 25/08/17 08:04

XSBT/XSBTS 25/08/17 07:48

BKR/BKRDL 23/08/17 07:09

BKR/BKRDL 23/08/17 07:01

BKR/EKRDL 23/08/17 06:52

XSBT/XSBTS 16/08/17 08:52

only displaying details of

sear cthkeetf or

Origi
Docu
Date
25/0¢

25/0¢

23/0¢
23/0¢

23/0¢
16/0F

-

3

As an example, the screen shot below illustrates how only two documents are displayed on the

screen
in the

aft
0 Fi

er the

lterdo fiel

d cl
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Claim Related Documents

\

Add Document Actions I,'Jcapture X.';I T*
Name Classification Transactions Document Created By *  Created On Origina
Type Documi
Date
s & Capture.PNG BOODITRO1 Fee Bill BKR/BKRDL 23/08/17 07:09  23/08/1;
ad ¥ Capture.PNG Adjuster; Broker;  BOOO1TRO1 Calculation BKR/BKRDL 23/08/17 07:01  23/08/1
Other Expert;
4
Total: 7
Al ternatively, users can <click on theEilterdr baowt dthat ni
Documents panel to launch a more advanced search by adding some Filter rules. A screen shot

is displayed below . In this example, the user is applying a filter in the @ocument Type &colu mn to
|l ook for documents t hReportdontain the word 06

Filter

Match a0l rules - ] Match case

Document Type contains Report
Colurnmmn:
Drocurment Ty oe

Conditiomn:

contains

wWalue:
[Repord =]
== Filt=er Clear Cancel

Clicking on the l&dsultlinttte rCiim BSunmary 1 creen only displaying details of
documents that match these criteria.

The screen will confirm the number of documents that can be seen de . g2.of 46tems shown 0 . A
Clear Fiter6 opti on i s also displayed. Refer to the scre
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Claim Related Documents

Add Document | Actions - / Filter

7+ 20f qifems shown. Clear filter

Name Classification Transactions Document Type Created By ~* Created On

= [ 4 20171017FDMS BOS41TRO1 attorney_info_coverage CE&CN Admin 17/10/17 14:27
USERCoverage Counsel
Correspondence

[ 4 20171017TESTDMSClaim BO941TROL correspondence_claim CE&CN Admin 17/10/17 14:33
Correspondence

Further information on the options available isprovided in section 5. 8.17.

7.9 Adding Claim Document s

Users with the necessary access rights can load additional documents to the claim record on the

IMR. A copy ofthe &Add UCR Document dscreen is shown below.

Add UCR Document

UMR: BOOD1BOOO1INEWDATA

UCR: BOOO1UCR2508

Loss Name: AVIATUIOM

Date of Loss: 10/10/2015

File(s):* = [+
Test Claim Document 3.docx -

_ @

Document Name:™ 2 Test Claim Document 3.docx
Document Type: %@ Adjuster Report -
Document Description: # Survey report for the damaged property.
Initial Version Comment: 2
Original Document Date: 7 20/06/2017 o]
Classification: # | TRs: ®?

All | BOOD1TRO1

#| Adjuster

Broker -

Confidential Document?: 7 ;:I

Add Cancel

7.9.1 Selecting Documents to be Loaded

Users can load new documents to the UCRrecordonthe | MR by u sFilesdg ftihed d&\ddon t h
UCR Document dscreen. Clicking on the plus (+) button enables users to select the documents

that they want to load to the IMR from their local network drive. It is possible to select one or more
documents. The minus ( -) button at the bottom of the O6Fil
documents that have been selected in error

es 0
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7.9.2 Document Properties

Once the user has selected the document(s) that they wish to load to the IMR, details of each of
these individual documents can be provided via the other fields on this screen. The fields are as
follows::

1 Document Name & This field is pre-populated with th e name of the document that has
been selected. Th isis aneditable field d&i.e. users can change th e name generated by
the system before they pr e s s Add 6 e b & tort tleerscreen  (which s ubmits the
document to the IMR).

1 Document Type & Adrop -down listis presented to enable users to selectthe Document
Type.

1 Document Description 8 Users can provide further information regarding the document in
this field .

1 Initial Version Comments & If relevant, comments can be added regarding the first
version of the document.

1 Original Document Date & If relevant, a date can be added to confirm when the
document was actually created (i.e. outside of the IMR) .

1 Classification 6 Refer to section 7.9.5.
1 TRs) Refer to section 7.9.6.

M Confidential Document & Refer to section 7.9.4.

It is possible to view some h elp text for each of the field shby clicking on the question mark symbol
that is displayed next to the field. Mandatory fields are highlighted on the screen with a red
asterisk *.

7.9.3 Points to Note

Usersshould consider the following points when loading new documents

I Loading Multiple Documents -Users can create different 6pro
documents that they have selected. When multiple documents are being loaded, the
data that the user  enters on this screen will be held against the document that is currently
sel ect edFi Ifield. he 06

1 Loading Multiple Documents & Validation Failures - If a user attempts to load multiple
documents and they encounter a failure for one of the documen ts, then none of the
documents will be loaded.

1 Loading the Same Document Twice - Users will be prevented from loading the same
document more than once in a single operation.

1 Document Number and Size Recommendation s d It is recommended that users do not
attempt to load more than 30 documents to the IMR in a single action. | t is also
recommended that users do not load individual documents or files to the IMR that are in
excess of 20MB.
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9 Acceptable File Types

1 Add Document Warning Message

0 Details of acceptable

file types can be found in Appendix C.

- The first time a user uploads a document, a dialog box

will appear that displays the following warning message:

af you have not customised the security, all parties involved in the risk/claim will be able to
access the document (interactively or via DRI). Are you sure you want to proceed? 0

The purpose of this reminderisto prompt the user to consider whether they need to restrict
access to the doc ument.

7.9.4 Confidential Documents

When users need to res trict acc ess to individual claim documents |,

indicator should be

ticked. A screen that provides an Access Control List (ACL)

will be presented

t Gomfidéhtial Document 0o

to the user @refer to the screen shot below . The user can then select the organisations that should
be given accesstothe document. (Br oker organisations can be ident.i
is shown in front of the four -digit broker number.  Userscannot deselect their own organisation . For
documents relatingto L | o ycthiins, userscannot deselect XCS.)
Add UCR Document -
LR - BOO01 TMRFILIATRPM 1A
UCR BO001TEST402001
» I e SEDIMNE
Drate of Lo 28/11,/2017
Fle(s 7 [+]
Tesl Claim Document 3 doce
(-]
Document Mame:™ g Test Claim Docurment 3.docx
Dhocument Type: g Adjuster Report -
Document Descripkion: Suwrvey report for damaged property.
Initial Version Comment: @
Criginal Document Date: ¢ =
[4 afcation; @ Al THIZ: P E— S—
S| usTar
Brokear -
Confidential Doournent ] -
ess Conbrol List: @ S leck Reference Title
- Hetal ] LCO 1 -
/ =1 =i o0
-
Add Cancel

If a carrier selects the broker organisa tion from the A ccess Control List and selects a classification
o f Cogerage 8(see section 7.9.5 below) then the system will display the following error message:

6Conflicti ng- Youw sahnotuicctudeotme broker in the ACL and apply a
classification of Coverage. Pl ease amend?d
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The user must take one of the following actions d a) remove the broker from the ACL; b) choose
a different document classification ; c) do not select a classificat ion.

7.9.5 Classifications

The document(s) being added can, optionally, be associated with one or more  classifications.
The options that are displayed in the Classifications drop -down list are as follows:

1 Adjuster
1 Broker
T Cedent

1 Coverage

 Fees
1 Insurers
1 Legal

1 Other Expert
1 Recovery

The default position is that the document will be associated with the classification that has been
selected in the Navi gaAdd Datumera Bleutton vistseeattedt ih @ne las been
selected at this point . If the user does not select a Classification from the selection list then the

system wi || associ at eClassticatiord ¢A)d mamd wheh ddédcument

when any Classification is selected for the UCR.

Al | document s wi [Classificationa (@ljde db yt od edf aul t .
| fCovérage 6 i s s e | thec Clasdficatos , then this will update the security policy for the
document to exclude the broker from being able to view the document . The exception to this

rule isif it was the broker that has c lassified th e d o ¢ u meQoveragesd Id this case, the broker
will be able to see the document as they are the document owner . However, o ther users in the
same organisation will not be able to see the document

7.9.6 TRs

The document(s) being added canbe linkedto one or more ofthe claim transactions . All TRshat
have been generated for the claim will be made available for selection. The default position is
that the document will be associated with the transaction that has been selected in the

Navigation Panel, if one has been selected at this  stage .

However, i f the user does not select a TR from the selection list ~ and a TR is not highlighted in the
Navigation Panel , then the system will associate the document with all the TRs that have been
submitted for the ¢ laim.
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7.9.7 Guidelines for Loading Claim Documents

and nami

and

Document | oadi
and Companies ECF System,
12.3.2.

ng rul es
Processes

ng

7.10 Editing Claim Documents

SlipLeadscan edit the
Document 8 showrekeeal
in the GActions 6drop -down list.

properties that
dve. This screen

Edit UCR Document

conventi
Pr ocedur es Refedts Be&tiBrd )

are hel

ons for

d against

cl
do

C

¢ a Ieditibecunzect cbe sospet d owni

UMR : BOOO1BOOOINEWDATA

UCR: BOOO1UCR2508
Loss Mame: AVIATUION
Date of Loss: 10/10/2015

Cocument Mame:™

& Test Claim Document 2.docx

Description: 2 Survey report for the damaged property.

Original Document

Date: @ 20/06/2017

Classification: 2 ~| TRs: 7

all
| Adjuster
Broker

Confidential =
Cocument?: 9 —

7.11 Document Classific ations View

BOOO1TRO1

Save

Cancel

The &Classification 8 options in the Navigation Panel enables users to view just a sub -set of the

documents that have been loaded to the IMR for the claim.

just displays the claim summary information and details of the claim documents.

screen is shown below.
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* DXC.technology The Insurers’ Market Repository

* « - BO00iIMROIUATRMOD  View UMR | View Comments | Send Link

b Categories
k-P Claim Summary - BOD01IMRPZUATPMO1 - BODO1P2ILUCOIOL - 02/10/2017 - LOSS NAME
b7 Wark Packages

v [ Claims Claim Related Documents
+ [ BOOO1IMRP3SCE
b 1 B000IIMRPICLD | | Add Document  Actions Fiier
+ [ BOODICLAIMECS
— Name Classification ~ Transactions ~ DocumentType  Created By * | CreatedOn Original Document Date ~ Size | Varsion
. ) 2 ® Test Claim Document Lagal; Recovary; Claim Correspondance  TSA401 AT 408 2T 118
BINCIF3ILUCON d y,
‘ I””ﬁ k #  CaprurePNG Broker; Cedent;  BOODITRO2 Fes Bil TaA401 A7 012 1517 838
ﬁ e -] o ssue 6000 Cagent; Faes; BOODITROL File Note Document ~ T35A401 1511171042 151117 LiMg 1
F_E-le,in. g -] New Text Document (3).b¢t  Adjuster; Cedent; Fez Bl TSA401 A7 012 15117 0
Broker - o
= o juster; Broker; Reinsurer Status TA40L 1517112 151417 EkB
Cedent ' Undate
Faes
Adjuster
¥ [ Document Ty
+ [ BOODICLAIMCAN
+ = BOOO1IMRP3SCE € ?
Totah 5

A Ciassification (A8 node is displayed under the UCRIlectingnk i
&Classification (All) dwill result in details of all the documents that have been loaded to the IMR for

the selected claim being displayed in the Claim Related Documents panel. &Classification (All)6
will always be present for each UCR, even if no documents have been loaded for the claim at
this stage.

The document classifications that may be displayed in the Navigation Panel are listed in section

7.9.5. These classifications will only be displayed for a UCR if a document(s) that has been add ed

to the selected claim has  been give n the classification. For example, if a document has been

added tothe claim with a Classification o f Broker6 , ntthe éBrokerd6 node wi | | be sel e
the document added with the Brokerd c | assi f i cvisibld oo nhe seciednl be

If one of the classification options is selected, then only the documents which have been the
given the selected classification and documents that have not been classified will be displayed
in tCHemidn Rel at ed pbnelcument so

Users can change the cl assification that has been allocated to an individual claim document by
accessing t h e O6EdIi t Doccruereemt §i as t he édéwn't list.o {The ddocumerd p
classifications that are displayed in the Navigation Panel will not be instantly refreshed dthe li stwill
only be updated if the user closes and then re -expands the classification node or if they repeat
their search for the UMR/UCR.)
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7.12 Document Types View

Document

nogep ea® also displayed under the UCR in the Navigation Panel.

The

6 Documd@gmgp déink will always be present for each UCR, even if there are no associated

documents.

a user has allocated that document type to at least one of the documents for that
the claim summary information and details of the

screen that is presented to users just displays
A copy of the screen is shown below.

claim documents.

'I‘ DXC.technology

The Insurers' Murke! R

epository

u

However, the individual document types will only appear in the Navigation Panel if

CR. The

BO0DIIMRP3UATRMOD | View UMR

Categories

Work Packages

Claims

View Comments

Claim Related Documents

Send Link

Claim Summary - BOOO1IMRP3UATPMO1 - BOOO1P3ILUCDIOL - 03/10/2017 - LOSS NAME

+ [ BOOD1IMRP3SCC
» [ BOOD1IMRP3CLD
+ [ BOODICLAIMXCS

+ [ BOS41TRUCRON
+ [7 B0001P3ILUCON -1 #
b [ Transactions ;
; & #
b [ Classification
M @
Claim Con j ®
Fee Bil -
El ]
File Note [ #
Reinsurer
+ [ BOODICLAIMCAK
+ [ BOO01IMRP3SCC
L4
Total: 3

Althe document s

Add Document | Act

selected from the Navigation

Reportd in t

As mentioned above, t
document

that hasbeen added to the

example, if a claim has a document which has been

then the @&Reportd
document type will be
Wh e n

one of

node
shown on the screen.

t he

wi ||

be

detallseot tthe lldcemena rs dvith the &Report 6

60BDocs meeaet e dy Hadigation t Fanelndethils & documents

that have been given this Document Type
panel along with any documents that have not been

Wi

8 3

be

given a Document Type

ha

ons
Name Classification ~ Transactions Document Type Created By * CreatedOn Original Document Date  Size  Version
Test Claim Document Legal; Recovery; Claim Correspondence  T3A401 AT s 1k 1
3o
Capture.PNG Broker; Cedent;  BOODITRDZ Fee Bl TaA401 1517 e s 3k 1
zzue £.doc Cedent; Faas; BOOOITROL File Note Document  TSA401 151117 10:42 151117 LiMB 1
New Text Document (3).b¢ A Cedent; Fee Bl T5A401 15111710112 1511117 0 1
Hew M Adjuster; Broker; Reinsurer Status T3A401 1511711 1511 6kB 1
Update
H
which have been added t o DodumentcTypa iom i wi |
Panel. I n the example above, the wuser
he Navigation Panel
he individ ual Document Type nodes will only be displayed for a UCR if a
selected claim ha sbeen given th isDocument Type. For
added with a Document Type of &Report 6 ,

di spChgenmh Rel athed 6Doc L
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7.13 Claim Transaction Status Information

The Claim Transactions s creen and the Claim Summary s creen both display a list of the
transactions that have been submitted under the selected claim. The status of each transaction

is shown in the &Transaction Summary & panel. If there is more than one market involved in the

claim, then the statuswi | | be shown f or bweact (alplpdy dcbasb,l eL IBRMA an

The transaction s tatus that is display ed on the claim screens isthe status that is held in the ECF2
application.  The statuses that may be displayed are ~ shown in the table below.

Status Information
Awaiting Action Awaiting Lead action
Awaiting Market Check LIl oydds only
Awaiting RIP LIRMA and ILU only
Cancelled -

LIRMA only - The LIRMA Leader has circulated the claim to other
Circulated companies

Deleted All bureau

Ll oydds a n-dAppliek td claamnsketfement requests that are
Fully Authorised fully authorised but not yet signed.

Fully Authorised or Complete -

In Error -
Mkt Rejected LIl oydds only
Part Authorised LIl oydds and | LU
Agreed by the Leader but not yet authorised by other agreement
parties
Companies only - The Company Leader or another agreement party
Pended (or Rejected) has queried the item
Previous RIP ILU only
Purged LIRMA and ILU only
L1 oy d & sApplies ivhere the Lead or an agreement party has
Queried made a 06Query Returnd response

It is not possible for users to view atransaction that has a Tr ans ac tDeleted §RIhErm@m s o f
Mkt Rejected 6 @ urged d
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7.14 Cross Market Comments Screen

Users can ac cess the Cross-Market Commentss cr een by c¢clicking on the 06Vi
at the top of the screens that display claim summary and claim transaction details
Manage Wiew UMER Wieww Comments Send Link
To Declare a
Claim Summary - BOS1SUMREBP0O2 - CHEREIe S =6l - 2017091
Claim Reference and Details
JCR: BOS18UCR12SEPOL
LI BOS18UMRBPOZ
Claim Status: COPEM
Claimmant:
Policy Penod (From-To): -
Associated UWCR:
The Cross-Market Comments s creen shows responses and comments that carriers have made on
the claim that is currently being viewed. Both Public and Private comments are shown on this
screen. These can be accessed via separate tab s | ab ePublicdd adPdvat®d . Refer t

screen shots below.

Public Comments

Cross Market Comments

Claim Sum

Public Private

TR: BOOO1TRO13

Bureau Lloyd's
Co/Synd Name:

Comments:

LLOYD'S SYNDICATE TEST ACCOUNT
Public Comments by lead on BOOO1TRO13

ary - BOOO1DAVIEBOY - BOOO1DAVIEUCR - 09/11/2017 - TEST

TR Create Date: 040472018

Response:

Co/Synd Name:

Comments:

Co/Synd Name:

Comments:

Co/Synd Name:

Comments:

BOOO1TRO12

Bureau ILU

e I e vom el B v

LLOYD'S SYNDICATE TEST ACCOUNT
second Public Comments by lead on BOOO1TRO13
LLOYD'S SYNDICATE TEST ACCOUNT

Response:

Response:
Some more comments by lead on BOOO1TRO13
LLOYD'S SYNDICATE TEST ACCOUNT Response:

And line 4 of comments by lead on second response

TR Create Date: 04/04/72018

IMRO20
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Private  Comments

Cross Market Comments

Claim Summary - B0 1LUMRSANIEEVOS - BOOO1LUCRSAMNIEEVOS - - DAVIE

Public Private

TR: BOOO1TRO12 Date: 13/04/2018

Bureau Lloyd's
Co/Synd MName: LLOYD'S SYNDICATE TEST ACCOUNT Response: AUT

Comments: Private Comments 3{LIloyd’'s) on UMR : BOOO1UMRPRITYS225 UCR
BOOO1LUCRPRITY225 TR : BOOO1TRO12

Co/Synd NMame: LLOYD'S SYNDICATE TEST ACCOUMNT Response: AUT

Comments: Second Private Comments 14{Lloyd's) on UMR :
BOOO1LUMRPRITYS25 UCR @
BOODLUCRPRITYZS25 TR : BOOO1TRO12

TR: BOOO1TRO11 Date: 13/704,/2018

Bureau Lloyd's
Co/Synd MName: LLOYD'S SYNDICATE TEST ACCOUNT Response: AUT

Commeants: Private Commeants 2 on UMR : BOOO1IUMRPRITYS25 LUCR :
BOOO1LUCRPRITY925
TR : BOOO1TRO11

Close

IMRO20

NB:Users who have decl ared an o6l ndividual Conflict 0
Il nterestd on a claim wionmmemdatsdsdbatt e avdewi | | n c
associated with the claim on which the conflict has been declared.

7.14.1 The Origins of the Claim Comments

The comments that appea  r on the Cross -Market Comments s creen in the IMR have been copied
across from the claims processing applications. Details are provided below.

T Ll oy-dithse LI oydds O6Public Commentsd are t heéndcomme
XCS9 as O6Public Commentsd whentotheadaimwyi t hiemrt he spReae ¢
sc r e e n &the iIEGF2 system. Each agreement party can optional ly add (
Comment sd atheirgespornse. o f

T ILU-The 1 LU 6Publ i c coBmentsthat hagedheen r eentered by ILU companies

as OPublic Commentngd twlkeem mals poResperseser elend 1 het
ECF2 system or the ILU CLASS system. Private Comments can also be added via these
screens.

1 LIRMA-The LI RMA 6 Pu bl thathave deerm eemtereddy the LIRMA Bureau Lead
within the LIRMA Lead Re sponse screen when making a 6 Ci rcul ated® respon
commentsareentered as O6Lead Comment srivate Comments shbvr EnitheP
6Cross Market Comaneecommm @ nssraemled by companies
Footnoted when t heyinB@HR ertha LIRMALIPASS system.

Users with the required access rights will be able to view comments that carriers made either
before or after the new FileNet version of the IMR was introduced
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7.14.2 Comment Details

The following details are shown attheto  p of the Cross -Market Comments s creen (as a heading)

0 The UMR, the UCR, the Loss Date and the Loss Name.  The information displayed on the screen

is detailed below. (All the data displayed on this screen is protected 0 i.e. this is view-only
information.)

9 The Bureau & The identity of the bureau involved (i . e . Il LU, LIRMA or Lloyd?¢

T  Co/Synd Name - The name of the company or syndicate that has made the response to
the claim and their comments . (Any responses and comments made by XCS staff will be
included wi t hi n domnoeptslseéction d with the organisation n ame being shown as
8Xchanging Claims Services Ltd @)

 Response & The code shown here will indicate the type of response made by the carrier.
(Refer to the table in section  7.14.4.)

I Comments - This fidd shows the free -format text that has been added as part of the
c ar r irespondesto the claim.

The comments and claim response details  are first grouped by transaction (in descending date
order) and then by bureau (in alphabetic order) 0 i.e. comments on the most recent claim
transactions are, therefore, shown at the top of the screen.

Earlier TRs are shown with their cemnertsion neach ofdHel TRp s e d
to be opened and to be closed (collapsed) by click ing on the TR he ader, which will expand the
selected transaction and collapses the others

If no comments have been recorded against the UCR |, or if there are no comments that the user
has authority to view, then the system will display the following message

&No comments exist for this claim & UCR: 0.

T h eCloged b u tor therscreen will return the user to the screen from which they selected the
Oview Comments 8 | i nk.

7.14.3 User Access Information
User access information is provided below.

- Ll oydds syndlicaeres daanXCS) can see all 6public
bureaux) and all claim responses.

- Lloydds syndicates can see Oprivate comments?d
syndicates and XCS.

- ILU companies can see all/l 0 p ufdr lali bareaoxp andnadl clains 6 o n
responses.

- ILUcompaniescan see Oprivate comments® entered by al

However, they cannot see private comments entere
companies.
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- LI RMA companies clainc seemmént $udn a claim (for a
responses.

- LI RMA companies can see 6pri vat eolleagueanimetheir s & e
organisation. However,they cannot see Oprivate comments?d
offices of other LIRMA companies, ILU companies, syndicates or XCS.

- Brokers can see all 6Public Comment sd associ at e
all bureau xonthe clam. However, brokers are not able to vi

In summary, all users (brokers, car riers and XCS) can view Public Comments that have been

added claims on which their organisation participates (i.e. they are part of the market for the
claim). There is restricted viewing for private comments , as shown in the table below
o Able to View Which Public Able to View Which Private
Viewing Party
Comments? Comments?

Lloyd's Carriers All Lloyd's and XCS

ILU Carriers All ILU Only

LIRMA Carriers All Own Organisation Only

Brokers All None

XCS All Lloyd's and XCS

The following message will be  displayed to users when none of the carriers have responded to the
claim or if data entered in one of the claims systems has not yet been transferred to the IMR:

Olhere are no comments available on the IMR. Previous comments may exist on CLASS that
cannot be displayed. &

Comments entered against claims prior to 2008 are also not displayed.

7.14.4 Claim Response Codes

The codes that may be di spl ay ahed Cross-MarketeConiniee dspsoeers e &  f
are listed in the table below

R—eé'c‘:doeﬁ Bureau Description
AUT Ll oydd Authorised i . e. a 6Seen/ Action®6 response o0
QUE L1 oy d g Query/Return response
L | oy d @ Notyetactioned
ACC LIRMA Accounting issue
CAA LIRMA Claim Advice accepted
DIS LIRMA Carrier is in dispute
FIL LIRMA File Required ( Should not be used for ECF submissions? )
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INF LIRMA Further Information required

NO LIRMA Carrier is in dispute (settlement)

YES LIRMA Claim Settlement accepted

LIRMA Blank is shown for alead Circulate response
AUT ILU Authorised

PEN ILU Pended / Queried

7.15 Conflict of Interest

7.15.1 Declaring an Individual Conflict of Interest

Functionality that enables a user to declare a Conflict of Interest is no longer available in the IMR
Carriers can use the ECF2 Claim Agreement Screens (
Interest.

Brokers who wish to declare an Individual Conflict of Interest on a claim should contact their
Security Administrator who can perform this action on the claim on behalf of the user by using the
6Managed function. 716Ref er to section

I f a user has declared that they have an 6l ndividual
in the previous WSMP version of the IMR), then the user will  not be able to take any of the following
actions:

 View transaction information for t he 6conf liimdt eadn ctl hae Transact i

screen;
1 View any claim -related documents fort he 6conflicted cl ai md;
1 Add new documents to (or edit existing documents for)t he &6conflicted cl air

1 Expand the UCR within the Navigation Tree to show Transactions, Classifications or
Document Types;

T View Cross Market comments for the éconflicted claim o .

7.15.2 Declaring an Organisational Conflict of Interest

Functionality that enables a user to declare an Organisational Conflict of Interest is also no longer
avail able in the | MR. Carriers can use the EGR2 ClI
organisation -level conflict of interest.

Once a user has declared an m@ani sational C o n ffItheyc for onef of theirt er e s
colleagues) subsequently searchesf or t he &6conflicted cl ai md usimng t
the IMR, then the following message will be pr esented to the user:

(@]

6No resul ts fsareexgected, ybufmayrnet bavd the required access to view them.
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I f an 60Organisational Confl i ct inthé ECFNhQAS systaent (6r inlthes b e ¢
previous WSMP version of the IMR), then the user will not be able to take any of the action sthat
are listed in section 7.6.3.

7.15.3 Security Administrators

When a Security Administrator user first view s a claim on the Claim Summary s creen, the system

will display a version of the s crCendirmNadlhdvituali €anflict d e s
of Interest & .Security administrators need to confirm they have no conflict of interest before they

can view claim documents, view comments, add or edit documents.

The user will be able to navigate to the Transactions, Classification and Document Types screens

by expanding the UCR in the Navigation Panel. However, no documents will be shown until the
user has confirmed that they do not have a conflict of interest on the claim.

7.15.3.1 Conflict of Interest is Declared

If the Security Administrator con firms that they do have a conflict of interest , then they will not be
able to review claim transaction information, view the claim documents, view the cross -market
comments or add documents to (or edit documents for) the UCR.

7.15.3.2 No Conflict of Interest

If the Security Administrator confirms that they do  not have a conflict of interest on the claim by
s e | e ¢ Canfirng Nodndividual Conflict of Interest &6 b u tther the pop -up screen shown below
will be presented to the user.

Confirm No Individual Conflict Of Interest

Claim Summary - BOOO1IMRP3508 - BOOO1IMRP2S08BUCRL - 2017-06-20 - VIKRAM

Yyou have confirmed you do not have a conflict on this claim
Access to documents and comments relating to this claim will

Do you wish to proceed?

The system will updatethe user 6s vi ew of ttheeusec ¢an isea the daint “retated
documents via any of the following screens:

1 The Claim Transaction Summary s creen;
1 The Claim Transaction Selected  screen;
1 The Claim Classification screen;

1 The Claim Document Type s creen.

The user will also be able to view the Cross -Market Comments by selecting the & i ew Comment s
button .
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If the Security Administrator confirms that they do not have a conflict of interest, then t h e Caifirm
No Individual Conflict of Interest & b ut t maot appeal Ithe next time that the Administrator
accesses the Claim Summary screen for that claim. The button will also not appear if the Security

Administrator has already confirmed that they have no conflict of interest on the claim via the
ECF2 Claim Agreeme nt Screens (or in the previous WSMP version of the IMR ).

7.16 The6 Managed Functi on
O0Rest ri ct e-dhisAundienssordy available to Security Administrators

Userswhohave | MR 6 Security Administratord aitherallswsordenyght s
individual users in their organisation with access to claim records . Upon selecting the &Manage 0

button at the top of the Claims Summary s creen, the user will be presented with a pop  -up screen

that contains a list of u sers whose default user profile allows them to access the selected claim

(UCR).

The Security Administrator can grant or revok®do each
Accessd a rFulAdcessd radi o buttons. shoedelew. t o t he screen

Manage Claim Permissions

Claim Summary - BDDITMRPIUATPMLE - BDODITESTAOIDOL - 28611 /2017 - SHIDMNK

Uzmar Pler Borcmas Fall fccass

B OO 1 -

Submit Cancel

[MROZTE

Where an ind ividualuserina secur ity admini str at aacordlist ofonteiggst onias at i or
claim, the 6Managed function can be used to restric

t heNo Accessd option against the user ds ang prevented ftloln r e s u
accessing the claim documents and viewing the cross -market comments.

7.17 Add Third -Party

Security Administrators can enable users at third -party organisations to access claim records.
Further information is provided in section 1~ 1.2.
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8 THE A&S DIRECT LOABUNCTION

8.1 Introduction

The A&S Direct Load function is used by brokers to submit premium, treaty and policy work
packages to Xchanging.

A O6Work Packaged consists of a Wor ksuhragdléANs,aslipglands u p p o
endorse ments di.e. documents that need to be reviewed by technicians at Xchanging to check
and pr ocess premium and policy -related work items.

Technicians at Xchanging are presented with a special view of the documents to be processed,

known as t he Work Package View (refer to s ection 6). The Work Package View is constructed
using information from the Work Order. This displays all the documents that thet echnician needs
to review .

This section describes how broker s can create, edit and resubmit A&S work package S.

8.2 High-Level Process Overview
A high -level summary of the A&S process is provided below.

U Step 1 - The Broker prepares, validates and submits an electronic work package o
containing a Work Order and  some supporting documents

U Step 2 0 System-generated validat ion checks are applied by Xchanging to the documents
and data that the broker has supplied in the submission.

U0 Step 3 dIf no errors or omissions are detected, thed ata and documents are loaded onto
the IMR. An acknowledgement message is returned to the Broker .

U Step 4 - The work package is allocated to a technician at Xchanging. The technician
applies a set of standard checks and either processes the work package or raises queries
with the Broker C ontact .

U Step 5 - For items that are processed, s igning data is returned to the B roker and is
transmitted to the carriers  that are participating on the contract.

U Step 6 0 Signing data is loaded on to the appropriate screens within the IMR

8.3 Creating Work Packages

Users can create new work  packages by loading documents to the IMR and completing a Work
Order. Clicking on the A&S icon (shown below) in the left -hand side of the IMR Home Page takes
the user to the initial A&S Direct Load s creen (a Iso shown below). Data only needs to be entered
in the first two panels of th isscreen to create new work packages.
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)4 (A&S Direct Load
LR
Tha UMR must ba double keyed to perform the direct load opearation.

UMR Entry 1: ¢ UMR Entry Z: ¢

—Create Work Order ?
Selact to add documents to existing work order or create a new work order.

el & Aadd doocumants and optionally create work Order

TiCreate Work order with existing documents

—waork Package actiomn

The work Package Referanca must be entered to Add/Remove documents, Resubmit or
Withdraws work packages.
work Package Refarence: ¢
Action: (OrAadd/Remove documents
(I Resubmit

¢ owWithdraws

Submit Cancel

IMROO09

. "

8.3.1 UMRPanel

Usersmustenterthe cont ract ds Uni gue NMRkIdhe twRfeldsar thee hop pane(
of the screen shown above. As it is important to create a contract record with the correct
reference, users need to enter the same reference in both fields.

The fields i n  tWok Patkage Action 6 p aonly heed to be used when a user is editing or
withdrawing an e xisting work package (refer to s ection 8.4). Therefore, the radio buttons in this
panel are disabled when a UMR is entered .

8.3.2 Work Package Options

Users then need to decide what action they want to take to create the work package. The two
options are as follows:

a) Add Documents and (Optionally) Create Work Order d If the first option is chosen, the user
will be taken tothe Add UMR Document screen (referto s ection 8.3.3). The user can load
documentstothe IMR and, optionally, create and submit a Work Order. (Users can choose
to simply load documents to the IMR  di.e. they may decide to create a Work Order at a
later stage.)

b) Create Work Order with Existing Documents - If the second option is selected, the user will
be taken to the Create Work Order screen . This option should be selected when the
documents that need to be included in the work package have already been loaded to
the IMR.
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8.3.3 Loading Document s

Userscan load new documents to the IMR by using th e Fitesfield on the Add UMR Document
screen. This enables users to select the documents that they need to load to the IMR from their
local network drive . It is possible to select one or more documents.  The minus (-) symbol in the
0 F idfiell an be used to remove documents that have been selected in error.

A copy of the Add UMR Documents  creen is shown below.

Add UMR Document

UMR: bo001b500

File(s):™ % 0
Test Document One.docx
Test Document Two.docx

Document Type:™ 7 slip -
Document Type Ext: #
Document Mame: % Test Document One.docx
DCocument Description: @ The original slip
Original Document Date: # 13/06/2017 &
Your Reference: @ TEST999
Confidential Document?: 2
Work order required?: v
Submit Cancel

IMROL10

8.3.3.1 Document Properties

Once the user has selected the document(s) that they wish to load to the IMR, details of each of
these individu al documents can be provided via the other fields on this screen. Information is
provided below.

1 Document Type - Completion of the Document Type field is mandatory. This is because
this information is used to determine how the document will be categorised (refer to
section 2.4).

1 Document Type Extension -1 f t he us ©ther ®eclnenttds idh t he Documen
drop-down | i st ,Docurheatn TypetEgrtendiondfield mustb e completed (to help other
users to determine what the  document relates to).

1 Document Name - The Document Name field is pre  -populated with an (ed itable) system -
generated name.  The name that is displa yed will be the actual name of the document

1 Document D escription & Users can provide further information regarding the document in
this field.

1 Original Document Date o If relevant, a date can be added to confirm when the
document was actually created (i.e. outside of the IMR).

94




THE | MR USER GUI DE

 Your Reference 0 The user o0s own document reference can
required.

1 Confidential Document & Checking this tick box enables the user to restrict access to the
document. Refer to section 8.3.3. 4.

1 Work Order Required - Refer to section 8.3.3. 3.

It is possible to view some help text for each of the fields on this screen by clicking on the question
mark symbol @ that is displayed next to the field. Mandatory fields are highlighted on the screen
with a red asterisk *.

8.3.3.2 Points to Note

The following points should be noted:

1 Loading Multiple Documents -Users can create different O6pro
documents that they have selected. When multiple documents are being loaded, the
data that the user enters on this screen will be held against the document that is currently
sel ect edFiiIfield e 6

1 Loading Multiple Documents & Validation Failures - If a user attempts to load multiple
documents and they encounter a  failure for one of the documents, then none of the
documents will be loaded.

1 Loading the Same Document Twice - Users will be prevented from loading the same
document more than once in a single operation.

1 Document Number and Size Recommendation s 8 It is recommended that users do not
attempt to load more than 30 documents to the IM R in a single action. 1t is also
recommended that users do not load individual documents or files to the IMR that are in
excess of 20MB.

1 Acceptable File Types 0 Details of acceptable file types can be found in Appendix C.

1 LPAN Submission Options &8 LPANs can be aggregated and sent in a single d ocument (or
PDF file) or they may be submitted as separate documents.

1 Document Categorisation - Documents are categorised according to the Document Type
that is allocated to the document when it is loaded to th e IMR. Detailed mapping
information for document types to document categories is provided in Appendix B

1 Add Document Warning Message - The first time a user uploads a document, a dialog box
will appear that displays the following warning message:

df you have not customised the security, all parties involved in the risk/claim will be
able to access the document (interactively or via DRI). Are you sure you want to
proceed? 0

The purpose of issuing this reminder is to make the user consider whether they need to
restrict access to the document (refer to section 8.3.3.4).
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8.3.3.3 Work Order Option

Once users have completedth e Add UMR Document screen, t hey should indicate whether they
need tocreatea Work Order at this stage via the AMNork Order Required dcheck box at the bottom
of this screen. If this field is ticked then the  &Create Work Order s creen dwill be presented to the
user. If the user does not tick this field then the user will be direct ed back to the initial A&S Direct
Load O ptions screen.

If no errors are detected, then a &reate Document & Confirmation & p-oppmessage will be
displayed to the user :

O6vour document s have been loaded successfully to the UMR above. To load more
documents or create work orders, please return to the DirectLoad scr een

This message will only be displayed if the dWork Order Required? 6 f i e hot bednatzked.

8.3.3.4 L o a d iQorfide@dtial dDocuments

When users need to res trict access to individual documents (e.qg. where carriers write lines on
different contract terms ), the &Confidential Document dindicator should be ticked. A screen that
provides an Access Control List (ACL) will then be presented to the user.

Scenario 1

If a document is loaded to the IMR before an original premium transaction has been processed
(and, therefore, before details of the carriers have been loaded on to the IMR database), then

the user will need to enter the codes of the carriers that are to be given access to the document.
ClickingAdid thheedl i nk at ctesseContradlpist wifl resulthirean AAdd Carrier
pop -up screen being display ed.

Add UMR Document
UMR: BOOO1ES00
File{s):= 7 [+

Test Document Seven.docx

L
Document Type:= 7 Endorsement -
Document Type Ext: 2
Document Mame: 2 Test Document Seven.docx
Document Description: 2
Original Document Date: 2 &
Your Reference: 7
iConfidential Document?: 2 vt
Access Control List: 2 Add Reference Title
wWork order required?: ~
Submit Cancel
IMRO10O
The underwriting stamp code of the carrier th at needs to be added to the document ACL should

be entered on this pop -up screen & see below .
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Add Carrier

Please enter the carrier code of the
organisation to be added to the Access
Control List of this document

Carrier Code: [x1111

Cancel

This will result in the code being added to the ACL.

Add UMR Document

UMR: BOOO1ES00
lalg):= :
File(s): 7 >

Test Document Seven.docx -

Document Type:™= % Endorsement -
Document Type Ext: %
Document Name: ? Test Document Seven.docx
Document Description: #
Original Document Date: 7 B
Your Reference: %
Confidential Document?: 2 '
Access Control List: 2 Add Reference Title

o X1111 TEST COMPAMNY NO 1
Work order required?: '

Submit Cancel

IMRO10

This process should be repeated when the user needs to provide multiple carriers with access to
the document.

NB: The selected carriers will only be given access to documents once the original premium has
been processed ( i.e.once the system is able to confirm that the carriers are included in the market
for the UMR).

Scenario 2

If a document is loaded to the IMR after the original premium transaction has been processed
then the carriers present on the associated original premium signing(s ) will be displayed on the
ACL screen. The user can then select the carriers that should be given access to the document.

Ifnoerrorsar e det ect ed,CreatdBoouménh ed Confirmation & p-oppmessage will be
displayed to confirm that the documents have been successfully loaded to the IMR.
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8.3.4 Creating Work Order s

8.3.4.1 Work Order Screens

The submission of a Work Order act s as an instruction to Xchanging to start processing the work
package. Users can access the Cr eate Work Order s creen via two different routes

a) The user selects 8Add Documents and Optionally Create Work Order o on the initial A&S
Direct Load Options screen ,then check sthe 8Nork Order Required 6check box onthe Add
UMR Document screen .

b) The user select s&Create Work Order with Existing Documents  &on the initial A&S Direct Load
Options screen . Selecting this option results in the user being taken dir  ectly to the Create
Work Order s creen.

The screen that is presented to the user depends upon whether the Work Order is being created
for a new UMR record or an existing UMR record.  The screen shots below illustrate the difference s
between the two screens

On the first screen, no documents are held against the UMR record at the point when  the Work

Order was created. Therefore, document details are only di spl abpaldd Docomenth 5 6

panel.

A&S Direct Load - Create Work Order - UMR: BOOO1F500

Contract Details

Broker Contact Name: ~ Broker Contact Email: =

2 John Semple 2 John.Semple@xchangi

B?”C'ke" Contact Phone:~ 45552 XIS Contact Mame: #

wWork Order Details

Reference/Status:

Submission Type:™ 2 First Submission ~ Slip Type:™ 2 Direct Insurance ~
Class of Business:™ % Marine - Processing Required:™ 2 Premium Accountin -
Bureau:™ % Lloyd's - OP/FPO LPAMS Count: 2 1

Policy Type: 2 - AP/RP LPANS Count: %

Urgent Reference: % Treaty FDO/Statement: 2 -

Additional Information: 2

Group Details Simultaneous Signings

Si Si i iredz: -
Group Reference: 2 im Signing Required [

1
? i

Mumber in Group: 2 UCR: 2
TR: 7

Loaded Documents
MName Type Created by Created On select
Test Document . -

]
Two.docx Policy
Ig_s_t El_o_c”ument slip F -

Total: 2

UMR Documents e

On the second screen below , documents are already held against the UMR record. Therefore,
document det ail s ar e di s pabea yDealimeritsn 8 b pa h e lt h a UMR

Documents 8 panel
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A&S Direct Load - Create Work Order - UMR: BOOO1F500
Submission Type:™ # First Submission - Slip Type:™ # Direct Insurance - -
Class of Business:™ # Marine - Processing Required:* 2 Premium Accountin -
Bureau: ™ ? Uoyd's - OP/FPO LPANS Count: 2 1
Policy Type: ? - AP/RP LPANS Count: 7
Urgent Reference: % Treaty FDO/Statement: 2 -
Additional Information: 2
Group Details Simultaneous Signings
Group Reference: @ Sim Signing Required?: ™
? ]
Number in Group: UCR: @
TR: %
Loaded Documents
Mame Type Created by Created On Select
Test Document Endorsement e
Five.docx
Iegt Ej_O::LII‘I‘Ient Endorsement o
Total: 2
UMR Documents
Name Type Created by Created On Select
Isit Document Two.d 550y BKR/BKR11 28/06/2017 12:08
Zgit Document One.d g, BKR/BKR11 28/06/2017 12:08 -

A confirmation message will be displayed to the user. This will confirm the reference that has been

allocated to the work package

d refer to the example below.

@ Create Work Order-Confirmation

UMR:

Work Package Tag:
Tracker barcode:
Presentation Date:

& work package has been successfully created

Mew Work Package Reference: [AGPFADD]

[BOOO1FS00]
[20170628-121642]
[REPDOO196932]
[28/06/2017]

8.3.4.2 Work Order Details

The purpose of completing a Work Order is to provide a summary of the work i

be processed. The Work Order provides details s uch as the type of
(e.g. premium accounting, policy checking, etc.), the type of business

the number of transactions that need to be proc

Detailed completion instructions
Appendix D

essed.

and validation rules
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8.3.4.3 Work Orders & Mixed -Market Submissions

Brokers have the option of submitting a single work package (i.e. by completing a single Work
Order) on mixed -market submissions for Excess Loss Reinsurance and Facultative Reinsurance.
However, this is not possible for other classes of business. Separate work packages must be
submitted for LI oydds transadtions,ompany mar ket

Brokers should note t hat, if a single work package is submitted on a mixed -market contract, then
a query raised on just one of the submissions will result in the entire package being queried (or
rejected).

(Separate LPANs still need to be sWdbntiatrtreiderfsor) LI oy

8.3.4.4 Group ed Submissions

The 6égroupingd feature relates to the submission of
need to ensure that a series of related treaty account transactions (e.g. transactions that relate

to different years of account for the same client) are settled on the same day. This can be

requested by completing the &Group Reference 6 and @Number in Group 0 fields inthe 8 Gr oup
Detail sd p &borkedrdeo.f t he

Group Details Simultaneous Signings

Sim Signing Required?:

Group Referance: 7 .

Number in Group: ? UCR: 7
TR: %

Completion of the &Group Reference & a nNdimbér in Gro upd fields results in technicians at
Xchanging being prevented from processing the transactions within these work packages on
different days.

Usersneed to complete both fields. The format of the reference that needs to be entered in the

@Group Reference 6 fi el d is simil ar (refertotAppendit @r .mat Nodberdd MR s
Groupd field must also be completed to indi cshouleebet he
grouped together for processing purposes.

The user should enter the same Gr oup Reference on the Work Order s creen for each of the
associated work packages.

Brokers are notified if a complete set of work packages has not been received within 4 hours of
the first submission. A rejection message will be issued if the position is uncha nged after 7 hours.

NB: It is not possible to group a proportional treaty FDO with a treaty statement.

8.3.4.5 Simultaneous Signings

The Simultaneous Signings fields enable usersto indicate that some related premium and claim
transactions need to  be processed and settled on the same day. The Unique Claim Reference
(UCR) and Transaction Reference (TR) fields are used to identify the claim transactions. If the &im
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Signing Required 8 i n diisteEked, rthen both the GJCRO and 0OIR0 fields also need to be
completed

(NB: Ll oydds simultaneous reinstatement rlieemwith e ar e
procedures that are defined in the LIoydds Systems,
Brokers should not submit these transactions via A&S.)

8.3.4.6 Work Ord er Document Panels

The documents that have been loaded to the IMR that need to be included within the work
package need to be identified within the Work Order. The required documents must have been
successfully loaded on to the IMR before the Work Order i s submitted.

T h doafed Documents & P adispldys details of documents that the user has justloadedtoth e
IMR via the Add UMR Document s creen.

T h eJMR Documents & P adispldys details of documents that have previously been loaded to
the IMR for the UMR.

Users can select the documents that they want to include within a work package by checking
the &Select dcheck box on the right -hand side of the appropriate document de  tails rows in the
d.oaded Documents & a n dUMRDocdments 8 panel s.

Users only need to load individual documentstothe IMRonce . For Additional and Return Premium
submissions, it is not necessary to refer to the slip in the Work Order if it is already p resent on the
IMR and there is only one slip present. If there is more than one (or it is being replaced) then the
appropriate  slip must be selected on the Work Order screen .

NB: Brokers should note that , if any documents that are needed for checking/proc essing the work
item_are not_visible in the work package view that is presented to the XlIStechnician |, then this may
result in the work package being queried

8.3.4.7 Policies, Wordings & Endorsements

Brokers can submit policy documents together with the premium documents (as an
orthe policydocuments can be submitted separately (as a 6Polic
premium has been processed.

An XIS Policy Control Form must be loaded to the IMR and  submitted as part of the work package
to define the type of policy service that is required. Electronic policies are sent back to the broker
as a secure PDFfile by email and are also stored on the IMR .

If a non -premium endorsement needs to be checked by Xchanging , then a copy of the
endorsement should be loaded on to the IMR and referenced in a Work Order.

8.3.5 Confirmation E mail s

Once the user has successfully submitted a work package to Xchanging, a confirmation email will
be sent to the user. The email will conta in the Work Package Reference, the Presentation Date
and a Work Order tag . An example is provided in Appendix E
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8.4 Editing and Withdrawing Work Package s

8.4.1 Introduction

Users may find that they need to edit a work package 0 either because they realise after
submitting the package that they have made an error (e.g. they have forgotten to include a key
document within the submission) or ~ because they have receive d a valid query from a technician
at Xchanging.

It isonly possible to edit w ork packages either before the package has been allocated to an XIS
technician for processing or fo  llowing the receipt of a query.

The Edit Work Package function provides users with three different options. These options can be
seen within the bottom panel of the A&S Direct Load Options screen.

Users only need to enter the Work Package Reference (a UMR does not need to be provided)
and select one of the three options in the ONork Package Action &panel.

T 6Add/ Remove Dashoulde selested whena user wantsto editan existing work
package. The user will be ta ken to the Add/Remove Document s creen.

1 6 Re s udshould be selected when a user wants to resubmit a work package that an XIS
technician has 6rejectedd. The user wil/l bee
screen.

T 6 Wi t hdsheauld be selected when a user decides that they need to withdraw and
replace a work package (e.g. when a user needs to construct a completely new work
package) . The user will be take n to the Withdraw Work Package s  creen.

Refer to the screen shot below.

ARS Direct Load

—UMR
The UMR must be double keyed to perform the direct load operation.

UMR Entry 1: = UMR Entry 2: %

— Create Work Order 7
Select to add documents to existing work order or create a new work order.
(add documents and optionally create Work Order

O Create Work order with existing documents

&

—wWork Package Action

The Wwork Package Reference must be entered to Add/Remowve documents, Resubmit or
withdraw work packages.
Work Package Reference: 2 ASPEILY

Action: i Aadd/Remove documents

ThResubmit
CoawWithdraww

Cancel

IMROO9
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Users can only edit work packages at the stage before an XIS technician has started processing
the work item or after the work packages has been queried (i.e. where the status of the work
package i dewdi tdjuerigd g

The radi o buCreateWerkOrder headel are disabled i f the use
Reference.

Further detailed information is provided in the sections below.

8.4.2 Queries and Resubmissions

If a technician at Xchanging needs to raise a query on a work package the n details of the query
arer ecorded i n tsystemdndanamakl willbé sent to the person named as the Broker
Contact to enable them to access detail sof the query.

Brokers are only able to use the Edit Work Package function if the resubmission is received by
Xchanging before 5pm (UK time) on the next business day following the query. An error message
will be displayed (6 The wor k package c)afrhe e subntissionésdecdiveddider this
time. Brokers will then have to treat the package as a new submission . A new presentation date
will be allocated to the  work package . (Refer to section 8.4.4 & &Resubmitting Rejected Work
packag)es?d

NB: Brokers can app ly for an extension to the resubmission deadline by contacting the XIS
technician who raised the query.

8.4.3 Adding & Removing Documents

Once a user (who has the appropriate security permissions ) has indicated that they wish to add
and/or remove documents from a work package on the A&S Direct Load Options screen, a
revised version of the Work Order s creen will be presented to the user.

The Work Order screen will display the Work Order data that was originally entered by the user
along with a UMR Documents panel. All the Work Order data will be protected except the
following two fields:

a) XIS Contact Name '3 Where applicable, users should enter t he name of the  XIStechnician
who raised the query in the XIS Contact field.

b) 'Additional Informa tion' & Users can supply information in this field to  provide processing
instructions or explanations to the  XIStechnician .

The 6Submission Typed f i eladgtomaticallyt rsett YResukmisSiondalowingvi | |
Query?d

The user can then indicate which documents should be added to and/or removed from the work
packageby wusingt he ti ck box eslectbn heradtimeg 6 n the O6UMR Documeé
bottom of the screen. Refer to the screen shot shown below.

(Brokers should always ensu re that all the required documents are included within edited work
packages.)
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AES Direct Load - Add/Remove Documents from Wark Package
UMR.: B0001A500

Contract Details

Broker Contact Name: @ John Semple Broker Contact Email: 9 Johin, SempleXchanging. com
groker Contact Phone; ¢ 45552 XI5 Cortact Namea: ¢ Iam Smith

Work Drder Details

Aeference, Status: AGTFLHES/NEW

Submigsion Type: g Resubmission Ehip Type: @ Direct Insurance
Class of Business: ¢ Maring Processing Required: ¢ Premium Accounting
Bureau: g Companies O/ FPO LPANS Count: g 1

Policy Typ=e: » AP/RP LPANS Count: &

Urgent Referanca: ¢ Treaty FOOyStatement: ¢

Correct endorsement now induded
Additional Infoermation: 5

Gorosugy Dusbails Simultaneosus Sigoings
Group Reference: Lim Sigming Required™: ¢
mumber in Group: & UCR: 3

TR: 2

UMER Documwenls

M Type Created by Created Omn Select

Agreed PFlacing Endorzeme

Test Document Fourdocs . BHF/T5A401 QBFLLIZ01T 15133 -
Test Documant Six.docs slip BHF/TSA401 OFFL1/B0LT 11143 -
Teas Documsnt Sever.decx LEARMN BER/TSAS01 QM1 01r 11:8 L& -
Tokal: 11
Submit Cancel

IMRO11

If the action has been successful, then a confirmation message will be displayed on the screen to
advise the user thatthe work package has been updated d see below . A confirm ation email will
also be sent to the Broker Contact.

(i) A&S Direct Load

| & work package has been modified.

Close

Both the original Work Package Reference and the original Presentation Date will be retained
when a broker adds and/or removes documents from a work package.

8.4.3.1 Loading New Documents

Users should note that if they need to add a document to the w ork package thatis not currently
loaded to the UMR record on the IMR , they wi | | need t o ddJMRDoamenth ec réefe n d
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to add the document. When the user then return sto th e Work Order s creen, the documen t will
be available for selection

8.4.3.2 Locking Work Packages for Editing

When a user indicates that they want to add or remove a document, the work package will be
'locked for editing' . The user will be given 60 minutes in which to complete the editing . Ifthe user

fails to submit an edited work package within the 60
package will be made available to XIS for processing

-minute window then the original work

If the Work Package has been locked for editing 3 times in the past 24 hours then the system will

display a message to the user stating that the Work Package cannot be edited.

Wor k packaged oxrke dadl svdh eén a n ogdnShetwerlcphckagetd cammence
processing. This action prevents the broker from editing the work package. Further information is
provided in section 6.4

8.4.4 Resubmitting dRejected dWork Package s

If the broker is unable to resolve  a query before the query resolution deadline then the technician

at Xchanging may change t he st &Réeacted @ Usersdareresubmitvkorkp a c k a
packages that rheajvec thesdeth ebdyt i mRegsubinihde obp t i o nWork Packiade e

Action panel on the  A&S Direct Load Options s creen.

ARS Direct Load - Resubmit Work Package - UMR: BO0O0O1DIFFSTATUMR1

Conltract De=Lails

Broker Contact Namea:; = Broker Contact Email: = #

Brodker Contact Phone:™

|agleat_singhdxchandg
XIS Contact Mamee: 9
work Order Details

Reference/Stabus:
Submission Type:=

AGTOEHW/RE]

Slip Type:* 7 Excess Loss Relnsur =

Class of Business:

Aviation

Processing Reguired:*

Premium Accounting =

Bureau:™ ¢
Policy Tyvpe: »

Urgent Referance: »

Additional Informalion: g

Group Details
Group Reference: ¢

Mumber in Group;: =

UMR Documants

Hamee

0351AB1TIL4ELS Shig.pdf
FFLABLTO4ELY Ehip.pdf
I391AB1TOLELS Palicy. pdf

ASLARLTO4AELS LPAN.oof

13

Mizead

Creatad by
BER,
B

BiR,

OFFPO LPANS Count;: ¢
APRYRP LPANS Count: 5

Treaty FDO/Statement: »

Simultaneous Signings
Sim Signing Required?: s
ULR: =

TR: &

10

Created On

TEALD1 3071172017 1

STEA401 307117201

BER/TEASDL 30/11

TEA4D] 30117201

Salect

Submit
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The Work Order screen will be presented to the user. All the fields on the screen will be pre -
populated with data  thatwas supplied in the origin al Work Order. The us er will be able to change
data in any of the Work Order fields. The only exception will be the Submission Type field which

wi || be automati cResubmisshamgEd!| t owibng Rej ecti ond

All the documents that are associated with the UMR will be presented to the user for potential
inclusion in the new work package. The user will be able to select or de -select documents that
are to be added to or removed from the work package.

Once the Work Order screen has been completed, a new work package wi Il be generated with

a new Work Package Reference and a new Presentation Date. The system will display a message
that confirms to the user that the work package has been successfully resubmitted. A
confirmation email  will also be sent to the user. The email will contain the n ew Work Package
Reference, the new Presentation Date and a new Work Order tag

If the user needs to load a new document to the IMR then they will n eed to follow the process
that is summarised in section 8.3.3 above.

The original work package  will remain on the IMR with a status of © Rejected . The work package
will be ‘'loc ked' - no further processing will be allowed.

NB: Brokers that use the A&S Direct Load function should always use the 'Resubmit’ functi on for
rejected work packages rather than submitting a completely new work package. However,
brokers cannot 'resubmit' DRI submissions that are rejected. A new work package must be
submitted in this scenario.

8.4.5 Withdraw ing Work Package s

Userswith the appropriate security permissions can withdraw work packages before they have
been assigned to a technician at Xchanging. The status of the work package must be either
New 6o r Tragked Ind@ The screen shown below will be presented to the user . All the data will be
protected 9 users will not be able to make any changes. The purpose of displaying this information
is to enable the user to confirm that they are about to withdraw the correct work package.
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After the user Withdawél atkéetdeobodt om pog-uptstreen vilichere e n, a
appear that asks the user to confirm that they want to withdraw the work package.

The following message will then be displayed
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