[image: image165.emf]MEMBER 

MODELLER

Homepage

Members MAPAs

MAPA Details 

View Proposed 

Member 

Conversions

Reporting Admin Help 

Load Dummy 

Member Back 

Years

Create Dummy 

MAPA

Publish ECA to 

Lloyd’s

Export All 

Participation Sets

Link Members to 

Account Execs

ULBY Report

MAPA Member 

Participation 

Report

Agent Summary 

Report

 Participation 

Scaling Report

MAPA Syndicate 

Participation 

Report

Dummy Member 

Report

Audit History 

Report

Proposed 

Member 

Conversion 

Report

 Member 

Summary Report

Member 

Participation Set 

Comparison 

Report

Active Set ECA 

Report

FAQ

Create Dummy 

Member

View MAPAs

Member Details

Member 

Participation Set 

Details

Scaling Single or 

Multiple Member 

Participations

Model Proposed 

Single or Multiple 

Member 

Conversion

Set Target ECA

Create New 

Participation Set

View Members

Member Life ECA

Import New Group 

Participation Sets

Manage Group 

Participation Sets

Export Single or 

Multiple Member 

Participations

Restore Lloyd’s 

Participations

Calculate ECA

Calculate Single 

Member ECA 

Calculate Single 

or Multiple 

Member ECA

Manage 

Participation Sets 

(Delete, Change 

Active)

Export Single 

Member 

Participations

Model Proposed 

Single Member 

Conversion

Scaling Single 

Member 

Participations

Add, Edit Delete 

Participations

 Member 

Summary Report

Delete Group 

Participation Sets

Import 

Participation Sets

Calculate Single 

or Multiple 

Member ECA

Edit, Delete 

Dummy Members

Create New 

Dummy Member

Delete Proposed 

Conversion

Recalculate ECA 

on Proposed 

Conversion

Model Proposed 

Member 

Conversion

Import Life ECA

Delete Life ECAs

Calculate Single 

or Multiple MAPA 

ECA

Create Dummy 

MAPA

Export One or 

Multiple MAPAs

Import One or 

Multiple MAPAs

Calculate Single 

MAPA ECA

Add, Edit, Delete 

MAPA 

Constitution

Import MAPA 

Constitution

Revert MAPA 

Constitution to 

Lloyd’s Baseline

Make One or 

Multiple 

Participation Sets 

Active

Add One or 

Multiple Members 

to Selected List

Add One or 

Multiple Members 

to Selected List


	42


	41



	Member Modeller
Agents User Guide for the Member Capital Modelling Software

 September 2017


Disclaimer 
Users are required to accept the Terms and Conditions and Privacy Statement, prior to accessing the member modelling software for the first time.  Details of this are shown in section 2.
Contents

61
Introduction


61.1
Help and Support


61.2
Minimum System Requirements


61.3
User Permissions


71.4
Navigating around the System


92
Getting Started


92.1
Registering


92.2
Logging in


92.3
First Logon


103
Homepage


113.1
Manage Modeller Type


113.1.1
Changing the Modeller Type from Proposed Year to Current Year


123.2
Latest Member Participation Sets Updated


123.3
Left Hand Navigation


134
Members


134.1
The Members Page


134.1.1
New Multi-Members – Users with family groups or multiple corporate members.


134.1.2
Member Filter


154.1.3
Calculate ECA


154.1.4
Search



164.1.5
Modelling Inactive Members


164.2
Scaling


164.2.1
Single Member Scaling


204.2.2
Multiple Member Scaling


234.3
Model Proposed Conversions


234.3.1
Modelling Single Member Proposed Conversions


274.3.2
Modelling Multiple Member Proposed Conversions


304.4
Export Participations


314.5
Member Details Page


324.5.1
Active Participation Set


324.5.2
Creating a New Participation Set


354.5.3
Deleting a Participation Set


364.6
Member Participation Set Details Page


364.6.1
Editing Syndicate or MAPA Participations


374.6.2
Adding New Participations


384.6.3
Deleting Participations


394.6.4
Generating the Member Summary from the Results Tab


404.7
Set Target ECA


424.8
Dummy Members


434.8.1
Creating a Dummy Member


444.8.2
Importing multiple Dummy Members


464.8.3
Editing Dummy Member Back Year Participation Set information


474.8.4
Storing back-year participations for Dummy members


474.8.5
Change an existing Participation Set to default


484.9
Manage Group Participations Sets


484.9.1
Importing a group participation set


514.10
Life ECA


524.10.1
 Creating a Life ECA – Individual Members


525
Admin


535.1.1
Export Participations


535.1.2
Link Members


545.1.3
Publish ECA


556
Reporting


567
MAPAs


567.1
MAPAs Page


567.1.1
Search



567.1.2
Calculating the Notional ECA for the MAPA


577.1.3
Creating a New Dummy MAPA


577.1.4
Exporting MAPAs


587.1.5
Importing MAPAs


597.2
MAPA Details Page


607.2.1
Editing the MAPA Constitution


617.2.2
Adding a New Participation


627.2.3
Deleting Existing Participations


637.2.4
Importing the MAPA


647.2.5
Reverting the MAPA to the Baseline Constitution


647.2.6
Generating the MAPA Reports from the Results tab


657.3
Dummy MAPAs


657.3.1
Creating a Dummy MAPA


667.3.2
Editing a Dummy MAPA


677.3.3
Deleting a Dummy MAPA




1 Introduction
The purpose of this manual is to provide a guide on how to use the Member Modelling system.

The Member Modelling software can be used to model the effect on member Economic Capital Assessment (ECA) values, by changing member participations on varying syndicates and MAPAs.
1.1 Help and Support
All users are advised to review the Member Modeller user manual and FAQ section on Lloyds.com before directing queries to Lloyds. 

All agent queries should be co-ordinated through an Administrator, to improve the efficiency of the support function. If the Administrator is unable to resolve the query, the initial first line of support is the e-mail helpline (Lloyds-MRC-Help@lloyds.com) which will be manned by the MRC team. All Member Modeller queries should be directed to the Lloyd’s support line: 0207 327 5333 quoting “Member Modeller”. 

1.2 Minimum System Requirements

Users are advised to access the software through Internet Explorer 7/8 (and above) or Firefox 3.5.3 (and above). Other portals may be used, but have not been tested by Lloyd’s and may result in a loss of user functionality or performance. 
1.3 User Permissions 
The system has six levels of external users:

· Member

· Multi-Member 
· Member Agent Admin

· Member Agent 

· Managing Agent Admin

· Managing Agent

These different user types have different permissions in what functionality they can access and the reports that they can produce.

1.4 Navigating around the System 

The site map in the figure below illustrates the structure of the pages in the system and the functionality that can be invoked from them.
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2 Getting Started
Users are advised to add the member modeller software to their list of trusted sites in the Internet Options section. This allows exporting and importing of data to be completed without pop-up blockers and delays occurring. From within the site select the following: 

“Tools” → “Internet options” → “Security” → “Trusted Sites” → “Sites” → “Add” 

2.1 Registering

All system users will need a Lloyd’s account.  To register for a Lloyd’s account please complete the application form and submit to the MRC email (Lloyds-MRC-Help@lloyds.com).  The application form is located on lloyds.com:  http://www.lloyds.com/The-Market/Tools-and-Resources/Tools-E-Services/Member-Modeller
2.2 Logging in
Users can log into the Member Modeller system using the email address and password used to register a Lloyd’s account. 
The system can be accessed directly via the URL https://mcatweb.lloyds.com or through Lloyds.com http://www.lloyds.com/The-Market/Tools-and-Resources/Tools-E-Services/Member-Modeller 

Every time a user tries to access the system they will be require to securely log in.
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Step 1: In the account log in screen enter your email address

Step 2: Enter your password

Step 3: Click on the ‘Log in securely’ button
The first time the user logs into the system they will be required to accept the terms and conditions. After this first log on the first page displayed will always be the Homepage.
2.3 First Logon

On the first logon to the system users will be required to accept the Member Modeller systems  terms and conditions.  A full copy of the Member Modeller Terms and Conditions & Privacy Statement are also available on Lloyds.com  http://www.lloyds.com/The-Market/Tools-and-Resources/Tools-E-Services/Member-Modeller
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Step 1: To accept the terms and conditions click the ‘I accept the terms and conditions’ checkbox
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Step 2: Click the ‘Continue’ button

The Homepage will be loaded.
3 Homepage

The Homepage is the first page displayed upon successful logon to the system. This is where the Lloyd’s MRC team will communicate notifications and updates to the system.
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3.1 Manage Modeller Type 

Available to: Member, ME Admin, ME, MA Admin, MA

There are two modeller types; Proposed Year and Current Year. The Proposed Year modeller type is used to model member capital requirements for the coming year. The Current Year modeller is used for modelling pre-emptions and mid-year start-ups.
The Modeller Type will default to the last modeller type accessed by each individual user. 
Lloyd’s MRC can lock modeller types. If a modeller type is locked, red explanatory text will be displayed underneath the modeller type when it is selected as well as displaying next to the Modeller type (see 3.1.1) in red text. 
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3.1.1 Changing the Modeller Type from Proposed Year to Current Year
Step 1: On the Homepage in the ‘Select Modeller Type’ dropdown select ‘Current Year’
The Current Year will be highlighted and once selected it will be displayed in the Select Modeller Type field.
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Step 2: Select the ‘Go’ button
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After clicking ‘Go’ the Modeller Type in the top right hand corner of the page will be changed to “Modeller: CY”. This is displayed in the title bar on all pages in the system to show the user which modeller type they are in.
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3.2 Latest Member Participation Sets Updated

The five last participation sets created / updated by the user logged into the system will be displayed in the ‘Latest Member Participation Sets Updated’ table at the bottom of the Homepage.
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These participation sets can be used as a shortcut to return to the particular member or participation set. Click on a Member Number or Name to be taken to the Member Details page for the member or click on the Participation Set Name to be taken to the Member Participation Set Details Page for the member’s selected participation set.
3.3 Left Hand Navigation
The left hand navigation is used to access all system functionality.
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· View Members – this link loads the Members page which displays all members that the user’s organisation manages. Through this page users can model and manage their members. This now includes the option to also model Life Members.
· Manage Group Participation Sets – this link loads the Manage Group Participation Sets page where multiple member participation set imports can be run and existing group member imports can be managed
· Dummy Members – this link loads the Dummy Members page which is where users can create new dummy members and manage existing  members
· View Proposed Member Conversion – this link loads the Proposed Member Conversion page. This is where users can view proposed single and multiple member conversions that have been modelled by users within their organisation. Note proposed conversions cannot be created from this page
· View MAPAs – this page loads the MAPAs page which displays all MAPAs that the user’s organisation manages. Through this page the user can model and manage their MAPAs
· Dummy MAPAs – this link loads the Dummy MAPAs page which is where users can create new dummy MAPAs and manage existing
· Reports – this link loads the Reports page where users can run a selection of reports from in Excel or PDF format
· Admin – this link loads the Admin page where users can perform administrative functionality such as linking members to other users in their organisation, exporting participations for all members and publishing ECAs to Lloyd’s
· Help – this link loads the Member Modellers Help page on Lloyds.com
· FAQ – this link loads the Member Modellers frequently asked questions page on Lloyds.com
4 Members
To access the Members page click on the ‘View Members’ link on the left hand navigation
4.1 The Members Page

The Members page displays all members that the organisation of the user logged in has permission to view. The members displayed on the page will default to ‘All Members’. 
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Up to 20 members are displayed in the members table at any given time; these can be viewed by using the vertical scroll bar. Other pages of members can be viewed using the new alphanumeric search option. 
4.1.1 Multi-Members – Users with family groups or multiple corporate members. 
Available to: ME Admin, ME, MA Admin, MA
This functionality allows one member to login to view multiple member participation sets (Lloyds sets only). This requires a change to the access list/database therefore you need to request this functionality via the helpdesk Lloyds-MRC-Help email. Note: Upon setup the user experience will be different to that of a normal member login and some restrictions apply – see page 6.
4.1.2 Member Filter

Available to: ME Admin, ME, MA Admin, MA

The Member Filter defaults to display members that have been linked to the user logged in. If the user has no linked members the table will display All Members. Other filter options include; Active Members, Inactive Members, All Members, Dummy Members and Selected Members. The filter option will persist throughout the session until this is changed by the user. 
4.1.2.1 Selecting and Applying a Filter

Step 1: Click on the Member Filter dropdown

The member filter dropdown will display all filter options. 
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Step 2: Click on a filter option
Clicking on a filter option will automatically apply the filter to the member results displayed in the table. Any searches performed will be performed within the Member Filter applied. 

4.1.2.2 The Selected Members List

Available to: ME Admin, ME, MA Admin, MA
The selected members list is unique to the user logged in. It is a group of members that have been added into this filter by the user and can be used for example as a group of multiple members to perform a bulk scaling on or bulk ECA calculation.
4.1.2.3 Adding Members to the Selected Member List
Step 1: Select members to add by checking one or multiple member checkboxes. 
To improve ease of use, it is also now possible to select multiple checkboxes using the ‘shift’ key.
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Step 2: Select the ‘Add Selected’ button
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Selecting the ‘Add Selected’ button will add the selected members to the ‘Selected Members’ filter. A notification message will be displayed on screen confirming that the members were successfully added to the Selected Members filter. Selections will persist across paging so the system will remember the check boxes on different pages before ‘Add Selected’ is pressed.
Step 3: Click on ‘Selected Members’ in the Members Filter
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The ‘Selected Members’ filter will be applied to the members table and only the selected members will be displayed. These members can then all be selected to be included in a multiple member calculation.
4.1.3 Calculate ECA

Available to: ME Admin, ME, MA Admin, MA

On the Members page the ECA can be calculated for one or multiple members who do not already have the ECA for their active participation set displayed.
Step 1: Click the check box for one or multiple members

Step 2: Click the ‘Calculate ECA’ button
Step 3: Click the ‘Ok’ button
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The status ‘Calculating’ will be displayed against each of the selected members; their ECA results will be returned and displayed as they are calculated.
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4.1.4 Search

Available to: ME Admin, ME, MA Admin, MA
The members table can be searched by Member Code, Member Name, Member Type, Active Participation Set Name or Valid. The members table will be searched within the Members Filter applied. For example if the ‘Linked Members’ filter is applied a member code search will only be performed within the linked members.
Note: To search by Valid enter ‘Yes’ or ‘No’ in the search box. ‘No’ will return a list of members with invalid participation sets.
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Step 1: In the Search dropdown select ‘Member Name’
Step 2: In the search field enter a letter or partial name

Note: Wildcard searches can be performed.
Step 3: Click the ‘Search’ button

All member results matching the search criteria will be returned and displayed in the members table.

Step 4: To clear the search results click on the ‘X’ in the search field
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The search results will be cleared and all members that fall under the current member filter will be displayed.
4.1.5 Modelling Inactive Members

The system has been enhanced to allow, on request, the modelling of inactive members, i.e. those not underwriting in the proposed year. This has been introduced to assist with the management of member conversions and consolidations. The use of this new functionality is administered by Lloyd’s. Prior notice must be made to Lloyd’s who can allow inactive members to be available to agents.
Please contact MRC (mailto:Lloyds-MRC-Help@lloyds.com) for further assistance. 
Once the member has been made modellable it can be then be selected in the usual way from the view members screen.
4.2 Scaling 

The scaling functionality can be used to apply a percentage to one or multiple members modelling year participations. There are two scaling options; 0-125% which scales at 5% increments or up to five user entered scaling percentages. 
The 100% scaling equals the member’s current position therefore to scale a member’s participation set by 5% 105% must be entered. To reduce a members’ participation set by 10%, 90% must be entered.
Note: this function is unavailable to Life ECAs.
4.2.1 Single Member Scaling
Available to: Member, ME Admin, ME, MA Admin, MA Note: unavailable to Multi-Members 
Step 1: Click on the checkbox next to the member and their participation set to scale
A single member can be scaled from the Members page or from a selected member’s Member Details page. If a member is scaled from the Members page the scaling will be done on their active participation set. From the Member Details page any of the member’s sets can be scaled. To select the member and their participation set click on the checkbox to the left of the member
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Step 2: Click on the ‘Scale Participations’ option in the actions dropdown on the bottom right of the page
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Step 3: Click the ‘Go’ button

The Scaling Member Participations page will be loaded.

Step 4: Select the scaling option
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There are two scaling options. The 0-125% scaling which is run at 5% increments or up to five user entered scaling percentages. 
Click the radio button for one of the options. If selecting the user entered scaling percentages the five fields will be enabled – a minimum of one scaling percentage and a maximum of five can be entered in the fields. Note: Running the 5 user entered scaling percentages will be much quicker than running the 0-125% option.

Step 5: Click the ‘Calculate’ button
The user will be navigated to the Results tab. A progress spinner will be displayed and the results returned once they have completed calculating. Note: The value displayed on screen represents the Pure ECA before the application of the prevailing minimum. The reported figures via the results tab and the reports section display the Final ECA value (with minimum applied).
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Once the scaling results have been calculated and returned:
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Note: Once the Scaling page is navigated away from, the user cannot return to the results. The results are not saved.
Step 6: Generating the Scaling report by clicking on one of the ‘Scaling Report’ buttons
The scaling report can be produced in either Excel or PDF format.
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Step 7: To select a scaling percentage to apply to the member’s participation set check the radio button to the right of the ECA result
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A scaling percentage cannot be selected and applied if the member’s set being scaled is the Lloyd’s Participation Set; if another user has edited the members set whilst it is being scaled thus invalidating the calculation; or if the scaled participations exceed the syndicate or MAPA capacity. If sets cannot be scaled the results will be greyed out. 
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Step 8: To apply the selected scaling percentage click the ‘Apply Selected Scalings’ button
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A window will be displayed requesting confirmation of action.
Step 9: Click on the ‘OK’ button
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A notification will be displayed on screen that the member’s participation set has been successfully scaled. The ECA results for the scaled set will have been cleared and will require re-calculation.
4.2.2 Multiple Member Scaling
Available to: ME Admin, ME, MA Admin, MA

Step 1: Select multiple members to scale on the Members page
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Step 2: Click on the ‘Scale Participations’ option in the actions dropdown on the bottom right of the page
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Step 3: Click on the ‘Go’ button

The Scaling Member Participations page will be loaded.
Step 4: Select the scaling option
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There are two scaling options. The 0-125% scaling which is run at 5% increments or up to five user entered scaling percentages. Click the radio button for one of the options. If selecting the user entered scaling percentages the five fields will be enabled – a minimum of one scaling percentage and a maximum of five can be entered in the fields.
Step 5: Click the ‘Calculate’ button

The user will be navigated to the Results tab. A progress spinner will be displayed and the results returned once they have completed calculating. Note: The value displayed on screen represents the Pure ECA before the application of the prevailing minimum. The reported figures via the results tab and the reports section display the Final ECA value (with minimum applied).
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Note: Large multiple member scaling calculations will take a long time. On average a 100 member 0-126% scaling will take around 35 minutes – 50 minutes.  A 100 member scaling with 5 user entered percentages will take roughly 10 - 15 minutes. 
Once the scaling results have been calculated, they will be returned and displayed on the page.
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Note: Large multiple member scaling calculations will take a long time. On average a 100 member 0-126% scaling
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Note: Once the Scaling page is navigated away from, the user cannot retur to the results. The results are not
saved

Step 6: Generating the Scaling report by clicking on one of the ‘Scaling Report’ buttons

The scaling report can be produced in either Excel or PDF format
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Note: Once the Scaling page is navigated away from, the user cannot return to the results. The results are not saved.
Step 6: Generating the Scaling report by clicking on one of the ‘Scaling Report’ buttons 
The scaling report can be produced in either Excel or PDF format.
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Step 7: To select a scaling percentage to apply check the radio button to the right of the ECA result or to select all scalings in a column check the checkbox next to the scaling percentage
Selecting radio buttons for different scalings:
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Selecting the scaling percentage checkbox to select all:
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A scaling percentage cannot be selected and applied if the member’s set being scaled is the Lloyd’s Participation Set, if another user has edited the members set whilst its being scaled thus invalidating the calculation or if the scaled participations exceed the syndicate or MAPA capacity. If sets cannot be scaled the results will be greyed out. 
Step 8: To apply the selected scaling percentage click the ‘Apply Selected Scalings’ button
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A window will be displayed requesting confirmation of action.
Step 9: Click on the ‘OK’ button

[image: image41.png]



A notification will be displayed on screen that the member’s participation set has been successfully scaled. The ECA results for the scaled set will have been cleared and will require re-calculation.
4.3 Model Proposed Conversions

Available to: Member, ME Admin, ME, MA Admin, MA
Note: The system will now recognise when the active set changes for donor members in a proposed conversion. When this happens, the system will mark the conversion as requiring recalculation. Previously, the conversion had to be recreated with the revised participations.
Single and multiple member proposed conversions can be modelled in the system. Existing or dummy members can be used in conversions
4.3.1 Modelling Single Member Proposed Conversions

Note: unavailable to Multi-Members
Step 1: Click the checkbox next to the member and their participation set to model

A single member can be modelled from the Members page or from a selected member’s Member Details page. If a member is modelled from the Members page the conversion will be done on their active participation set. From the Member Details page any of the member’s participation sets can be selected to be modelled. To select the member and their participation set click on the checkbox to the left of the member.
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Step 2: Click on the action dropdown on the bottom right of the page and select ‘Model Proposed Conversion’
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Step 3: Click on the ‘Go’ button
The Model Proposed Conversion page will be loaded.

Step 4: Enter a name for the conversion in the ‘Conversion Name’ field
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Step 5: Click on the ‘Calculate ECA’ button
The user is navigated to the Results tab. A progress spinner is displayed whilst the results are being calculated.
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Once the results are calculated they are displayed on the Results tab.
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Step 6: To save the conversion click on the ‘Save Conversion’ button
Step 7: Click on ‘Ok’ to save the conversion or ‘Cancel’ to not save it
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Selecting ‘Ok’ will navigate the user to the saved conversion on the View Proposed Conversion page.
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Step 8: To return at anytime to the saved conversion click on the ‘View Proposed Conversion’ link in the left hand navigation.

4.3.2 Modelling Multiple Member Proposed Conversions

Step 1: Click the checkbox next to the members to model
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Step 2: Click on the action dropdown on the bottom right of the page and select ‘Model Proposed Conversion’
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Step 3: Click on the ‘Go’ button
Step 4: Enter a name for the conversion in the ‘Conversion Name’ field
Step 5: Click on the ‘Edit’ button to edit the donor member shares
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The Donor member table will be opened up to editing the share % values.

Step 6: Edit the donor member shares by typing in the ‘Donor Member Share %’ fields
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The donor members’ shares are automatically calculated based on the percentage of their modelling year participations making up the recipient member. The shares can be changed however the sum of the donor member share must always equal 100%. If the sum of the donor member shares does not equal 100% when the user saves the changes they will get a notification message.
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Step 7: Click on the ‘Save’ button to save changes or the ‘Cancel’ button to lose all changes

The donor members table will be closed to editing.

Step 8: Click on the ‘Calculate ECA’ button

The user is navigated to the Results tab. A progress spinner is displayed whist the results are being calculated.
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Once the results are calculated they are displayed on the Results tab.
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Step 9: Click on the ‘Save Conversion’ button
Step 10: Click on the ‘Ok’ button to save the conversion or the ‘Cancel’ button to not save it
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Saved conversions can be viewed on the View xConversions page accessible via the left hand navigation.
4.4 Export Participations

Available to: Member, ME Admin, ME, MA Admin, MA
Participation sets can be exported via the Members page for one or multiple members. For a single member participation sets can also be exported via the Member Details page. Note: The Export participations option will now include Life participations where appropriate.
Step 1: Select one or multiple members by clicking on the checkbox to the left of the members code
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Step 2: Select the actions dropdown at the bottom right of the page and click on ‘Export Participations’
[image: image58.png]Select an action,

Select an action,

Model Proposed Conversion

Restore Lioyd's Participations
Scale Participations




Step 3: Click on the ‘Go’ button

Step 4: Click on the ‘Open’ button to open the export in MS Excel, click on the ‘Save’ button to save the file or click on the ‘Cancel’ button to cancel the export
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The file is in .CSV format. 
4.5 Member Details Page

To access the Member Details page click on the member name on the Members page.
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The Member Details page displays all participation sets held for the selected member in the modeller type and is where they can be managed.
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4.5.1 Active Participation Set

A member can only have one active participation set in each modeller type. The member’s active set is the set displayed on the Members page. It is the set that will be used in any multiple member calculations. A member’s active set is the set that has the ‘Active’ radio button selected.
Note: At the start of each modelling year the Lloyd’s Participation Set will be the members active set.
4.5.1.1 Changing the Active Set via the Member Details Page

Step 1: Click on the ‘Active’ radio button for one of the member’s sets which is not active

Step 2: Click on the ‘Ok’ button to change the active set
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This will make the selected participation set the member’s new active set. A confirmation message will be displayed on screen confirming that the active participation set was successfully updated. 
4.5.2 Creating a New Participation Set

New Participation sets can be created for single member’s via the Member Details page, see section 4.9 for creating sets for groups of members.

Step 1: To create a new participation set for a single member click the ‘Create Participation Set’ button on the Member Details page
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The Create New Participation Set page will be loaded. There are three ways a new participation set can be created:

· Basing the set on an existing participation set for the Member
· Importing the set 

· A blank set

All new sets will contain the member’s open back years.
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4.5.2.1 Creating a New Participation Set - Based on an Existing Set
Available to: Member, ME Admin, ME, MA Admin, MA
Step 1: Click on the ‘Create Participation Set’ button on the Member Details page
Step 2: Enter a name for the participation set in the ‘Participation Set Name’ field
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Step 3: Select the ‘New Set Based on’ radio button
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Step 4: Select the set from the dropdown

The ‘New set based on’ dropdown will display all existing participation sets for the member in the modeller type.
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Step 5: To make the new set the member’s active participation set click on the checkbox ‘Make this the active set?’ 
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Step 6: Click on the ‘Save’ button

This will create the new set. The user will be navigated to the Member Participation Set Details page for the new set.
4.5.2.2 Creating a New Participation Set – Importing
Step 1: Click on the ‘Create Participation Set’ button on the Member Details page
Step 2: Enter a name for the participation set in the ‘Participation Set Name’ field
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Step 3: Select the ‘Import Participations’ radio button
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Step 4: Click the ‘Browse’ button
Step 5: Select the file to import and click on the ‘Open’ button

[image: image71.png]Echoosese =
() [ sy MactarV » Documents <4y |[Search 2]
Favorie Links Name Type size =
dummy members.cav
B Desieop %lm"w
S Recent Places e
. E11s00.csv
18 Computer EME Lite ECAv
I cocuments M 2 Members. v
B picres ity
B Music Er137a.csv
@ Recently Changed E1213.csv
B sesches Errstcov
Ui publc Er2r6t.csv
E3etcv
E1e106.csv
Al members.csv
Foldars ~ | B1200 members.csv o
File name: | - [AlFies)





Step 6: To make the new set the member’s active participation set click on the checkbox ‘Make this the active set?’ 
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Step 7: Click on the ‘Save’ button

This will create the new set. The user will be navigated to the Member Participation Set Details page for the new set.
4.5.2.3 Creating a New Participation Set – Blank

Step 1: Click on the ‘Create Participation Set’ button on the Member Details page
Step 2: Enter a name for the participation set in the ‘Participation Set Name’ field
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Step 3: Select the ‘Blank Set’ radio button
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Step 4: To make the new set the member’s active participation set click on the checkbox ‘Make this the active set?’ 
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Step 5: Click on the ‘Save’ button
This will create the new set. The user will be navigated to the Member Participation Set Details page for the new set.
4.5.3 Deleting a Participation Set

Step 1: Select the member’s participation set(s) to be deleted by clicking on the checkbox to the left of them
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Step 2: Click on the ‘Delete’ button
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Step3: Click on the ‘Ok’ button
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The selected participation set(s) is deleted from the Member Details page.
4.6 Member Participation Set Details Page

To navigate to the Member Participation Set Details page click on the Participation Set Name on the Members page or the Member Details page.

The Member Participation Set Details page displays the syndicate and MAPA participations which constitute the member’s set. The Page consists of three tabs;

· Editable Participation Set – If the modeller type is the proposed year (PY) then the member’s PY and CY participations will be displayed. If the modeller type is the current year (CY) then only the CY participations will be shown. On this tab the PY and CY participations can be created, edited and deleted. However, there are restrictions in place; existing CY participations can only be increased, they cannot be decreased or deleted, user created CY participations have no such restrictions. If participations are edited then the Results tab will be disabled forcing the user to recalculate the ECA to access the tab
· Back Year Participation Set – The member’s open back year participations are displayed read only
· Results – The member’s ECA results based on the participations in the set are displayed on this tab. The Member Summary report can be generated from the tab which displays the extended results for the member.[image: image166.png]DUMMY MEMBERS
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4.6.1 Editing Syndicate or MAPA Participations
Step 1: Click the ‘Edit’ button 
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Step 2: Overwrite the Participation Amounts £ for one or multiple participation entries
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Note: There are no restrictions editing PY participations or user created CY participations but existing CY participations can only be increased, they cannot be decreased or deleted.
Step 3: Click the ‘Save’ button
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The participation table is closed to edits and the changes are saved.

4.6.2 Adding New Participations

Step 1: Click the ‘Add’ button under either the Syndicate Participations table or the MAPA Participations table
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Step 2: Select the syndicate number or MAPA number from the dropdown
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The year dropdown will be enabled with the available PY and or CY years for the selected syndicate or MAPA.
Step 3: Select the PY or CY in the dropdown
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YOA as illustration
Note: in the PY modeller type the PY and CY will be available in the dropdown depending on whether the syndicate or MAPA are available in that year. In the CY modeller type only the CY will be available in the dropdown.
Step 4: Enter the premium limit £
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Step 5: Click the ‘Save’ button 
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The participation will be added to the syndicate or MAPA participations table. The Results tab will be disabled. The user will need to recalculate the member’s ECA based on the changed participations.
4.6.3 Deleting Participations

Step 1: Click on the checkbox(s) next to the syndicate or MAPA participations to be deleted
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Step 2: Click on the ‘Delete’ Button
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Step 3: Click on the ‘Ok’ button
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The page will automatically refresh and the participations will be deleted from the relevant table.

4.6.4 Generating the Member Summary from the Results Tab
Step 1: On the Results tab click on the ‘Member Summary – PDF’ button or the ‘Member Summary – XLS’ button
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Note: Ensure the Member Modeller site has been added to trusted sites otherwise a security risk will pop up which must be accepted and the member summary report button clicked again.

Step 2: Select the option to open or save the report
4.7 Set Target ECA

Available to: Member, ME Admin, ME, MA Admin, MA Note: unavailable to Multi-Members
The Set Target ECA functionality can be invoked from the Member Details page, it is used to enter a target ECA, the system will then scale the modelling year participations accordingly to achieve the closest match to the target ECA figure. Note: this function is unavailable to Life ECAs.
Step 1: Click the participation set to model
Step 2: In the dropdown select the ‘Set Target ECA’ action
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Step 3: Click on the ‘Go’ button

Step 4: In the ‘Target ECA £’ field enter the £ amount
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Step 5: Click the ‘Calculate’ button

The status calculating will be displayed whilst the target ECA calculation is in progress.
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Once the calculation is complete the closet results will be returned.
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Step 6: To scale the member’s participation set to achieve the target ECA select the radio button next to the result
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Step 7: Select the ‘Apply Selected’ button
Step 8: Select the ‘Ok’ button
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A notification message will be displayed on the page confirming that the member’s participation set was successfully scaled in order to achieve the target ECA.
4.8 Dummy Members

Available to: ME Admin, ME, MA Admin, MA
To access the Dummy Members page, click on the link in the left hand navigation menu.

Dummy members can be created in the system. The functionality to import open back year participations for a dummy must be unlocked by Lloyd’s MRC.
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4.8.1 Creating a Dummy Member
Step 1: Click on the ‘Create Dummy Member’ button on the Dummy Members page

The Create Dummy Member page is loaded.
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Step 2: Enter a dummy member code in the ‘Dummy Member Number’ field
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Step 3: Enter a dummy member name in the ‘Dummy Member Name’ field

[image: image101.png]¥ ag Member Modeller_User_Guide_(Updated 2015).doc [Compatibility Mode] = Microsoft Word — (S|
Inset  Pagelajout  References  Maiings  Reve few  Developer Interacion  Uoyds | Format o
¥ cut R o~ R Fina -
I" 2 con [Arial o AN A = T naBbCeD 4ascooz 1 AAB 1 Aal 1111 Aa AaBbCcDd AaBbCcl AaBbCcl AaBbCcl AaBbCcl | AaBoCcDd | AsBbCeDdl AaBbCcI AaBb( 2 Repioce
Paste B 7 U-abex x - i+ | TCaption  Emphasis THeadingl THeading? THeading3 THeadingd THeading$ THeading§ THeading? THeading THeading3 | 7Non song subtiie  Twe | Change

2 < Format Painter

Navigtion > %L O R N N AN NN RN K R R RN R T30, W 5
Reports ’ ’
= oo |l iy
als8 0
L Navigating around .
P Step 2: Enter a dummy member code in the ‘Dummy Member Number” field
21 Registering 4
T : CREATE DUMMY MEMBER
23 st ogon - View Members
Homepage e
Manage Group
431 Manage el Create b and unique numbe
1 Manage Modellr . R Participation Sets reate dummy member. Enter in a name and unique number
21 Changing the
3.2 Latest Member Part, B Dummy Members
g ; mmy Member Number D1234
LeftHand Navigation View Proposed
P H Member Camversion o, T
< simevemberzrage ||| I
42 New Mut e ]
s functonaity 2 =
4.1.2 Member Filter N = Save (Cance)
423 Catute £ a0
414 sesrn ] .
Hasm Step 3: Enter a dummy member name in the ‘Dummy Member Name’ field
adeling na o
4 425amg
421 Sngietnense = CREATEDUMMY MEMBER
4.2.2 Multiple Mem. n View Members
4 43 Magel proposeac . Manage Group
Create dumrmy membe d unique n
Jrrr—— H Participation Sets Create dummy member. Enter in a name and unigue number
43.2 Modeling M g Dummy Mermbers
44 E;ycc Fi;\\:w‘ﬂ:m 3 View Proposed Dummy Member Number D12:
Lshemner Dot Por Member Conversion ober Narme
Active Particp 3 @‘* Member Name 7t Bummy Membe] —>
452 Creating e H
453 Deteting a Par g
4 48 Member aricpat R 5 Save] (Cancel
451 Editing Syndic
52 tag e Step 4: Click on the ‘Save’ button
463 Deteting paric R
464 Generting . -
47 setTarget ECA v
pr—re : 8

Page: 43 o166 | Words:8,763

e =& =2 e E Oremm=bu 55,





Step 4: Click on the ‘Save’ button
Step 5: Click on the ‘Ok’ button
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A notification message is displayed on the page confirming that the dummy member has been successfully created.
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The user is automatically redirected to the Dummy Members page and the newly created dummy is displayed on it.

4.8.2 Importing multiple Dummy Members

Step 1: Creating a Dummy Member import file
Import files must be .CSV in the following format:

	Dummy Member Number
	Dummy Member Name


Please note that the file should not have headers. For Example:

	TEST001
	Test Dummy Member 1

	TEST002
	Test Dummy Member 2

	TEST003
	Test Dummy Member 3


Step 2: On the Dummy Members page click on ‘Import Dummy Member Details’
A Text box, ‘Browse…’, ‘Import’ and ‘Cancel’ buttons appear.
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Step 3: Click ‘Browse…’ button

A ‘Choose file’ window appears.

[image: image105.png]Choose file

Lockin: | 3 TEST folder -] & ® ek
- Gfovien ety

Eijvenbereartigpatonset-07_07_2011-13 02 csv
Eijvenberpar tigpatonset-07_07_2011-16_U6.cov
BijTest_Den mport.cov
BijTest_Import_Diem PSet.cov

WL wigram_test.csv.





Step 4: Select the .CSV file to import and click ‘Open’ button

File name populates text box.
Step 5: Click ‘Import’ button
This will create all Dummy Members contained within the .CSV file.
4.8.3 Editing Dummy Member Back Year Participation Set information

Note that this can only be implemented by organisations with permission granted by an MRC user.

Step 1: Navigate to the ‘Dummy Members’ page and click on the dummy member whose back years you wish to edit

The desired dummy member’s details page is loaded.

Step 2: Click on the participation set that you wish to edit

Step 3: Click on Back Year Participation Set tab

Step 4: Click on ‘Edit’ button

The back year participation amounts should now be editable.
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Step 5: Overwrite the Participation Amounts £ for one or multiple participation entries
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Step 6: Click the ‘Save’ button

The participation table is closed to edits and the changes are saved.
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4.8.4 Storing back-year participations for Dummy members

Members’ Agents can store back-year participations for dummy members and manage default settings. 
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Once back year (CY and prior) participations have been set up (via group or individual function) they can now be automatically included when a new set is created. 
Default Participation Sets will appear at the top of the drop down list (along with the word Default) when creating a new set based on existing ones. 

4.8.5 Change an existing Participation Set to default
Go to the Dummy Members screen. In the list existing Dummy members can be seen along with their default Participation Set (if one has been set).
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From the Member Details page click on the Participation Set name. The Member Participation Set Details page will open. To make this set the default set click on the ‘Set As Default’ button at the bottom of the screen.
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4.9 Manage Group Participations Sets

Available to: ME Admin, ME, MA Admin, MA
The Manage Group Participation sets page can be accessed via the left hand navigation menu. This page allows users to import multiple member participation sets and manage them as groups.
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Note: You are now able to use natural or parallel syndicate numbers as the ‘main” syndicate. This will allow the
modeller information to be better co-ordinated with your own system. Please contact MRC helpdesk (Lloyds-MRC-
Help@Iloyds.com) for further assistance

Step 1: Creating a group participation set import file

Import files must be CSV in the following format

a

Fina -~

4aBbCeD@ AaBbCcI AaBb( & rewae

Stron Subtitle itle Change |

strong ot e | cnge | (e
Tiw 5
°
[EBEE 134% (0 3

1225

-

SEE DG s L





4.9.1 Importing a group participation set

Note: You are now able to use natural or parallel syndicate numbers as the “main” syndicate. This will allow the modeller information to be better co-ordinated with your own system. Please contact MRC helpdesk (Lloyds-MRC-Help@lloyds.com) for further assistance. 
It is now possible to import life participations. The Import Participations page now includes a column called ‘Life ECA (£)’ next to the Non-Life column ‘Final ECA (%)’. The Group Summary report will show the ‘Life ECA (£)’ column populated if there are Life participations present in the report. 
Follow the steps below in the same way you would for non-life participations below. To model individual life members, see section 4.10. 
Step 1: Creating a group participation set import file
Import files must be .CSV in the following format:

	Member Code
	Member Name
	Year
	Syndicate Number or MAPA Number
	Premium Limit £


Note the file should not have headers. For example:

	D1
	Test Member 1
	2011
	33
	4444

	D1
	Test Member 1
	2011
	518
	333

	D1
	Test Member 1
	2010
	33
	7777

	D2
	Test Member 2
	2011
	7217
	1111

	D2
	Test Member 2
	2010
	33
	6666


Step 2: On the Manage Group Participation Sets page click on the ‘Create New Import’ button
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The Import Participation Sets page will load.
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Step 3: Enter a name for the group in the ‘Participation Set Name’ field

Step 4: Click on the ‘Browse’ button next to the Import File field

Step 5: Select the import file and click on the ‘Open’ button
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The import file location and name will be populated in the ‘Import File’ field.
Step 6: Click on the ‘Make imported sets the active participation set’ checkbox

This will make the imported participation sets the active set for each of the members in the import file. If this is not selected the sets will not be the members active set.
Step 7: Click on one of the following checkboxes:
· ‘Import only participations that are in the file’ 

· ‘Use existing default back year set for dummy members’ 
· ‘Import participations that are in file and set back year participations as new default for dummy members’ 

Note:
 Members’ Agents can store back-year participations for dummy members and manage default settings. Once back year (CY and prior) participations have been set up (via normal import) they can now be automatically included when a new set is created.
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While the import is running the Import Participation Sets page, Import Parameters tab will remain displayed. Once

Siinchieshesfaos the import is complete the user will be navigated to the Results tab.
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4.9.2 Exporting a Group Participation Set
This functionality has now been added to the ‘action’ dropdown. Select the Participation Set by clicking on the check box next to the set and select ‘Export Participations’ from the drop down and select ‘Go’ to download.

Note: It is now possible to run member ECA reports for all members in Group participation sets (from either the Group Participation set function using the buttons on the Import Participations Sets screen [see above], or the Reports section). 
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4.10 Life ECA

Available to: ME Admin, ME, MA Admin, MA
The Life ECA page can be accessed via the View Members page.
Member life ECAs can be captured for members that already exist in the system having non-life ECAs or for members that participate on only life syndicates. 

To include a life only member in reports the member must be set up as a dummy member in the system.
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Note: Itis now possible to run member ECA reports for all members in Group participation sets (from either the
Group Participation set function using the buttons on the Import Participations Sets screen [see above], or the
Reports section)

The Life ECA page can be accessed via the View Members page.

Member life ECAS can be captured for membersthat already exist in the system having non-life ECAS or for
members that participate on only life syndicates

Toinclude alife only member in reports the member must be set up as a dummy member in the system
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4.10.1  Creating a Life ECA – Individual Members
Step 1: Select View Members from the menu on the left hand side of the screen and select the member you want to model. 
Step 2: Select the ‘Life ECA’ tab and then the ‘Add’ button.
Step 3: From the drop down, select the life syndicate you want to model and then select the ‘Save ECA’ button. 
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Step 4: Select the ‘Calculate Life ECA’ button to run the results.
Step 5: To view the results in PDF or Excel, select the ‘Member Summary – PDF’ or ‘Member Summary - XLS’ button. Note: The reports cannot be run until both non-life and life ECAs have been calculated. Once calculated, the Life ECA (£) result will also be available on the main View Members screen.

To model group life members, see section 4.9.1.
5 Admin

Available to: ME Admin, MA Admin
The Admin page can be accessed via the left hand navigation menu > Click on the ‘Admin’ link.

Three functions are available from the Admin page:

· Export All Participations Sets

· Link Members

· Publish ECAs to Lloyd’s
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5.1.1 Export Participations

Available to: ME Admin, MA Admin
Step 1: Click on the ‘Export All Participation Sets’ button
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Step 2: Click on the ‘Open’ button to open the file in Excel or the ‘Save’ button to save the file to a selected location
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5.1.2 Link Members

Available to: ME Admin, MA Admin
The Link Members functionality enables users to link members to selected users within their organisation so when these users log into the system, the Members page defaults to display their linked members. This can be particularly useful when different users manage different sub-sets of members.
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Step 1: On the Linked Members page select the user to link members to from the ‘Account Executive’ dropdown

Note: Only users that have logged into the system will be displayed in the dropdown.
The page will refresh to display the selected users linked members.
Step 2: Select one or multiple members on a page by clicking on the checkbox next to their member code

Step 3: Click on the ‘< <’ button to linked the selected members to the user
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Step 4: To remove linked members from the selected user click on the checkboxes next to the members in the ‘Members Linked’ table

Step 5: Click on the ‘> >’ button
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Step 1: On the Linked Members page 
5.1.3 Publish ECA

Available to: ME Admin, MA Admin
Agents are able to share with Lloyd’s the member ECA capital requirements and participations used for Coming into Line (CIL). This will be based on the active participation sets for the Proposed Year.  In the unlikely event that a Members’ agent needs to make a change to the published results, it needs to contact Lloyd’s MRC to arrange this. An admin user will need to select ‘Admin’ from the menu and then select ‘Publish ECA to Lloyd’s’.   

6 Reporting

The Reporting page can be accessed via the left hand navigation menu.
There are a number of different reports that can be generated from the Reports page. Selection of the Report Type will enable relevant parameter fields.
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The reports available are:

· NEW Abridged Active Set ECA & Extended Active Set ECA– This report displays all of an organisations member’s ECAs for their active participation set and shows which sets have been published to Lloyd’s. It is now possible to exclude Dummy Members from this screen via the All Active Members drop down. Select the checkbox to Exclude Dummy Members from the report. A new column to report life has been included called ‘Life ECA (£)’.

· NEW Abridged 
Agent Summary and Extended Agent Summary– This report displays all of an organisation’s members ECAs for their active participation set along with any member life ECAs.
· Audit History – This report shows the history of certain auditable events.
· Group Participation Set ​

· MAPA Member Participation – This report will show a selected MAPA and all members that participate on that MAPA along with their premium limit £.
· MAPA Syndicate Participation – This report will show a selected MAPA and the syndicates on which it participates along with their premium limit £.
· Member Participation Set Comparison 

· Member Summary 
· Proposed Member Conversion Note: unavailable to Multi-Members
· Existing Conversions (individual) Note: unavailable to Multi-Members
· Existing Conversions (All) Note: unavailable to Multi-Members
· Existing Conversions (All) Active Sets Only Note: unavailable to Multi-Members
· Life ECA – This report will include the Life OPL (£), Final Life ECA (£) and Final Life ECA (%).
Note: page 6 specifies which reports are available to a type of user.

7 MAPAs
Available to: ME Admin
7.1 MAPAs Page

The MAPAs page can be accessed via the left hand navigation menu > Click on the ‘View MAPAs’ link.
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The MAPAS page displays all MAPAS that the organisation of the user logged in manages

7.1.1 Search|

The MAPAs table can be searched by MAPA Number, MAPA YOA or MAPA Type.
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The MAPAs page displays all MAPAs that the organisation of the user logged in manages.

7.1.1 Search

The MAPAs table can be searched by MAPA Number, MAPA YOA or MAPA Type.
Step 1: In the Search dropdown select ‘MAPA Number’

Step 2: In the search field enter a MAPA number or partial MAPA number

Step 3: Click the ‘Search’ button

All MAPA results matching the search criteria will be returned and displayed in the MAPAs table.

Step 4: To clear the search results click on the ‘X’ in the search field
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The search results will be cleared and all MAPAs will be displayed.

7.1.2 Calculating the Notional ECA for the MAPA
On the MAPAs page, the notional ECA can be calculated for one or multiple MAPAs that do not already have their notional ECA displayed. These MAPAs can then all be selected to be included in a multiple MAPA calculation.
Step 1: Click the check box for one or multiple MAPAs
Step 2: Click the ‘Calculate ECA’ button
Step 3: Click the ‘OK’ button
The status ‘Calculating’ will be displayed against each of the selected MAPAs, their notional ECA results will be returned and displayed as they are calculated.
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7.1.3 Creating a New Dummy MAPA

Step 1: Click on the ‘Create New Dummy MAPA’ button 

The Create Dummy MAPA page is loaded.
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Step 2: Enter a dummy MAPA number (between the number range 7000 – 7999)

Step 3: Enter a dummy MAPA name

Step 4: Click the ‘Save Changes’ button to save the dummy MAPA
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7.1.4 Exporting MAPAs
MAPA constitutions can be exported via the MAPAs page for one or multiple MAPAs.

Step 1: Select one or multiple MAPAs by clicking on the check box to the left of the MAPA number
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Step 2: Click the ‘Export Constitution’ button
Step 3: Click the ‘Open’ button to open the export in MS Excel, click the ‘Save’ button to save the file or click the ‘Cancel’ button to cancel the export
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The file is in a .CSV format and has four fields (MAPA Number, Syndicate Number, Year and Participation Amount).

7.1.5 Importing MAPAs
MAPA constitutions can be imported via the MAPAs page for one or multiple MAPAs. For a single MAPA, the constitution can also be imported via the MAPA Details page.

Step 1: Create a MAPA constitution import file
Import files must be .CSV in the following format:

	MAPA Number
	Syndicate Number
	Year
	Premium Limit £


Note the file should not have headers. For example:

	7295
	218
	2011
	4,606,911

	7296
	4242
	2011
	5,707,584


Step 2: Click the ‘Import Constitution’ button
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`
The import buttons are loaded.
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Step 3: Click the ‘Browse’ button
Step 4: Select the file to import and click the ‘Open’ button
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The ‘Import File’ field is populated with the import file location and name.
Step 5: Click the ‘Import’ button
While the import is running, the MAPAs page will remain displayed. Once the import is complete, a notification message will be displayed on screen confirming that the file was imported successfully.
7.2 MAPA Details Page

To access the MAPA Details page, click on the MAPA number on the MAPA page or on the Manage Dummy MAPAs page.
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The MAPA details page displays the syndicate participations which constitute the MAPA. The page consists of three tabs:

· Editable Constitution – If the modeller type is the proposed year (PY) then the MAPA’s PY and CY participations will be displayed. If the modeller type is the current year (CY) then only the CY participations will be shown. On this tab, the PY and CY participations can be created, edited and deleted. However, there are restrictions in place; existing CY participations can only be increased, they cannot be decreased or deleted, user created CY participations have no such restrictions. If participations are edited then the Results tab will be disabled, forcing the user either to recalculate the ECA or revert the constitution to the baseline in order to access the tab

· Back Year Participation Set – The MAPS’s open back year participations are displayed for reference only.

· Results – The MAPA’s ECA results based on the participations in the constitution are displayed on this tab. The MAPA-Member report and the MAPA-Syndicate report can be generated from the tab. The MAPA-Member report shows the list of all members that participate on the MAPA and the MAPA-Syndicate report shows the syndicate participations which constitute the MAPA.
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7.2.1 Editing the MAPA Constitution

The MAPAs constitution can be edited via the ‘Editable Constitution’ tab on the MAPA Details page.
Step 1: Click the ‘Edit’ button
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The MAPA constitution table is opened to edits.
Step 2: Overwrite the Participation Amounts £ for one or multiple MAPAs
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Note: There are no restrictions editing PY participations or user-created CY participations but existing CY participations can only be increased, they cannot be decreased or deleted.

Step 3: Click the ‘Save’ button
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The MAPA constitution table is closed to edits and the changes are saved. The ‘Results’ tab will be disabled. The user will need to recalculate the MAPA’s notional ECA based on the new participation amounts.
7.2.2 Adding a New Participation
New participations can be added to the MAPAs constitution via the ‘Editable Constitution’ tab on the MAPA Details page.

Step 1: Click the ‘Add’ button
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Step 2: Select the syndicate number from the dropdown
[image: image141.png](setect

Bl

]l





The ‘Year’ dropdown will be enabled and populated with the available PY and/or CY years for the selected syndicate.

Step 3: Select the PY or CY in the dropdown
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Note: in the PY modeller type, the PY and CY will be available in the dropdown. In the CY modeller type, only the CY will be available in the dropdown.

Step 4: Enter the premium limit £
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Step 5: Click the ‘Save’ button.
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The participation will be added to the MAPA constitution table. The ‘Results’ tab will be disabled. The user will need to recalculate the MAPA’s notional ECA based on the new syndicate participation.

7.2.3 Deleting Existing Participations
Existing participations can be deleted from the MAPAs constitution via the ‘Editable Constitution’ tab on the MAPA Details page.

Step 1: Click the checkbox(es) next to the syndicate participation to be deleted
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Step 2: Click the ‘Delete ‘button
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Step 3: Click the ‘OK’ button
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The page will refresh and the participation(s) will be deleted from the MAPA constitution table.

7.2.4 Importing the MAPA
The constitution for the selected MAPA can be imported via the ‘Editable Constitution’ tab on the MAPA Details page. 
Step 1: Create a MAPA constitution file
Import files must be .CSV and must be in the format described in section xxx. Note that import files must only contain participations for the selected MAPA.
Step 2: Click the ‘Import’ button
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The import buttons are loaded.
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Step 3: Click the ‘Browse’ button
Step 4: Select the file to import and click the ‘Open’ button
The ‘Import File’ field is populated with the import file location and name.

Step 5: Click the ‘Import’ button
While the import is running, the MAPA Details page will remain displayed. Once the import is complete, a notification message will be displayed on screen confirming that the file was imported successfully.
7.2.5 Reverting the MAPA to the Baseline Constitution
The selected MAPA can be reverted to the baseline constitution via the ‘Editable Constitution’ tab on the MAPA Details page. Note that this feature is not available for dummy MAPAs.
Step 1: Click the ‘Revert To Baseline’ button
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Step 2: Click the ‘OK’ button
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The selected MAPA reverts to the baseline constitution. 

7.2.6 Generating the MAPA Reports from the Results tab

The MAPA-Member report and the MAPA-Syndicate report can be generated via the ‘Results’ tab on the MAPA Details page.
Step 1: Click the report button for either the MAPA-Member report or the MAPA-Syndicate report
Note that you can choose to generate both of the reports in either PDF or .XLS format. 
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Step 2: Select the option to open or save the report
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7.3 Dummy MAPAs
Available to: ME Admin
The manage Dummy MAPAs page can be accessed via the left hand navigation menu > Click on the ‘Dummy MAPAs’ link.
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7.3.1 Creating a Dummy MAPA

Step 1: Click the ‘Create New Dummy MAPA’ button 
The Create Dummy MAPA page is loaded.
[image: image155.png]Wid9-0ls Mermber_Modeller_User_Guide_(Updated 2015).doc [Compatibility Mode] - Microsoft Word o & R
e T T -9
2 ¥ o e | A N Hrina-
S avial S AN A 2T paBbced ameni: 1 AAB 11 9Bl 144 Aal 1441 Aal A ¢ ceptace
Paste - 3 - aption mphasis leading leading leading leading  Change >
S — [B]7 u-aex x T Capti Emph: THesding L Theasing2 Theading 3 THesding ¢ o Change (0
Cipboara 5 Font 3 soes 5| eating
Navigation L N e 0 BT i) F3 i3 i reom
Search Document ER 4]
BIE o MEMBER MODELLER

4 49 Manage Group par.. | = ||
48.1Importing a gr.

7.4 Exporting M.

410 Life ECA e CREATE DUMMY MAPA
4 5 adnin 1 Morag G,
i Punovion s et dummy MAPA. Ete i e snd s snr g TOOD TS s
511 Export Partici, = e
5.2 Link Members 3 Vieepopung DY WAt |
513 Publish ECA 5 T
& Reporting (S Changes Gonca G
. 4 Sk
7 Mapas | o
4 7.1MAPAs Page i Ounmy WA
7115earch - Repors
7.2 Caleulating th, = Adnin
Wiy
7.3 Creating 3 Ne. : .

7.5 Importing Ma,
4 7.2 MAPA Details Page
7.2.1 diting the M, B
722 Adding 3 New, i
7.2.3 Deleting Bxist.
7.2.4Importing the
7.2.5 Reverting the
7.26 Generating th. &

CREATEDUMMY MAPA

ummy MAPA Number

4 7.3 Dummy Mapas 4 Dummy MAPA Name

Step 2: Enter a dummy MAPA number (between the number range 7000 - 7999)

Create dummy MAPA. Enter in a name and unique number in the range 7000-7999 inclusive.

T ) [ [

[ I
Page: 640f 66 | Words: 8163 | @ _English (UK) | E
oo [ @& Wy (1 W =




Step 2: Enter a dummy MAPA number (between the number range 7000 – 7999)
[image: image156.png]CREATEDUMMY MAPA

Create dummy MAPA. Enter in a name and unique number in the range 70007999 inclusive.

Durmy MAPA Name |

[Save Changes] [Cancel Changes]





Step 3: Enter a dummy MAPA name
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Step 4: Click the ‘Save Changes’ button to save the dummy MAPA
Step 5: Click the ‘OK’ button
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The new dummy MAPA is created and the Manage Dummy MAPAs page is loaded.
7.3.2 Editing a Dummy MAPA

Step 1: Click the ‘Edit’ button
[image: image159.png]7444

jpeits)

[Create New Dummy MAPA]





The dummy MAPAs tabled is opened to edits.
Step 2: Edit the MAPA number and/or name for one or multiple dummy MAPAs.
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Step 2: Click the ‘Save’ button.
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The dummy MAPAs tabled is closed to edits and the changes are saved.
7.3.3 Deleting a Dummy MAPA

Step 1: Click on the checkbox(es) next to the dummy MAPA(s) to be deleted.
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Step 2: Click the ‘Delete’ button
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Step 3: Click the ‘OK’ button
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The page will refresh and the selected dummy MAPAs will be deleted from the MAPAs table.
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