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1 General Information
1.1 What does the GEMINI system cover?

’ Live - January 18t 2025 ’ Q4 2025

1. Extension to Billing Vendor APl to allow for the 1. Invoice batching
Billing Vendor invoice to be included against the
invoice.

2 Marious CSls.

2. Bottomline case instruction
3. GEMINI Mon bureau

4. Manual Fee Collection

LIRMA & 1LU

2. APl Improvements

°
3. C5l-User Group Chan)es
4, Reporting APl

1. Expert Fee Collection Process — Al
create their own instruction. 8. Ul Review

. Live — April 12th 2025 ‘ 2026




1.2 The GEMINI Process
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2 Accessing GEMINI

2.1 Logging On

A user ID and password is required to log into the GEMINI interface which will be made
available via your admin user. Two automated emails will be sent to each user when set up
in GEMINI. The first email will show their username and the next will show their password.
Upon first log in the user will be required to change their password. If the user has not
logged in for 25 days then a reminder will be sent. However accounts will still be made
inactive if no activity for 30 days.

Please note: if you have be added as a Registered User then you will NOT receive any login
credentials.

2.2 Changing password
Select icon in top right-hand corner -> Select ‘Settings’.

<>

ompany Tom McArthui om.Expert

My Details My Services Provided

Selected Classes of Business

11111

Documents

My Company

Acenriatad LN /Rrancrhae

Change password to preferred choice which must include 1 capital, 1 number & 1
punctuation. The user will also have the option to change their accessibility options to suit
their preferences.

Please note: you will have to select and save your ‘Accessibility options’ before entering in
your new password. The system will not save your change of password if you select the save
button within the ‘Accessibility options’ area.



n Gemini [Experts] - o

My Detail

Settings

2.3 Unlocking a user

A user can lock their account by entering in the incorrect password three times. The admin
user can unlock their account by going into the applicable users credentials. Select ‘Admin’ -
> ‘User Admin’ -> ‘Credentials’.

i:t Gemini [Experts] (=]

Be
<>

Expert Users - ABC Company

Filter by Search

View/Edit Assigned Bronches Make X Delote

Inactive

Tom McArthur

Update their ‘Lock status’ to ‘Unlocked’ and then click ‘Save’. Once you have clicked ‘Save’
the user will be sent a confirmation email that their account is unlocked followed by a
second email with their new password.

:t:t Gemini [Experts] - =]

i ]

Edit Credentials

Usemama *

User role *

Tom Expert
<o« status * Inkockae %




2.4 Exit system
To exit the system, select top right icon -> Select ‘Logout’.

ABC Company Tom McArthur Tom Expert
My Details My Services Provided
Title
Forenome
Sumamy "

Selected Classes of Business

Level of Qualification

Email Address

Documents

My Company
Company Name ABC Company
Website Link

Comments

Acenriatad HN /Rranchac

2.5 Multi-factor Authentication
To enable Multi-Factor Authentication (MFA), select the top right icon —> Select “My 2FA
Setup”.

= Gemini [Experts] -

My Instructions My Invoices My Profile © My Details
- @ Settings
mm I

Test Expert Company 101 Clive Gallehawk Clive.Expert & Logout
My Details My Services Provided
Title 5 Expert Type Expert Sub Category
Forseny Sive No records to show
Sumame Gallehawk

Selected Classes of Business
Role

High Level Class of Business
Level of Qualification
Email Address clive gallehawk@ecliptic t
Documents
Mobile Number 376757647646

File Description Uploaded Expired?
Landline Number

From this page, click the toggle above the QR code to enable MFA and follow the
instructions on screen. Please note that whilst most authenticator applications which use a
QR code should work, not all applications are guaranteed to be compatible. It is therefore



recommended to use either the Microsoft or Google authenticator apps.

Set up Two Factor Authentication

Two Factor Authentication (2FA) adds a higher level of security to your account by using a second device - usually your phone - to verify that you are the correct user.

enticator App

Enabled?

1. Open your app

If you don't have an authenticator app. they can be downloaded from your app
store

2. Add a new account

Use the plus (+) or Add Account button in the app, and select the QR code
option to scan the code shown above

3. Verify setup

Enter the 6-digit code from the app below

If you need to access a new code for any reason, for example, if you lose access to your
original authenticator device, you can click the highlighted “Change to use new secret” to
provide a new QR code, which can be scanned on your new device.

"'GEHIHI Gemini [Experts] -

Set up Two Factor Authentication

Twen Foctor Authentiootion [1F&] odds o higher level of seoarty to your accoent by waing o second devios - wsually your phone - B verfy tho you one e comect sger

Authenticator App

jaLApp has been set up correctly

If you lose access to your 2FA code whilst you are logged out, or your account gets locked
due to too many failed 2FA entries, you can contact the GEMINI Helpdesk for assistance —
GEMINIHelpdesk@ecliptic.tech.



mailto:GEMINIHelpdesk@ecliptic.tech

3 Light Touch, Fully Registered & Tab Summary

3.1 Light touch vs Fully Registered

When registered, your company will be stored as a light touch registered Expert within the
system but will have the opportunity to complete you company profile to become fully
registered.

Light touch Expert - You will only be required to include your company name, website,
company logo and any additional comments. You will still have functionality to upload
invoices into the system and process your fees. Your company will NOT be searchable by
any registered Carrier companies.

Fully registered Expert — If you choose to complete your full registration this will mean you
can complete your company profile within the system which will consist of showing you
classes of business, services and location covered. All these fields will be searchable by all
Carriers that are registered within the system. You will be required to complete a set of due
diligence questions as shown in section 6.5.

3.2 My Area (Light touch & Fully Registered)

When an Expert user logs into GEMINI, they will be presented with ‘My Profile’. The user
can edit their own profile to show all market users what services they can provide as well as
classes of business and the locations they cover.

The Expert user will have access to all their own instructions and to upload their own
invoices which they have been appointed on. If requested by the Carrier, the user will be
able to add documents and tasks to this instruction which will be shown for the Carrier who
is working on the claim.

3.3 Company Instructions —admin user only (Light touch & Fully Registered)
The Expert admin user will have access to see all instructions allocated to the Expert
company and allocate an unassigned instruction to an Expert within their organisation.

3.4 Company Invoices — admin user only (Light touch & Fully Registered)
The Expert admin user will have access to see all their company invoices that have been
previously uploaded into GEMINI.

3.5 Admin — admin user only
This tab allows admin users to have visibility of all users within their company, and make
changes to their permissions and access:

e User details — to update the users name, email phone number
e Credentials — to update the user’s username, and the ability to unlock a user who
has locked their account
e Active/Inactive status — to restrict a user’s access to the system
e Edit their company profile (Fully Registered Experts only)
e Edit their company’s due diligence
e View all panels their company has been allocated on
e Have access to all private areas
10



4 Company/Personal Set Up & Due Diligence

4.1 How to complete your Light Touch details (Expert admin user only)

Select into ‘Admin ‘-> ‘Company Profile’ -> ‘Edit Company Profile’

n = Gemini [Experts] - o
y Are oBe
hegistration and Due Diligence  Private A Fanels  User Admin
: s
e Manage Moy
Company Details
Company Name ABC Company
Website Link.
Comments.

Documents visible by all Carrier Organisations

Fie Description

Once you select into ‘Edit Company Profile’ you will have the option to edit your company
name, add a website link, logo, comments and any supporting documents.

i = Gemini [Experts] - e
y A Ba
ny Profile
u Edit Company Profile

Company Loge

Comments

Documents visible by all Carrier Organisations

Descriptiar

Once complete select ‘Save and Exit’.

ﬂ = Gemini [Experts] - =]

pony Profile  Registration ond Due Diligence  Private Areas  Panels  User Admin

View Company Profile
8 Edit Company Profile

Company Details

Company Name ABC Company
‘Wabsite Link

Company Logo o Choose a file

Comments

Documents visible by all Carrier Organisations

omplete you will be searchable by company name, service, class of

11



4.1 How to complete your Full company profile (Expert admin user only)
Please Note: Your company profile will be seen by all Carriers registered on the system
including any documents which are attached to your company profile.

To become a fully registered Expert please select ‘Complete detailed Profile’.

i = Gemini [Experts] - o

Edit Company Profile

Company Details

Company Name

Website Link

The Expert admin user will then be able to:

(1) Edit & add company details which includes web address, company address,
documents and locations your company cover by country & city.

(2) add & remove services the company provides

(3) add & remove the classes of business the Expert organisation covers.

(2) Select from the drop for the service your company provides

ﬂ = Gemini [Experts] - =]

xony Profils i ompany HQMBranches

Edit Company Profile

Company Details Locations Covered

Wiebsite Link

Documents visible by all Carrier Organisations

Once you have selected your service, you will then have the options of the sub types. Please
select the box that is relevant to you.

12



n Gemini [Experts] -

Edit Company Profile

Company Details

Company Name

‘Website Link

Company Logo & Choose o file.

Comments

Documents visible by all Carrier Organisations

e

Locations Covered

Location Setup

Services Provided

Once you are happy with your profile page click ‘Save and exit’ which will save your changes.

(3) To add you classes of business, select from the fields provided

n = Gemini [Experts] -

Edit Company Profile

Company Details

Company Name

Website Link

Company Logo & Choose o file

Comments

Documents visible by all Carrier Organisations

e

Locations Covered

Locotion Setup

Services Provided

Once you have added all company details, select ‘Save and exit’.

4.2 How to add locations to your company (Expert admin user only)

Select into ‘Edit Company Profile’.

13



p = o

= Gemini [Experts] -

ABC Company

Company Details

Company Name

ABC Company

Website Link

Comments

Documents visible by all Carrier Organisations

Description

Locations Covered

HQs & Branches

Then select ‘Location Setup’.
b = ¢

= Gemini [Experts] -

Registration and Due Diligence

View Company Profile  Edit Company Profi Compan

Edit Company Profile

Company Details

Company Name ABC Compony
‘Website Link

Company Loge & Choose o file.
Comments.

Documents visible by all Carrier Organisations

Description

E——

‘ Edit Company Profile ’

Manage MoneyCorp Registrations

Services Provided

Adjusting 3rd Party

Classes of Business

Casualty Other

Locations Covered

=

Services Provided

Use filters first
Classes of Business

setect (T CEID

Accident & Health

Avietion

B Cosuatty FinPro

Specialty Other

You will then have a three-step process in order to select the cities you cover.

Please note: you will have the option to select ‘All’ or ‘None’ at the top of each section. If you
do select ‘All’ this will auto submit the section apart from the ‘Region’ section.

b = o

Gemini [Experts] ~

1. Select the regions you cover and then select

14
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setect D GEID

Europe

Cceania

2. The second drop down will then show all regions previously selected. Once you select
from a region within the drop down the system will show all countries within that region to
select from. Select your individual countries by clicking the tick box or select ‘All’.

Please select _
Americas

Europe
Oceania

3. The third drop down will then show all countries previously selected. Once you select a
country within the drop down the system will show all cities within that country to select
from. Select your individual cities by clicking the tick box or by select ‘All’.

st ————————————————————— %

Americas - Anguilla

Americas - Antigua and Barbuda
Americas - Argentina

Americas - Arubo

Americas - Bohomas

Americas - Borbedos

livic
- Bouvet Island

icas - Costa Rica

Americas - Dominica
Americas - Dominican Republic
Americas - Ecuador
Americas - El Solvadar
Americas - Falklond Islands
Americas - French Guiana
Americas - Greenland
Americas - Grenada
Americas - Guadsloupe
Americas - Guotemala
Americas - Guyana
Americas - Haiti

Once you select submit this will save all selected cities to your profile. To complete the
process you can navigate back to your company profile by selecting ‘Back to profile’.

15



It Gemini [Experts] -

@ Bock to profile
(G AL ] HOnE ]
OCD @@
Bl Americas Please select v =
B Fuope o
[ swom ]

4.3 How to add a branch(s) to your company (Expert admin user only)

Please complete steps found within section 6.3 before adding your branches into the
system. Once that has been completed you can add all company branches and add
individual Experts to each separate location.

To add a company branch, select ‘Admin’ -> ‘Company Profile’ -> ‘Company HQ/Branch’ ->
‘Add Branch’.

n = Gemini [Experts] -

ABC Company

HQ and Branches

G o Branch

You will then see a list of all cities selected within section 6.3.

Ii Gemini [Experts] - o
Be

Search Location Covered
Reglons " .
Country/Tarritory elect Region first -

cwies  eka Cauntry(Taritary first v

Selected Cities

16



To create a branch use the search to tabs to filter for the city where your branch is located

and then select ‘Filter’.

L

ﬂ = Gemini [Experts] -
Registratio Privote Areos P
View Company Profile Comp T
admi

Search Location Covi
e
Lo

Selected Cities

~ CounryToriory

Europe Unitad Kingdom
Apply To v
Please Select v m

Select the tick box on the left hand side.
11 Gemini [Experts]

:

Select the option from the drop down for ‘Company Locations — Create Branches’.

11 Gemini [Experts] -

Search Location Covered

Reglons

Country/Territory

Cities Londo

Selected Cities

Once you select submit, the system will save your company’s branch. You can see all

Number of HO/Branches

Number of HG/Branches

selected branches by selecting back to ‘Company HQ/Branches’

17
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4.3.1 How to edit your company’s branch(s) details (Expert admin user only)
Select into ‘Company HQ/Branches’ and then ‘Edit’ for the relevant branch

b= &

Gemini [Experts] -

Search Location Covered

Reglans

Country/Territory

Cities Landor

Selected Cities

Gemini [Experts] ~

nd Due Dilige

o

ABC Company

HQ and Branches

10 or Dronch  Name

@Em)  A8c Company-London O Wed, 03 Jun 2020 No Comments Set

You will then be able to:

Select your branch classes of business
Select your branch services

Number of HO/Branches

Edit your branch details including the branch name

You can copy your branch details over to your branch by selecting ‘Copy from Company’
within the top left hand corner.

b= ¢

18
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Edit HQ/Branch
HQ or Branch *
Name *

Country/Territory nite:

City

Address 1

Address 2

Postcode

Comments

Locations Covered

v Selected Classes of Business

olect QY

Selected Service Provided

D8



4.4 Adding Users
Select ‘Admin’ -> ‘User Admin’ -> ‘Add Expert to Company’.

Expert Users - [N

Filter by Search

Full Name
Role All v

HQ or Branch All v

Full Name Email Address Branch name(s) Admin?

I A o 5ranches set

Enter in the user’s details and select whether you want them to be:

ock

(] View/Edit Assigned L
Branches

| 7+Addﬁwuthcanpmy‘ |

Reset
Password

e Expert Admin: Access to their personal instructions, all company instructions,
personal and company profile and can add and remove users in the system.

e Expert: Only will have access to their instructions and personal profile.

= Gemini [Experts] -

p=d

User Details

Title lease select v

Forename *
Sumame *
Email Address *

Mabile Number

Landline Number

Select Company Branches

Login Details

Be

You can
allocate this
usertoa
branch within
by selecting
‘Add new’
under the
section ‘Select
Company
Branches’

Please Note: An email will be sent out to any expert users who have not accessed their account

Once you have completed all mandatory fields click submit.

within 25 days to remind them to log into their accounts.

19



4.5 How to assign users to a branch(s)
Select ‘Admin’ -> ‘Company Profile’ -> ‘Company HQ/Branches’ -> ‘Assign Expert(s) to

Branch’.
n = Gemini [Experts] ~ o
<>
-] er Guide

ABC Company

HQ and Branches

HQ or Bronch  Name Experts (Click to View)  Dote of Setup Comments cay CountryfTermitory  Address 1 Address 2 Posteode

ABC Company - London 0 Wed, 03 Jun 2020 No Comments Set  London United Kingdom  No Address 1 set  No Address 2 set  No Postcode set [l Assign Expert(s) to Branch X Delete

From the pop up, select ‘Add new’. This will show a listing of all users previously added in
section 6.6. From the listing select the user you wish to assign to this branch and select
‘Save’.

Add Branch Users

Expert User

4.6 Deactivating or locking/unlocking users

Expert Admins can deactivate users from their organisation. This will:
J Block that user’s access to their GEMINI account.
) Delete all personal information associated with their account.

Expert Admins can also lock or unlock a user’s GEMINI account. This prevents any access to
that user’s account but does not remove any of their details.

Full Name Email Address Branch name(s) Admin?

GEMINI GEMINI gemini@gemini.tech No Branches set [ x ] Edit User View/Edit Assigned Branches Lock - e : -
) 'ASSWOI

20




4.7 How to disable notifications for unassigned instructions

If an instruction has no individual Expert user assigned, all Expert Admins for your company
will receive an email notification whenever that instruction is created, closed or cancelled.
Expert Admins can disable these notifications by navigating to ‘Admin’ > ‘User Admin’ >

‘Disable Emails’.

‘eGEM\NI = Gemini [Experts] -

ompany Profle  Registration ond Due Diigence  Privote Areas
Expert Users - Trial Run Corp
Filter by Search

Full Nome Emarl Address Username Bronch nameis)

Joke Brewster joke brewster@eckptc tech JakeTriol No Branches set

4.8 How to edit your personal Expert profile

Please note: This is your personal profile. Expert admin users will need to complete the
company profile page as well as their personal profile.

Your personal profile can be edited to show the services you provide as an individual Expert
as well as the classes of business and locations you cover. The Expert user can also add
documents to their profile page. This page will be visible to the all Carriers registered in the

system.
Select ‘My Area’ -> ‘My Profile’ -> ‘Edit My Profile’.

Gemini [Experts] -
b= ¢

o

ABC Company

My Details

Click ‘Submit’ to save changes to your profile page.

21
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H Gemini [Experts] ~

ABC Company Tom MeArthur Tom Expert Add the

Countries that
Locations Covered you cover as

part of your
Expert role.
Please follow
steps with 6.3

Level of Qualification

Email Address *

Please ensure
you click the tick
box to add your
services and
classes of
business to your
b profile

IDD Code 156 sele v

Mobile Number

Landline Number

Address

Postcade

Website link

Linkedin

Comments

Please note: You have to individually select each location you cover by both country and city.

4.9 Due Diligence (Expert admin user only)

Each Expert company is required to complete their due diligence which will be shared with
the market. The due diligence has been made up of nine questions about your Expert
company where you will be able to attach supporting notes and documents.

4.9.1 How to complete and submit your company due diligence
Select ‘Admin’ -> ‘Registration and Due Diligence’.

n = Gemini [Experts] -

Due Diligence Overview

Due Diligence For { ABC Company ) Last Modified ( Wed, 03 Jun 2020 07:03am )

Full Name

Are your company's Due ase select... ~
Diligence details already in the
LME database?

Due Diligence Status

Pending

The admin user must select whether their company’s due diligence is already on the LME
database. If your due diligence is on the LME database then you are not required to fill in
the due diligence in the GEMINI system. The LME database is the TPA database managed by
Charles Taylor. If your company’s due diligence has been completed on the LME database,
then the Carrier company will be shown a URL link once they have selected to view your due
diligence. This link will direct them to the LME database.
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Otherwise select ‘No’ and ‘Update’. This will then drop down nine questions to complete.
None of these questions are mandatory and you can submit your due diligence at any time.
You can submit your due diligence by clicking ‘Save & Submit’ at the bottom of the page.
Please ensure that you click the tick box ‘By submitting this due diligence, you are attesting
that the answers given and documents submitted are a full and fair disclosure, that may
ultimately be validated by the market through audit. Once you tick to accept you will have
the ability to submit your due diligence.

See link below for complete due diligence question set.

i

Due Diligencepdf

5 Panels & Private Areas (Expert admin user only)

5.1 Panel
A Carrier can select an Expert company onto a panel that the Carrier will create. The Expert
admin user has access to see which Carriers panels they have been appointed to.

5.1.1 How to view which panels your Expert company has been appointed to
Select ‘Admin’ -> ‘Panels’.

i Gemini [Experts] - e

View Panels (Assigned To)

5.2 Private Areas

A Carrier can set up a private area between their organisation and your Expert company.
This private area can only be seen by your Expert company and the Carrier company and is
not visible to anyone else in the market.

The Carrier must create the private area before the Expert will have access. This private area
can be created for both the Expert HQ office and branch offices. This area can hold
documents e.g. pricing, terms of engagement etc. and can also house an area for the
completion of SLA performance information for Expert companies to complete on a monthly
or quarterly basis.

5.2.1 How to view your private areas
Select ‘Admin’ -> ‘Private Areas’ -> then you can select into the private are by clicking ‘View
Private Area’.
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:ti = Gemini [Experts] - e

: be
HQ's Private Areas
Branches' P.rivate Areas
CAREXP34 t Comg E § View Private Area
Once you enter your private area the Expert will be able to store documents, notes, key
contacts, audit details and SLA reports. Please ensure you select ‘Save’ when you have
added a new document, note & key contact.
ﬁ = Gemini [Experts] ~ You can add key (2]
B8

contacts for both the
Carrier and Expert

and Dus

Expert Admin - Edit Expert Company Profile

Private Area - ABC Company - London Managing Agent Company

Contact - Carrier
You can add

documents and notes
by clicking add
document and add
note

Name
Email
Mobile

Landline

Contact - Expert

Name

SLA Reports Email

Type of Expert Active/inactive Number of Reports Number Of Overdue Report: Reporting Per Mobile

B 2 Landline
oss Adjuster Active 0 0 Quarterly

SLA report criteria will be set by each Carrier and the key contact for the Expert company
will be sent an email at the beginning of each reporting period (monthly/quarterly) to advise
them to complete the report for the previous period. If you have not completed this report
within the first 15 days then you will receive an email which will remind you to log into the
system and complete the SLA report.

To view and edit SLA reports select ‘View Reports’ shown above.

After selecting ‘View Reports’ the user will be directed to the page showing all reports. To
complete a report, click ‘Edit’.

:t:t = Gemini [Experts] -
a8
Company Profile Registration and Due Diligence Private Areas  User Admin
of Admin
View Reports For Loss Adjuster SLA ABC Insurance Limited
SLA Report AutoRef Report Stotus Report Due

SLAREP/788 Awaiting Completion Thu, 22 Nov 2018 17:03 pm
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You will be asked to enter a result for each measure, together with the number of cases to
which this measure relates. Once you have completed the report click ‘Submit to Carrier’.
Please ensure you click ‘Save’ before submitting the report. To view the SLA report for a
loss adjuster and lawyer please open the documents shown below.
W W
Lawyer SLA Loss Adjuster SLA
Report.docx Report.docx

Please note: All financials entered into the lawyer SLA report will be recorded in USD

Once you have selected ‘Save’ the system will either confirm your SLA report has been
completed and allow you to submit the report to the Carrier. To do this click ‘Submit To
Carrier’.

ﬁ = Gemini [Experts] -

=
i ] foe)

Company Profile  Registration and Due Diligence  Private Areas  User Admin

& Admin
SLA Report Completed and Saved

Thank you for completing your report. Your entries are within your SLA Targets. Please click Submit to Carrier button to release the report.

=

Or if there is a breach of SLA the user will be required to give an explanation for this breach.
Once you fill in the mandatory field, select ‘Submit To Carrier’.

:t:t = Gemini [Experts] -

[
P o

Company Profle  Registration and Due Diligence  Private Areas  User Admin
o Admin

Explanation on why SLA Breached * Average time taken for first contact with the broker/palicyholder

Average time taken to attend site from receipt of instruction

&

6 Moneycorp Registration

6.1 Moneycorp Registration within GEMINI

Moneycorp are a registered bank who have a worldwide presence with offices in the UK, Ireland,
France, Spain, Romania, UAE, Hong Kong, Australia, USA, Brazil. Moneycorp will provide
ECLIPTIC with a secure environment for you to capture your company’s payment/bank
details and process payments. ECLIPTIC will not have access to your details within the
Moneycorp system and these will be held privately, only allowing access to your chosen
Moneycorp users. You will only need to register your with Moneycorp once to save your
company’s bank details.
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Please note: you will not have to create any bank accounts within the system but only

register those you currently have.

For more information on Moneycorp please follow the link below.

https://www.moneycorp.com/en-gb/about-us/

6.1.1 Setting up your company details

To register your company please select ‘Admin’-> ‘Company Profile’-> ‘Moneycorp

Registration’

n = Gemini [Experts] -

Company Details

Company Name ABC Company
Website Link

Comment s

Fw‘qn:u" on and Due Diligence  Private Areas
= e Company HQ/Branches

Ponels  User Admin

ABC Company

Documents visible by all Carrier Organisations

File Description

Locatiens Covered

CountryfTerritory city
Americas

Anguilla The Valley
Anguilla

Anguilla

Antigua and Barbuda All Saints
Antigua and Barbuda Bolans
Antigua and Barbuda Codrington

Edit Company Profile

Manage MoneyCorp Registrations

Services Provided

Expert Type Expert Sub Cotegory
Adjusting 1st Party
Adjusting 3rd Porty

Classes of Business
Vigh Level Class of Business

Property (0&F]

Casualty FinPro

Casualty Other

Please then complete your details as per your registered company’s details.

H Gemini [Experts] -

=]

Your company's details

Registered Company Name

Registered Company Address

Address Line 1 *

Address Line 2

Pastal Code *

Once you enter your company details select ‘Save and Submit’.

6.1.2 How to add Moneycorp users

Please note: All Moneycorp users will need their IDD and mobile number completed
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https://www.moneycorp.com/en-gb/about-us/

After you save your company details, you can then add your Moneycorp users by selecting
‘Add New User’.

b w ¢ = Gemini [Experts] - o
a8
Company Profile Registration and Due Diligence Private Areas Panels User Admin

View Company Profile  Company HQ/Branches  Moneycorp Registration

Moneycorp Registration

Your company's details

Registered Company Name ABC Company

Registered Company Address

Address Line 1 * City *
3 lombard street London
Address Line 2 Postal Code *
EC3V oA
Address Line 3 Country *
United Kingdom v

Regugst a New Moneycorp User Account
—— Emall ManeycorpStatus 10D Code Mabile Number

No users added

To compilete your Moneycorp registration please enter in all requested Moneycorp users IDD code and mobile number

Confirm Registration

You will then see a pop out box where you can select the user from the dropdown. All users
will need to be created prior to selecting them within this area as previously shown in
section 6.2.

Expert Admin - Moneycorp Registration - Add User

Add Moneycorp User

agwvledges that their personal Information will be sent to Moneycora 4g
of setting them up w0

Once you select the Moneycorp user you will have to confirm that their personal
information can be sent to Moneycorp for the purposes of setting up their a Moneycorp
account then select ‘Add’.

Expert Admin - Moneycorp Registration - Add User

Add Moneycorp User

This user that their personal will be sent to for the purposes
of setting them up with @ Moneycorp account *
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To complete your Moneycorp registration please select ‘Confirm Registration’.

Moneycorp Registration

Your company's details

Registered Company Name

Registered Company Address Address Line 1 * city *

Address Line 2 Postal Code *

Address Line 3 Country *

Request a New Moneycorp User Account

The user will be added to the Moneycorp site and sent a confirmation email with their login
credentials and pin activation code. The user will have 24 hours to activate their account
once this email has been received. Please follow the instructions within the user guide
below to complete your banking details within the Moneycorp system.

Please note: If you are submitting bank details for a bank based in the USA, you must
include an ABA code if you have one. If you do not, these details may be queried with
your Expert company in the future.

Please note: If you have not received the Moneycorp activation email within two-working days from
the time the request was made, Ecliptic can add the beneficiary details to the Moneycorp platform on
your behalf over a Teams call. To request this, please contact geminihelpdesk@ecliptic.tech.

Moneycorp User Guide.pdf

6.1.3 How to de-authorize a Moneycorp user
To de-authorize a Moneycorp user select into ‘Manage Moneycorp Registrations’
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file:///C:/Users/Tom%20%20McArthur/Downloads/Moneycorp%20User%20Guide.pdf

= Gemini [Experts] -

pgistration and Due Diligence  Privote Areas  Ponels  User Admin

Company HQ/Branches

ABC Company Edit Company Profile
L ant Py
B Manage MoneyCorp Registrations
Company Details Services Provided
Company Name ABC Company L) S
Website Link Adjusting 1st Party
Comments - Adjusting 3rd Porty

Documents visible by all Carrier Organisations O S R T e

gl Deorrption High Level Class af Business.
Property (D&F)

Locations Covered 10
Casualty FinPro

e =
Casualty Other

Americas.

Anguilla The alley

Anguilla Blowing Paint Village

Anguilla Sandy Ground Village

Antigua and Barbuda All Saints

Antigua and Barbuda Bolans

Antigua and Barbuda Codrington

Select ‘De-authorize’ within the section ‘Previous Moneycorp user account requests’

n = Gemini [Experts] - o

Company Profile  Registration and Due Diligence  Private Areas  Panels  User Admin

View Company Profile  Company HQ/Branches  Moneycorp Registratior

Moneycorp Registration

Your company's details

Registered Company Name

ABC Company

Reglstered Company Address

Address Line 1 * City *
3 lombard street sndor
Address Line 2 Postal Code *
£C3V9AA
Address Line 3 Country *
United Kingdom v
Request a New Moneycorp User Account
Nome | Username Emai MoneycorpStatus 100 Code Mobile umber

No users added

To complete your Moneycorp registration please enter in all requested Moneycorp users IDD code and mobile number

Confirm Registration

Previous Moneycorp user account requests

Name | Username Email Address Mobiie Number Status Requested By Date Requested
e
Tom McArthur | Tom Expert tommcarthur@advent claims 447806809547 Awaiting Authorisation Tom McArthur Wed, 03 Jun 2020 07:03 am De-
authorize

This will send a notification to Moneycorp to remove access for the applicable user.

tea

29



7 Instructions

7.1 Instructions

Once an instruction has been created, you will receive an email notification from the GEMINI system
of the instruction along with the instruction details. If the Carrier has instructed a Registered Expert,
then the Registered expert will receive the email notification and all Expert Admin Users will be
copied into the email notification. The Admin Users will then be able to access the link within the
email to view the instruction.

Please note: a Managing Agent is able to update the claim details at any point of the claim. This will
include the UCR and UMR, which will be sent in your original notification.

7.2 How to view your individual instructions

To view your individual instructions, select ‘My Area’ and then ‘My Instructions’. The user
can use the filtered search to help them find an instruction. Once you have found the
instruction you want to view, click the instruction reference number on the left-hand side.
This will take you into the instruction. From here you can see all tasks, documents and
financials related to the claim.

An Expert user can view all open, closed & cancelled instructions by using the ‘Status’ filter.

7.3 How to add your Expert Reference to the instruction

Once an instruction has been received the user will be able to enter their own Expert claim
reference onto the instruction. To enter your Expert Claim Reference, select into the relevant file by
following the instructions above. The user can then enter this into a free text field labelled ‘Expert
Claim Reference’
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Qoenini o

View Expert Appointment m

Claim details Instruction Details Financial Details Assign Expert

UCR / Cloie Ref

Expert Claim Reference

List of Carriers

Selecting ‘Save’ will save this entry to the file.

7.4 How to add a task to an instruction
Select an instruction as shown in section 8.1 and then you are able to add a task by clicking

‘Add Task’.

@ocerim Gemini [Experts)
S Claim Hardier

Billing Vendar Used?

Commants

List of Carriers

Payment Summary to Date (USD)

Total Gefence 0

Tasks Associated To Instruction

The system will direct you to enter in the task details — giving a name of the task, the
description and the status. Once this is completed select ‘Save’.
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Task Name

Description

7.5 How to add a document to an instruction

Select into an instruction as shown above and then you can add a document by clicking ‘Add
Document’.

"'sz NI = Gemini [Experts] -
S Totol

100.0000000%
=] Company Instructions

Payment Summary to Date (USD)

Total Defence. $0

Total Coverage

Total Subrogation
Total Adjuster Fee
Total Disbursement & Expenses
Total Other Expert

Total TPA Coverholder Fee

€ 8 8 8 8 8 8

Total Fee Spend

Instruction Documents Tasks Associated To Instruction

Fie Description Task Ref Task Mame Description Status Date created

BPYECOrTs to ShoWw No tasks associoted, click “Add Tosk" to cregte one.

& Add Document

© 2003 Netcall Systems Lid Logged in as George Abuce. Pawered by Netcall

The system will then bring forward a page for you to choose the file and give a description
around the document you are uploading.

Add Document

File *

7.6 Company instructions (admin users only)
Expert admin users will also be able to view all instructions received by the Carriers. Each

Expert admin user will have the option to look at all unassigned, assigned and cancelled
instructions.
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b w ¢ = Gemini [Experts] - (-]

e —

Unassigned Instructio & | Assigned Instructions I t ancelled Instructions

Assigned Instructions Within ABC Company

Instruction Ref ~ Created by Carrier Organisation Fee Reserve/budget Total Payments  Payments(USD)
UMR / Policy Ref  UCR / Claim Ref Instruction Currency Payments{GBP]  Payments(EUR) Erosion % Stotus Date created
Managing Agent Company ~ B5600MT4566 BS600MT4566 8,000.00 United Kingdom - - - - 0%
Pound

To select into an individual instruction please select the instruction reference

b w ¢ = Gemini [Experts] - (-]

Company Instructions

Unassigned Instructions | Assigned Instructions | Cancelled Instructions

Assigned Instructions Within ABC Company

UMR / Policy Ref  UCR / Claim Ref

’ Total Payments ~ Payments(USD)
truce a Eros Stotus  Date crea
nvﬂa:]vng Agent Company  BS600MT4566 BSG600MT4566 8,000.00 United Kingdom - - - S 0% EED) wed, 03 Jun 2020 09:22 am
Pound

7.6.1 How to assign a company instruction

A Carrier can appoint your company to an instruction which will be left unassigned for an
Expert admin user to assign. You can choose the Expert best suited to deal with this
instruction by selecting ‘Company Instructions’ -> ‘Unassigned Instructions’ -> select the
reference number for the instruction you want to assign.

Gemini [Experts] - o

D N
QR e
‘ Unassigned Instructions I » isigned Instructions | Cancelled Instructions

Unassigned Instructions Within ABC Company

nstruction Ref  Created by Corrier Orgonisation Fee Reserve/budge Total
UCR/ Claim Ret  UMR/ Policy Ret

Poyments  Payments(USD) Payments(GBP) Payments(EUR) Erosion %  Stotus
Date created

ABC Insurance Limited ~ B1524MN12345 B1524MN12345001 8,000.00 United States 0% Open  Wed, 03 Jun 2020 09:48
Dollar am
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Once you select into the instruction you can assign the instruction by selecting an Expert
from the ‘Assign Expert’ area.

@cerin Gemini [Experts] @
ne
View Expert Appointment m
Claim details Instruction Details Financial Details Assign Expert

UCR / Claim R B0

OLLISKON IRISH SEA U % @m :
,,,,,,,,,,, o
! xpart Sub Categen Expert Claim Reference
o
List of Carriers
The admin user will be able to select from all Experts available within the listing.
. GEMINI Gemini [Experts) ]
oae
o View Expert Appointment m
Claim details Instruction Details Financial Details Assign Expert

UM / Palicy Rt B0

Exact Loss Location

Expart Typs Adjusting

Expert Claim Reference

Expert Sub Category st Party

Expart ole Duect

Expert Appoimted By Corrier

Billig Vendor Ussd?

List of Carriers

When you have chosen the Expert to deal with the instruction click ‘Assign’.
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®

View Expert Appointment m

Claim details Instruction Details Financial Details Assign Expert

UCR / Claim R 1204Frod Company

Expert Claim Reference

Expart Chaim Rederance (Expert Versior)

Billing Vendor Used? o

List of Carriers

The Expert user can re-assign an assigned instruction by completing the same process.

8 Invoicing

8.1 How to upload an invoice to an instruction

Please note: you have to complete your Moneycorp registration prior to uploading an
invoice.

8.1.1 Billing Vendors exceptions

Where the Instruction has been indicated to be billed outside of GEMINI the Expert will not
have the ability to upload any invoices directly into the GEMINI system. The Expert will still
be able to view all invoices that have been submitted onto this claim. Please see the below
screenshot as reference — the “New Invoice” button is greyed out and a warning is shown
underneath.

= Gemini [Experts] - B

All Invoices

Note : User can’t enter an invoice for an instruction billed outside of GEMINI.

Claim details Instruction details
UCR/ Claim Ref B26032025/B1001 Gemini Instruction Ref Instr-2858
UMR / Policy Ref B26032025/B1001 =anedExpert el EensE
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In order to submit a claim successfully to your Billing Vendor; an additional field is required
to be provided to your Billing Vendor known as your Recipient ID. The Recipient ID is a low-
level system reference that corresponds to an individual bank account set up within
Moneycorp. For more details on setting up your Moneycorp account, see section 8.

Navigate to Admin > Company Profile > Manage Moneycorp registrations, as per the below
screenshot. On the ‘Manage Moneycorp Registration’ page, if you have successfully set up a
Moneycorp account and added a bank account, it should look as below. The ID you are
looking for is the “Recipient ID”, highlighted below.

'e'GEM INI = Gemini [Experts] - o

View Company Profile Company HQ/Branches for p Registratior

Moneycorp Registration

Bank accounts

Use the Recipient ID when submitting invoices to a Bill Vendor

Recipient ID Bank Account Name Meneycorp Currency
US Bank Account UsD

Your company's details
Registered Company Name

abaco

Registered Company Address Address Line 1 * City *

hello 4436
Address Line 2 Postal Code *

This is the reference that will need to be provided to your Billing Vendor in order for your
invoice to be successfully processed.

8.1.2 How to add an invoice

Once you have been notified of a new instruction you will be provided with a link which will
direct you into GEMINI and the applicable instruction. From there you can select ‘Manage
Invoices’.

‘e'GEM INI = Gemini [Experts] - B

Company Instructions

View Expert Appointment ( Instr-2974 )

Claim details Instruction Details Expert Details Assign Expert
UCR/ 5111103042025 Instruction  Instr-2874 Assigned to Expert
Claim Ref Number Jake Brewster
Company *
UMR / B111103042025 :(per’( - Expert Claim Reference ErewsterExert »
Policy Ref . “;"" Not Available
eference
Expert User
Insured / 111103042025 . Financial Details
Reinsured ee Jake Brewster ~
Earner
Loss 111103042025 Fee 0.00
Name Exact Reserve
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You will then be met with a ‘Toggle’ to switch between “Invoice Mode” and “Batch Mode”.
This section will guide you through “Invoice Mode”. Please see Section 8.2 for steps on
submitting a batch.

Note: If the Lead Carrier on the claim has opted out of invoice batching, you will not see this
toggle and will not be able to batch your invoices.

Select ‘New Invoice’.

ea EMINI = Gemini [Experts] -

Company Invoices

8.1.3 How to complete your invoice details

All Invoices

Claim details

UCR/ Claim Ref B111103042025
UMR / Policy Ref B111103042025
Insured / Reinsured 111103042025

Instruction

details

Gemini Instruction Ref Instr-2974

Assigned Expert

Expert Type

Jake Brewster

All four fields within ‘Invoice Details’ have to be completed before submitting your invoice.

= Gemini [Experts] -

UCR/ Claim Ref

B111103042025

Add Invoice

Invoice Details

Please select
the currency of
the invoice
that you wish
to be paid in.

Expert Invoice Ref *

Invoice Description *

Currency * Please select.

Please select
from your bank
accounts saved
within
Moneycorp.

PDF ad

37

Loss Name

111103042025

Bank Account * Please Select Currency and Bank Account

To upload a file please select into the boxed area or drag and drop your file onto

Insured / Reinsured

111103042025 Instr-2974

Created By

Date/Time Created

Gemini Instruction Ref

Please enter
your internal
invoice
number.

Jake Brewster

Tue, 08 Apr 2025 13:48

Please enter
the invoice
description.

If you wish to provide any comments to the
Underwriter, there is an opportunity to do
so here. These comments will be added to
the Parallel UCR on ECF.




Next you will need to add a PDF of the invoice along with any supporting documents. You
can do this by dragging the relevant document into the boxed area.

= Gemini [Experts] -
Please complete S—
B111103042025 111103042025 111103042025 A . R Istr-2g74
‘ P this field with the
Total Invoice Amount 0.00 |
© e lamountof e e, g ry dsusenets,xerees o0 o b e total of your
s — invoice, before
o_ et share] reloting to the defence of the (Relinsured, excluding any disbursements. any market Share
Coverage 000 is appIIEd
@ Any charges (Lloyd's market share) relating to policy coverage, for the benefit of the (Re)Insurer, excluding
Monitoring Counsel 0.00
complete the fee breakdown
© any charges (Lioyd's market share]relating toloss odjustinglossessing of the (Relinsured's laim, excluding . .
i : using any of these fields that
0 e choresLiy's okt e peccly ottt e sbrogaen recovery o s are relevant to your invoice.
Dibursement & Expenses This should add up to the
S — “Total Invoice Amount”.
o
TPA Coverholder Fee 0.00
or —_—
Tax Amount 0.
or
Tax Rate Applied 0.00
o
Total (Calculated)
@ The calculoted sum of all o

You will be mandated to add in the "Amount Payable”. This should be the amount the
Expert company is expecting to receive as a result of this submission, and should match the
“ECLIPTIC Collection Amount” shown in the “Market Breakdown”. Here the Expert User can
view the share per Bureau for the given Expert company under this claim, and as a result the
amount ECLIPTIC will collect from the market and pay to you.
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= Gemini [Experts] -

UCR/ Claim Ref Loss Name insured / Reinsured Gemini Instruction Ref

B111103042025 111103042025 111103042025 Instr-2974

Amount Payable
Please then select

Amount Payable * 0.00 Whether this iS
@ The amount which expert is expecting to receive . . .

your final invoice

Expert Final Invoice ? by selecting either

4/,/’ ‘Yes’ or ‘No’ from
Final Invoice * Please Select ~

the drop down.

@ i 'Yes', the user will not be allowed any further invoices to be entered
Market Breakdown
ECLIPTIC Collection % ECLIPTIC Collection Amount
Lloyd's 100.0000000% Lloyd's 0.00
LIRMA 0 LIRMA 0.00
ILv 0 L 0.00
@ Saves a draft to be edited later @ Sends to Ecliptic for processing

@ To save a draft, please enter an Expert Invoice Ref

Once you have completed all mandatory fields, you can either:

e Save and Exit
o Saves a draft to be edited later.
e Submit
o Sends the invoice to Ecliptic for processing.

8.1.4 How to amend a saved invoice
To amend a saved invoice please select into the applicable instruction then select ‘Manage
Invoices’

'e'GEH INI = Gemini [Experts] - B
e A=
Company Instructions
View Expert Appointment ( Instr-2974 ) © Manage Invoices
et Claim details Instruction Details Expert Details Assign Expert
-
Reports UCR/ B111103042025 Instruction Instr-2974 Assigned to Expert
Claim Ref Number Jake Brewster
Company *
UMR/ B111103042025 Exp:er( Expert Claim Reference BrewsterExpert .
Policy Ref Claim Net Available
Reference Expert User
per
Insured / 111103042025 - Financial Details
Reinsured = lake Brewster v
Earner
Loss 111103042025 Fee 000 @
Name Exact - Reserve

You can then see all invoices that can be amended within the section ‘Pending Invoices’. To
amend an invoice please select ‘Amend’. You can also remove any invoices that are in ‘Draft’
state by clicking the ‘Delete’ button.
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For a guide on submitting refunds via GEMINI, please reach out to

GEMINIHelpdesk@ecliptic.tech.

= Gemini [Experts] ~

All Invoices

Claim details

UCR/ Claim Ref B111103042025
UMR / Policy Ref B111103042025
Insured / Reinsured 111103042025
Loss Name 111103042025
Loss Location Peru

Date of Loss From not known

Date of Loss To

Created By Company JokeBrewsterTestCarrier

Created By User Jake Brewster (jake brewster@ecliptic tech)

Search Invoices v

Pending Invoices

Total Invoice Advent Collection  Advent Collection

Gemini Inveice Ref Expert Invoice Ref Currency Amount % Amount

G04251004217 1001)BTesting1001 USD 1.000.00 100.0000000%  1,000.00

Instruction details

Gemini Instruction Ref
Assigned Expert
Expert Type

Expert Sub Category
Instruction Description
Fee Reserve

Fee Budget

Status

Date created

Instr-2974

Jake Brewster

Open

Thu, 03 Apr 2025 14:02

Pending Invoices 4

Status Final? Created By Submitted By Date submitted

Draft No Jake Not Not Submitted
Brewster Submitted

weWDdEh

Once you have amended this invoice select ‘Submit’ and it will be sent to Ecliptic for

processing.

8.1.5 How to resubmit a queried invoice

If an invoice is queried by either ECLIPTIC or the Carrier you will receive an email to notify
you of this rejected/queried invoice along with the reason why.

You can either select the link provided in the email, which will direct you to the applicable
invoice, or you can login to the GEMINI portal and locate the instruction.
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= Gemini [Experts] -

AllInvoices

Claim details

UCR/ Claim Ref
UMR / Policy Ref
Insured / Reinsured
Loss Name

Loss Location

Date of Loss From
Date of Loss To
Created By Company

Created By User

B111103042025
B111103042025
111103042025
111103042025
Peru

not known

JakeBrewsterTestCarrier

Jake Brewster (jake brewster@ecliptic.tech)

Instruction details

Gemini Instruction Ref
Assigned Expert
Expert Type

Expert Sub Category
Instruction Description
Fee Reserve

Fee Budget

Status

Date created

Instr-2974

Jake Brewster

0.00

Open

Thu, 03 Apr 2025 14:02

Pending Invoices 1
Search Invoices

Pending Invoices

Total Invoice Advent Collection  Advent Collection
%

Gemini Invoice Ref Expert Invoice Ref Currency Amount Amount Status Final? Created By Submitted By Date submitted
G04251004217 1001)BTesting1001 USD 1,000.00 100.0000000%  1,000.00 Queried by ECLIPTIC - Expert Review No  Jake Jake Tue, 08 Apr Vi
Required Brewster Brewster 2025

From here, you have two options:

1. You can amend the rejected/queried invoice and resubmit for processing.
2. You can respond to the comment left by Ecliptic.

To amend and resubmit, click ‘Amend’, make any necessary adjustments to the submission,
attach any supporting documentation, and click Submit.

To respond to Ecliptic, click ‘Amend’. You can select ‘Add Comment’ if you require any
clarification on the query. By selecting ‘View Comment’, a full history of the comments left
by both the Expert user and Ecliptic will be visible.

Once Ecliptic responds to your comment, you will receive another email notification, giving
you the chance to resubmit or respond.

Please note, you should only add a comment using this method if you are not immediately
resubmitting the invoice and need clarification from Ecliptic on your next steps.
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= Gemini [Experts] ~ B

UCR/ Claim Ref Insured / Reinsured Loss Name Gemini Instruction Ref
111103042025 111103042025 111103042025 Instr-2974
@ Back

Invoice - Gemini Invoice Ref : G04251004217

Reviewed/Queried Comments Expert Queried Comment View Comment

Hello, This invoice is being queried by the Lead because..

Invoice Details

Expert Invoice Ref * 1001)BTesting1001 Created By Jake Brewster
Invoice Description * 1001jBTesting Date/Time Created Tue, 08 Apr 2025 1348
4 Submitted By Jake Brewster
Comments to Underwriter Date submitted Tue, 08 Apr 2025
4 Queried Yes
Currency * usD ~
Bank Account * Jane Baker -

You will also be able to see the comment history on the submission by clicking ‘View’ on the
invoice entry.

= Gemini [Experts] ~ B

AllInvoices

Claim details Instruction details
e 111103042025 Gemini Instruction Ref Instr-2974
UMR / Policy Ref B111103042025 Assigned Expert Jake Brewster
Insured / Reinsured 111103042025 Spetiyee -
Loss Name 111103042025 Exp=cSiblcaissos/ -
el e Instruction Description -
Date of Loss From not known Fal=mn 0D
Date of Loss To fecEdost -
Created By Company JokeBrewsterTestCarrier Status Open
Created By User Jake Brewster (jake brewster@ecliptictech) Cui=ceed UL T8 A5y 20 T
Pending Invoices 1
Search Invoices
Pending Invoices
Total Invoice Advent Collection Advent Collection
Gemini Invoice Ref Expert Invoice Ref Currency Amount % Amount Status Final? Created By Submitted By Date submitted
604251004217 1001)BTestingl001 USD  1000.00 100.0000000%  1000.00 Queried by ECLIPTIC - Expert Review No Jake Jake Tue, 08 Apr
Required Brewster  Brewster | 2025

8.2 Invoice Batching

8.2.1 How to create an invoice batch

Once you have been notified of a new instruction you will be provided with a link which will
direct you into GEMINI and the applicable instruction. From there you can select ‘Manage
Invoices’.
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View Expert Appointment ( Instr-3321)

Claim details

UCR/ Claim Ref
UMR [ Policy Ref
Insured / Reinsured
Loss Name

Loss Location

Date of Loss From

B12341856789D2mo
B12341856789D2mo
Batch Demo

Batch Demo

United Kingdom

Tue, 30 Sep 2025

Instruction Details

Instruction Number  Instr-3321

Expert Claim
Reference

Fee Earner
Exact Loss Location

Expert Type Not set

Expert Details
Assigned to Expert
Joke Brewster

Expert Claim Reference

Not Available

Financial Details

Fee Reserve

Assign Expert

Company *

You will then be met with a ‘Toggle’ to switch between “Invoice Mode” and “Batch Mode”.
This section will guide you through “Batch Mode”. Please see Section 8.1 for steps on
submitting an individual invoice.

Note: If the Lead Carrier on the claim has opted out of invoice batching, you will not see this

toggle and will not be able to batch your invoices. You can only batch invoices if they belong
to the same GEMINI instruction.

Select “New Invoice Batch”.

UCR/ Claim Ref

Loss Name

Insured / Reinsured

Instruction Ref View

B12341B56789Demo

Batch Demo

Batch Demo

Search for Invoices -

Click to Toggle between Invoice Mode and Batch Mode

=)

You will be met with a pop-up requesting a ‘Batch Description’. Complete this and select

‘Save’.

You will be navigated to the “Batch Details” screen, this is where you can add invoices to the

batch.

Batch Details (IB1000000210)

Carrier Company

JakeBrewsterTestCarrier

UCR / Claim Ref

E123418567890emo

GEMINI Instruction Ref

instr-3321

Status.

Draft

Ecliptic Collection %

100.0000000%

BV Used?

No

List of Batch Invoices

Gemini Invoice Ref Expert Invoice Ref

otal Invoice Amount Eclptic Collection Amount

Completed ?

Attachments

After selecting “Add New Invoice to Batch” you will be navigated to an invoice submission
screen. To learn about this screen please see Section 8.1.3.

After completing the invoice details, select “Submit to Batch” to finalise this invoice. This can

be edited later, if necessary, before you submit the batch for processing.

GEMINI batches have a limit of 19 documents, as you add invoices the text in yellow will inform you
of how many more documents you can add to the batch before the limit is reached. If you need to
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remove documents because this limit has been breached, you can do so easily by selecting the number
under the “Attachments” column.

List of Batch Invoices Add New Invaice to Batch
Gemini Invoice Ref Expert Invoice Ref Currency Total Inveice Amount Ecliptic Collection Amount Completed 7 Attachments
usD
G10251004988 I8Demo00L usD 1.000.00 1.000.00 Ready for Batch Processing m Remoue
610251004930 I1BDemon02 usD 1,000.00 1,000.00 Ready for Batch Processing m e
G10251004991 IBDemo003 usD 1,000.00 1,000.00 Ready for Batch Processing m Remave

Total

3,000.00
s Downlood CSV

Submit Batch

This will display a pop-up showing the documents you have attached to the chosen invoice. From here
you can select the documents you wish to remove and choose “Delete Invoice Attachments” from the
dropdown.

Invoice Attachments *

Supported Documents

a
[

Description Document Type Date created

[J=E

TEST INVOICE.pdf Invoice Invoice Fri, 24 Oct 2025 13:42 pm

Invoice Invoice Fri, 24 Oct 2025 13:42 pm

os
oo
i
9
=
&
&
m
o
B

™. TEST INVOICE.pdf Invoice Invoice Fri, 24 Oct 2025 13:42 pm

O -'EI_ES_ NVOICE.pdf Invoice Invoice Fri, 24 Oct 2025 13:42 pm

Selected Records (2) v
Please Select... A m

Flease Select...

Delete Invoice Attochments

Once you are happy with your batch, select “Submit Batch”. Your batch will then be sent to Ecliptic
for processing will have the status “Submitted for Validation”.

8.2.2 Automated batches

If the Lead Carrier on the claim you are submitting invoices to has not opted out of batching, invoices
you submit to GEMINI individually (outside of the process detailed in the previous section) will be
automatically batched with other invoices you submit to the same GEMINI instruction.

Once you submit an invoice to an instruction (in line with Section 8.1.2), it will be sent to Ecliptic. The
invoice will not be processed until a set time has elapsed (this is defaulted to 12 calendar hours but
can vary between Lead Carrier).
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This invoice will be batched with any further invoices you submit to the instruction within this time.
Once the timer has elapsed, the batch will be finalised, and Ecliptic will process and wait for Carrier
approval.

8.2.3 Tracking your batches

You can navigate to the “Company Invoice Batches” page to track the statuses of your invoice batches.
From here two tabs are available:

e Pending Batches

o Shows batches that have not been paid
e Completed Batches

o Shows batches that have been paid

You can filter on both tabs by claim/instruction/invoice details to locate a particular batch.

&
|
Q Search for Invoice Batches -
UCR/ Claim Ref GEMINI Instruction Ref
Instr

GEMINI Invaice Ref Expert nvoice Ref

Inveics Botch Reference cice Description

Created By Submitted By

Al v a1 v

Date Created From Date Created To

Date Submitted From Date Submitted To

Invoice Batch Status Batch Automated by System

Al v QAl Ho o ves
The pages listed below also make it clear if an invoice is part of a batch via the column highlighted
below:
“ ” “ H ”
o My Area” > “My Invoices
ttc B ”
. ompany Invoices

Pending Invoices
GEMINI Instruction Ref Claim Ref GEMINI Invoice Ref Expert Invoice Ref Currency  Total Inveice Amount ‘Advent Collection % ‘Advent Collection Amount Invoice Batch Reference Status Final?  Created By Date submitted Submitted By
Instr-3321 CLA3192  G10251004988  IBDemodOL uso 1,000.00 100.0000000% 1,000.00 161000000210 No  Jake Brewster  Fri, 24 Oct 2025 Jake Brewster c
Instr-3321 CLAG192  G10251004990  1BDemo002 uso 100000 100.0000000% 1.000.00 181000000210 Mo Jake Brewster  Fri, 24 Oct 2025 Jake Brewster e

8.2.4 How to resubmit a queried batch

Like individual invoices, batches can be queried and returned to you for amendments to be made. If a
batch is queried you will receive an email containing the query and necessary action, as well as a link
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to the GEMINI batch. From here you can make any amendment necessary and resubmit the batch for

processing.

Batch Details (IB1000000210)

Carrier Company

JakeBrewsterTestCarrier

UCR / Claim Ref

81234/656789Demo

GEMINI Instruction Ref

Instr-3321

Status

Queried by Ecliptic

Edliptic Collection %

100.0000000%

BV Used?

No

Invoice count

3

Attachments

11

Date created

Fri, 24 Oct 2025 13:22 pm

Submitted Date

Fri, 24 Oct 2025 13:50 pm

Currency

usD

Description

Batch Demo Description

Reviewed/Queried Comments

Feturning Batch for Demo

List of Batch Invoices
Gemini Invoice Raf Expert Invoice Ref Curency | Total Invoice Amoun Ediptic Collection Amount Completed ? Attachments
usp
610251004988 IBDemc00L usp 100000 1,000.00 Ready for Batch Processing 3 o o< |
610251004990 IEDemo002 usD 100000 1,000.00 'Ready for Batch Frocessing 2 G o |
610251004991 IBDema003 usp 1,000.00 1,000.00 Ready for Batch Processing ] Remave m
Total
3.000.00
& Download CSV

Submit Batch

8.2.5 Disbanded batches

Ecliptic can, if necessary, remove invoices from batches. When removed, the invoice will be processed
separately and no longer form part of the batch.

If an invoice or invoices are removed from a batch, and as a result the batch contains <2 invoices, then
the batch will be “Disbanded” and all invoices processed separately.

If a batch is “Disbanded” you will still be able to see the “Invoice Batch Ref”, with the exclaimer that
there was “Insufficient Invoices”

R
b How to Submit an Invoice Batch - +

Batch Details (IB1000000210)

Carrier Company UCR / Claim Ref

JokeBrewsterTestCarrier B12341856789Demo

List of Removed Invoices

Gemini Invoice Ref Expert Invoice Ref Cumency Total Invoice Amount Eciiptic Collection Amount Status

610251004991 1BDemot03 usp 1.000.00 1.000.00 Submitted for Validation 3

GEMINI Instruction Ref

Status

nstr-3321

8.2.6 Batch Payments

Payment of invoice batches will be made as a lump sum to the relevant bank account you chose
upon invoice submission. These will be referenced as per the “Invoice Batch Ref” which can be
searched in either of the below locations:

e Company Invoices
e Company Invoice Batches
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To ensure you are aware what invoices make up the payment, you are encouraged to make sure that
the relevant contact within your organisation is assigned to the bank account within GEMINI as a
remittance contact. When a batch is paid the contacts listed here will receive an email with a
breakdown of the invoices that make up the payment.

This contact can be added by navigating to:

“Admin” > “Manage Moneycorp Registrations” > “View” > Add Contact

8.3 Lloyd’s Europe & Part VIl Invoicing

Lloyd’s Insurance Company (LIC) are liable to the Belgian tax authority to pay VAT on
services it has received from suppliers outside Belgium. This is commonly referred to as
reverse charge VAT payable on cross border services. As part of LIC’s reporting obligation to
the Belgian regulator, they will need a record of fees paid for services that have been
provided during the claims process, and any associated VAT payments. They also need to be
made available to the Belgian regulator including copies of invoices to meet audit
obligations.

The current solution within the market has led to:

* poor controls at point of Expert fee submission

* poor data quality & unstructured VAT data

* reporting based on above poor controls & data quality
* duplicative & manual capture of invoices in Securestore

The reporting of data via ECF has been inaccurate, with substantial duplicate reverse charge
VAT payments being due, with Carriers required to upload copies of invoices on to
SecureStore for consumption by LIC.

GEMINI delivers a solution to correctly record and report on VAT on Expert fees and remove
the need for Carriers to upload the invoices to SecureStore. GEMINI improves the validation
of the Expert invoice at submission stage, with the Expert being guided within GEMINI via
LIC agreed categorisations to deliver an accurate record of the correct VAT amount that can
then flow into ECF.

Please find steps below on how to complete an invoice that falls under Lloyd’s Europe and
Part VII.

Once you have been notified of a new instruction you will be provided with a link which will
direct you into GEMINI and the applicable instruction. From there you can select ‘Manage
Invoices’.
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Company Insructions

Then select ‘New Invoice’.

= ¢

p=d

= Gemini [Experts] -

View Expert Appointment
Claim details

UCR/ Claim et BGEMJTDOC1 19421
MR | Py Rel

Losa Home

Loss Location

oteof Lass From  F,01 jan

Bote of Lass To, Sun, 01 jon 2017

creawd By 25 rrarsnes Uit
Company

Croted By User

Comments

Instruction Details

Expert Type adysting

Expert Sub Category

Expert fole

Expert Appointed By Carier

instruction
Description

Stotas
Oene erecred

wstruction D

Fee Reserve

Fee Budget

Total Foyment (USD| 606900

Erasion Finorcioks nct set]

= Gemini [Experts] -

All Invoices

Claim details

UCR/ Claim Ref
UMR/ Policy Ref
Loss Name

Loss Location

Date of Loss From
Date of Loss To
Created By Company

Created By User

Search Invoices

Pending Invoices

Geminl Invoice Ref

No invoice avallable

Expert Invoice Ref Currency

B5600MT4566

B5600MT4566

Loss Name

United Kingdom

Thu, 14 May 2020

Managing Agent Company

Tom McArthur (tom.mcarthur@advent.claims)

Total Involce Amount

Assign Expert

Company

Test &

Expert Ussr

Instruction details

Instruction Ref
Assigned Expert
Expert Type

Expert Sub Category
Instruction Description
Instruction Currency
Status

Date created

Pending Invoices

Status Final?  Created By

be

Instr-264

Adjusting

1st Party

Test Description

United Kingdom Pound (GBP)

Open

Wed, 03 Jun 2020 09:54 am

0

Submitted By Date / Time Submitted

As the claim is for Lloyd’s Europe and Part VIl you will have additional items to complete

You will have to option to select whether the service carried out is for the Insured or the

Insurer.

48



ee EMINI = Gemini [Experts] - e

=]
1y Instructions
Company Invoices Add |ﬂVOiCe
UCR / Claim Ref nsurel / Rainsured Loss Mame

& Supps BLB103 Peter Pan Loss name

Invoice Details

Expert Invoice Ref * Created By Clive Callshawk

Inveice Description * Date/Time Created Wed, 24 Mow 2021 14:47 pm
Currency * Flzase select,., -

Bank Account * Please Selact Currency and Bank Account N4

Is this service for the Insured or the Insurer? * Insured Insurer

PDF Upload

To upload a file please select into the boxed area or drag and drop your file onto the page

If this is selected that the claim is for the insured, the user will be instructed to make the
invoice out to the Insured.

es EMINI = Gemini [Experts] -

Add Invoice

Company Invoices

- i
BLB112 Peter Pan Loss name

Invoice Details

Expert Invoice Ref * Created By Tom Test

Invoice Description * Date/Time Created Mon, 29 Nov 2021 07:46 am
Currency * Please select v

Bank Account * Please Select Currency and Bank Account hd

Is this service for the Insured or the Insurer? * Q insured

PDF Upload

To upload a file please select into the boxed area or drag and drop your file onto the page

Drop files here to upload

You will then be required to complete the TAX fields where this is applied. Once submitted
this will be processed by the ECLIPTIC team.

If you are to select this invoice is for the insurer, you will be instructed to make this invoice
out to Lloyd’s Europe and the correct address is provided within the GEMINI system.
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‘e-es MINI = Gemini [Experts] -

Add Invoice

BLB112 Peter Pan Loss name

Invoice Details

Expert Invoice Ref * Created By Tom Test

Invaice Description * Date/Time Created Mon, 29 Nov 2021 07:46 am

Based in Belgium?

Is the Property Immovable?

There will then be additional items to be completed dependant on the selection criteria of
the claim.
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The “Expert Based in Belgium?” is selected Then the invoice will default to Belgium’s
Tax Rate (21%)

If neither are selected then the Expert will not be required to complete the TAX
fields

If: The claim High-Level Class of Business (On Claim Object) is “Property D&F” OR
“Property Treaty” Then: you will see the question - “Is the Property Immovable?”

If this is not selected AND the “Expert Based in Belgium?” is selected Then the
invoice will default to Belgium’s Tax Rate (21%)

If this is not selected AND the “Expert Based in Belgium?” is not selected Then the
Tax Fields are Hidden.

If this is selected AND the “Expert Based in Belgium?” is not selected Then the Tax
Fields are Mandatory.

If this is selected AND the “Expert Based in Belgium?” is selected Then the Tax Fields
are Mandatory.

If: The claim High-Level Class of Business is “Aviation” OR “Marine” Then: The invoice
page will have a select to whether the invoice — “Is the claim related to an Aircraft or
a Vessel?”

If this is not selected AND the “Based in Belgium?” is selected Then the Tax Fields are
Mandatory — Defaulted to Belgium’s Tax Rate (21%)

If this is not selected AND the “Based in Belgium?” is not selected Then Tax Fields are
Hidden.



8.4 How to search for an invoice

Within the GEMINI system you will have the ability to search for all your invoices, all
company invoices (admin users only) and all invoices within one instruction. There will be
various fields which you will be able to search by in the system.

You can search for your invoices via two pages:

e “My Area” > “My Invoices”
e “Company Invoices”

List of My Invoices

Search Invoices

Claim Ref
GEMINI Instruction Ref Instr
Inveice Batch Reference 1B

GEMINI Invoice Ref

Expert Invoice Ref

Total Invoice Amount

Inveice Description

Date Submitted From ddimmiyyyy
Date Submitted To ddimmiyyyy
Status all o
Final? Al o
Reset
9 Reporting

As an Expert user you will be able to see high level reports to show the number of invoices your
company has at each stage of the payment process along with the value of those invoices.

The invoice has a total of 7 statuses within the system. These are:

1. Draft — Your invoice has been saved within the system but not yet submitted.

2. Submitted for Validation — ECLIPTIC are reviewing that you have uploaded the
correct information in order for ECLIPTIC to submit this to the subscribed Market.

3. Validated by ECLIPTIC — ECLIPTIC have validated your invoice and your invoice has
been passed to ECLIPTIC’s processing team.

4. Carrier Approval — Your invoice is waiting to be approved by the subscribing market.

5. Payment Processing — Your invoice has been approved by the subscribing market and
your payment is being processed by Moneycorp

51



6. Paid — Your invoice has been paid
7. Queried — Your invoice has been queried by ECLIPTIC or the subscribing market

To see these reports, select ‘Invoices and Payments Pipeline’. The user can use the filters to

differ the reports

n = Gemini [Experts] -

Invoices Awaiting Payment

Country Al v High Level Class of Al -
Business

Expert Type Al v
Generic Class of Select High Level Class of Business first.. v

Expert Sub t Expert Type first v  Business

Category
Risk Code Select Generic Class of Business first v
Submitted Last X
Days
Outstanding for > X
Days

Status MNumber of Invaices Value of Invoices (SUSD) awaiting payment Oldest i ) Average time awaiting payment from submission

Validated by Advent

Submitted for Validation

1,000.00 2 days 9 hours

2 119500 12 hours 22 minutes

10 Carrier Onboarding

10.1 How to view Carriers who have been onboarded
The user can now see which Carriers have onboarded onto the GEMINI service and are able
to see each Carrier by Bureau(x), Class of Business, go live date & any comments they wish

to add.

You can view this be selecting the tab ‘Carrier Onboarding’

"GENIN\ = Gemini [Experts] ~

Carrier Onboarding

Search for Carrier
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