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What you will need
In order to use the AIF Signing System, users will need to be registered as either a Super User or a User.

The Super User is the designated system administrator for your office and is responsible for adding and
deleting Users as appropriate.

It is recommended that Canadian brokers know the identity of their London broker, and vice versa.

Registering as a Super User/User

To register as a Super User you need to have been assigned as a Super User by your company. If this is the
case, you will receive an e-mail from the AlF informing you of such.

Super Users have access to all insuring contracts submitted by their company.

If a company’s Super User departs the entity, a new Super User must be assigned and Lloyd’s Canada must
be advised of departing Super users and their replacement as soon as the change occurs or before.

A new Super User can be assigned by submitting the new Super User’s name and e-mail address to the
Canadian AlIF at canadianaif@Illoyds.com

It is recommended that every company have at least two Super Users to ensure full and uninterrupted access
to the system.

Once you have been set up as a Super User in the Canadian AlIF System, you will receive a system generated
email requesting that you complete the registration by first asking to accept the terms and conditions to access
the ASPS. Then you will be prompted to create a password and then you will be able to log on The Canadian
AlF - ASPS

It is recommended that London brokers and non-Canadian domiciled brokers know the identity of their
Canadian broker, and vice versa.

Super Users are also responsible for saving a copy of all contracts to their computer system.

Once the Super user for an entity has been created, users will be able to be added by the Super User to the
entity.

To be registered as a User you will need to be added by the Super user of your company

Once registration is complete you will receive an e-mail from the Canadian AlF confirming that you have
successfully registered to the AIF Signing System.

A particular e-mail address can only be used once to register in a single company.

Having registered, you may now access the AIF Signing System at https://asps.lloyds.com
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You will be prompted to login using your e-mail address and password.

LOG IN WITH AN EXISTING ACCOUNT

Username

Password

LOG IN

Forgot your password?

| Erench

Login Page
e Tologin, enter your user ID (email address)
e To reset your password, click on “Forgot Password’

e Choice of language according to preference.

LOG IN

To ensure you have access to the new system (ASPS2.0, please click on the following link;
https://asps.lloyds.com/app/test
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If your screen matches the above screenshot, you are ready to access ASPS2.0.

If your screen does not match the screenshot, it suggests one of the required domains is missing.
The Attorney In Fact Signing System requires access to the following domains:

a. *.lloyds.com
b. *.tssi.com
c. *.frontlinesvc.com

Please provide the above list of domains to your IT department in order to acquire access.

ASPS Home Tab
e On this page, you will find “Notices and Reminders” that is used to inform of any specifics
to process
e The submission report for the most recent submissions for your entity (Up to a maximum of
10 entries)
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NOTICES & REMINDERS

WELCOME TO THE NEW CANADAN AT SIGNING SYSTENT Yow well roquire a naw passwond, phaso
neuTe you hewe segisterad via e emall That was sent 5 yop earber last week. 03202017

SUBMISSION REPORT

Oate Scommes Lot Updated MR msTed Mame Busness Tyse Swnitirg Campany

No reconss touna
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New Submission tab
e To submit, complete all fields of the contract details.

e On the second section you will be able to enter the recipient type; policyholder, policyholder’s agent or
if you are submitting a Global reinsurance and Global direct, we have put in place a box to check if the
submitting broker should be the recipient as well.

e More than one recipient can be added to a submission

Please note if you get the following message, “Recipient email does not have any associations to an active
company”
It means the recipient is not registered on the new platform.

e If you are the sole recipient on a Global Reinsurance or Global Direct submission, you may check the
following box but please note, it is strongly recommended to enter your Canadian Intermediary’s email
address as the policyholder’s agent.

DESIGNATED RECIFIENTS

[]  1confirm that | am the only recipient of this insure in Canada contract. Please note that the Lioyd's broker will be copied on
all communications.

If this insure in Canada is
and complete the Recipient Details below.

for ipl ipi please leave this checkbox unselected

* Required Field

Recipient Type * - Please select - ﬂ

ADD RECIPIENT
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How to submit a contract
The following section is intended for all users.

The submission process is four easy steps to follow.

Step 1 — Contract details
On this page you must complete the following;
e Submitting Company
e Insured name
e Business Type (Canadian Direct/Canadian Reinsurance, Global Direct/Global Reinsurance)
e Signing Type (Electronic or Wet Ink)
e Unique Market Reference (UMR)
e Binding page language (English by default)
e Message for recipient (useful when the same UMR is used to put a reference to differentiate
contracts)
e Licensing position boxes to check.

Submitting Company * - Preate saect 3 company 2

Insured Name *
Basiness Type * - Fiaacn swect
Shping Type * Bectenic
Unige Markat Reference (UMR) - 8

Binfing Page Lengsage o)

Message For Recipients

0 by et ety C T
ciavtet of busicess.

[ 1cersty mae the panies imend in sccordance with LMAST0, LMASTE1 or LMASE2 that the AIF shell confim coverage in
£940#C1 of o attached conract. *

v [ uhas
AIF 1 conrm coverape in Canaga. *
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Step 2 — Designated Recipients
On this page you must complete the designated recipient required fields

o To submit electronically select the “Policyholder’s Agent and enter the valid email address of the
recipient and click the checked box. Then you may select the company of the recipient.

If you get the following message:” Recipient email does not have any association to an active company”
it means the recipient is not registered on the ASPS.

e To submit as a post select “Policyholder” and enter the valid postal address of the Insured in Canada.

¢ To submit a Global policy for which you are the sole recipient, you may check the following box but
please note, it is strongly recommended to enter your Canadian Intermediary’s email address as the
policyholder’s agent.

DESIGNATED RECIPIENTS

[]  Iconfirm that | am the only recipient of this insure in Canada contract. Please note that the Lloyd’s broker will be copied on
all communications.

If this insure in Canada is i for ip ipi please leave this checkbox unselected
and complete the Recipient Details below.

* Required Field

Recipient Type * - Please select - v

ADD RECIPIENT

Please note, you may add more than one recipient by using the “Add Recipient” button.

Step 3 — Attachments

Please note the maximum file size is 25MB per document, the document must be an unlocked (non-password
protected) and uncompressed Adobe PDF document version 1.7(Adobe, Acrobat Reader)

Important: for Global policies, it is mandatory to attach the Canadian Endorsement for Global contract (3104A
or 3105A) as the first attachment and the MRC/Slip Global contract attached in second.

Once you have attached the document, you may click the “Submit” button.
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If you wish to submit another policy, you may click the “Create Another Submission” button.

CREATE ANOTHER SUBMISSION

and repeat the previous steps.

NOTE: Contracts that do not include the required LMA wording—LMA5180, LMA5181, or LMA5182—uwill not
be bound.

Your contract has been submitted and will be processed in a reasonable delay.

Once a submission has been processed by the Canadian AlF, a naotification e-mail will be sent to the
submitting User when bound or not bound and the Super Users if not the recipient will receive the Daily Bound
Submission Report (DBSR) at the end of the day (5pm Eastern time)for all submissions processed for their
respective entity.

Please note, if there are no processed submissions for your entity for the day, there won’t be a Daily Bound
Submission Report (DBSR) at the end of the day.

Your submission can now be viewed through the AlF Signing System.
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How to submit a contract via Wet Signature

To submit a Wet Ink, first you must complete the step 1 of the “New Submission”

Except when you choose your “Signing Type”, you must choose the “Wet Ink” option.

Once done, the view should be the following;

ASPS HOME NEW SUBMISSION MANAGE SUBMISSION MANAGE USERS MY ACCOUNT

NEW SUBMISSION » BIND IN CANADA REQUEST

Contract Details ) Recipients )  Attachments )  Complete

CONTRACT DETAILS

* Required Field

Submitting Company * Prod Test Submitting Company [~
Insured Name * Company 123

Business Type * Canadian Direct ]
IS\gmnﬂTvDE” Wet Ink [~ I

Post Document(s) to:
Lioyd's Canada Inc,

Aftention Mr Sean Murphy

1155 Metcalfe Street, Suite 2220
Montreal, Quebec H3B 2v6
Canada|

You may now complete step 2 by entering the recipient and submitting broker information and clicking on
“Submit”

Mail your document package to:

FAO: Mr. Sean Murphy

Lloyd’s Canada Montreal Office

Suite 2220, 1155 Metcalfe Street
Montreal, Quebec H3B 2V6 CANADA
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How to review a submitted contract
You may access the AIF Signing System at https://asps.lloyds.com

Upon entering the Canadian ASPS, the first view is “ASPS HOME” once you log in are the 10 most recent
submissions for your entity.
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NEW SUBMISSION MANAGE SUBMISSION MANAGE USERS MY ACCOUNT

NOTICES & REMINDERS

SUBMISSION REPORT

D
0
0710672
0s

05

EEEEEE EE EE

In the “Manage Submission” tab section, a User can view all contracts they have submitted. A Super User can
see all contracts submitted for its company. You may enter the UMR or Insured name if you wish to conduct a

search for a particular policy.

ASPS HOME NEW SUBMIS SION MANAGE SUBMISSION MANAGE USERS MY ACCOUNT

MANAGE SUBMISSION
Feaures Fieis

Company * LL-CFC2 -

DRAFT PENDING BOUND NOT BOUND

INSURED NAME

Resuts 0- 0010

Date Submitled Last Updated UMR insured Nama Busingss Type Subsritting Company

Mo recards founa

10



In order to open a policy click on “Open”
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Date Created Last Updated UMR Insured Name Business Type -
081712017 08172017 B1111111111111111 test Canadian Direct
081712017 08/28/2017 B1111111111111111 test Canadian Direct Open

If you do not see the option to open the document, please use the scroll bar at the bottom of the submission list

and scroll to the right. You will now be able to click on "Open”.

—
p i ATILr T ey [ T e T e o e L e e

>]

3 293 Next

ASPSHOME |  NEW SUBMISSION | MANAGE suBMiss MANAGE USERS | MY ACCOUNT
BOUND » BIND IN CANADA REQUEST
BOUND DOGUMENT
051CFF509559 POF
+ CONTRACT DETAILS
+ RECIPIENTS

+ ATTACHMENTS

ASPS HOME

Upon entering the ASPS, click on the “Manage Submission” tab

On this page, choose the company that you are associated to.

ASPSHONE |  NEW SuBMISSON MANAGE USERS | MY ACCOUNT

MANAGE SUBMISSION

p——

Company Frsc et

11
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On this page you can view the full list of submissions associated to your company

MANAGE SUBMISSION

* Requirsd Field

Company *

DRAFT PENDING BOUND

Prod Test Submitting Company

NOT BOUND

Draft: This is where you can pick up a drafted submission to complete at a later time or following a
computer issue/power outage.

Pending: These are the submissions waiting to be actioned/processed (to bind) on Lloyd’s Canada’s

end from the moment you submit it and the moment it is bound.

Bound: Here you will find the bound policies with a convenient search engine for previous

submissions.

Not Bound: Here you will find all submissions which were not bound or cancelled with the reason why.

*Please note, a submitted bound contract cannot be edited or otherwise altered

12
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How to add and manage Users (Super Users only)

Under this section you will be first able to select your entity if more than one is associated to your
profile.

Then you will be able to create, modify or remove users.

Please note Super Users profiles can only be created, modified or removed by Lloyds.

NEW SUBMISSION

MANAGE SUBMISSION

MANAGE USERS

- Cocures Fat

Company Prod Test Sstmetng Compary

First Nasve Lot Name Emat Adcress
Ganareve Sarazn genewnre simznGioyds con
Nancy Tens ey e neGtens can Super Lva:
Fatrick Hayes 4TI hapen@eends com
an3tAn@rommal com

ean3tiangemat cem

ADD NEW USER |

Nary Homa2

Ny omat

A new User can only be added by a Super User. There is no limit to the number of Users within a company.
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Adding a User (Super Users only)
From the Home Page, select the “Manage Users” tab Click on the following button to add a new user

ADD NEW USER

Complete the new user profile fields.

IADD NEW USER

* Required Fieid
Company * - Please select - [v]

First Name *
Last Name *

Email Address =

ADD USER

Click on the “Add User” button to add the new user.

On completion, an e-mail will be sent from the Canadian AlF System to the new User prompting them to
complete registration.

Each User will be required to register before they will be given access to the AIF Signing System.

To update an email address for a user or Super user, please send an email to canadianaif@lloyds.com

Adding a Super User

New Super Users can only be added by Canadian AlF. To request the creation or deactivation of a Super User

profile, please e-mail canadianaif@Illoyds.com

14
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How to manage your account from “My Account” Tab

This page displays all your profile information. You have the possibility to update the following;

e First name and last name
In the event of a name change, kindly advise Lloyd’s Canada at
canadianaif@lloyds.com as it may affect your email address

e The notification language

e Change your password

e Receive or unsubscribe for the Daily Bound Report (Super Users only)

e The list of companies associated to the logged in user (if more than one company
associated to the user profile) (Super Users only)

MY ACCOUNT

e To exit the system, please use the logout function

Welcome Canadian AIF

MY ACCOUNT

Logout
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Password Requirements

This page displays the password requirements when creating a new password for the ASPS

portal.

Password Configuration - Edit

Login Requirements

Number of Invalid Logins

Password Expiration

Expiration Interval

Grace Penod

Waming Period

Password Requirements

Password Length

Character Repetitions

Character Occurrences

Lowercase Characters

Uppercase Characters

Special Characters

Numbers and Special Characters

Number of Previous Passwords

LLOYDS
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Glossary
Super User: A Super-user is assigned to the AlIF Signing Process by their company and acts as the
administrator for their company and the registered users of their company.

User: Person designated by the Super user to use the Canadian AlF system

Wet Signature: Used when a wet signature is required. Contract packages are mailed to the Canadian AlF

Business Types

Canadian Direct: Where the risk or the insured is located in Canada only

Canadian Reinsurance: Where the coverage provided is for a Cedant located in Canada only
Global Direct: A multi-jurisdictional policy where one or more risk or insured's are located in Canada

Global Reinsurance: A multi-jurisdictional policy where one or more Cedant's are located in Canada
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