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1 General Information
1.1 What does the GEMINI system cover?
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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’.

e

My Details My Services Provided

Title

Selected Classes of Business

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] « 2]

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 Branches 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] - ]

Edit Credentials

Generate New Password

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
Forename

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.
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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
11



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] - =]
My A oe
hegistration and Due Diligence  Private Al Panels  User Admin
- ABC Company ‘ Edit Company Profile ’
: Manage Mo —
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] - (-]

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 Areos  Panels Jser Admin

View Company Profile

A
8 Edit Company Profile
Company Details
Company Name ABC Company
Website Link.
p—
Comments

Documents visible by all Carrier Organisations

plete you will be searchabie by company name, service, class of

12



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’.
n = Gemini [Experts] - o

Edit Company Profile

Company Details

Company Name

Wiebsite 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] - =]

Jany Profile o ompany HQ/Branches

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.

13



n Gemini [Experts] « (2]

bhe

Edit Company Profile

Company Details Locations Covered
Company Name ABC Company

Witksha Lok Services Provided
P—

Comments

Documents visible by all Carrier Organisations

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] - o

Edit Company Profile

Company Details Locations Covered
Company Name ABC Compar
e Lk Services Provided
Comry o
fusting S
Comments alact mm

Documents visible by all Carrier Organisations

[ sovond o J
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’.

14



p = o

= Gemini [Experts] -

ABC Company

Company Details

Company Name

ABC Company

Website Link

Comments

Documents visible by all Carrier Organisations
Desciption

Locations Covered

HQs & Branches

Then select ‘Location Setup’.

n = Gemini [Experts] -
Registration and Due Diligence Par A
View Company Profile Edit C pany Profil Compan nche:

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

B

Locations Covered

&=

Services Provided

Use filters first
Classes of Business

Setect. (D CEID

Accident & Health

Aviti

B Cosualty FinPro
B Cosualty Other

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] ~

(=]

B8
@ o
Y

1. Select the regions you cover and then select ‘Submit’

15



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’.

16



It Gemini [Experts] -

@ Bock to profile
(S ALL T HOnE ]
OCD @@
Bl Americas Please select v =
B Euope 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] ~ 2]
Be

Search Location Covered

Regions " -
Country/Tarritory elect Region first v
Cties alect Country/Tamitory first .
Selected Cities

Europ: Al

E Albx ;

Europ Al El

Eur Al

Eur Al

Eur Alban ¥

Eur i Berot

Eur Al b

Eur

Eur

17



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

and then select ‘Filter’.

ﬂ = Gemini [Experts] -

Registratic

View Company Profile  Comy

Search Location Covi

[i-]

Selected Cities

A Continent Country/Territory city

Eurcpe United Kingdorm Landon

Apply To -

Please Select | =0 |

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

" Continent CountryfTerritary city
g
Eurcpe United Kingdorm Landon

Number of HO/Branches

Number of HG/Branches

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

11 Gemini [Experts] -

Search Location Covered

Reglons
Country/Territory

Cities

Selected Cities

Once you select submit, the system will save your company’s branch. You can see all
selected branches by selecting back to ‘Company HQ/Branches’

18
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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/Tersitory

Cities Landor

Selected Cities

Gemini [Experts] ~

e

ABC Company

HQ and Branches

10 or Dronch  Name

Number of HO/Branches

@M  A8c Company-London O Wed, 03 Jun 2020 No Comments Set London United Kingdom  No Address 1 set No Addre

You will then be able to:

Select your branch classes of business
Select your branch services

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= ¢
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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 I

fealth

Selected Service Provided

e
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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 *

Mobile 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.

20



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

ABC Company

HQ and Branches

HQ or Bronch  Name Experts {Click to View)  Dote of Setup Comments cay CountryfTerritory ~ 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

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

21




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’.

Gocevin = Gemini [Experts] -
B =]
cmpony Protie  Registration ond Dus Diigencs Privots Arsas
Expert Users - Trial Run Corp m
Filter by Search
ll Nome email Address Username aranch nomets Admin Branches
Joke Brewster oke brewsten@eciptic tech Jake Trial No Branches set Q o Disatle. renet N
E= o | —

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’.

b » ¢ Gemini [Experts] « o
—

ABC Company

My Details My Services Provided

Selected Classes of Business

Documents

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

be
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 Diligence pdf

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

s O g e
D

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] -

HQ's Private Areas

Branches' Private Areas

B8

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.

n = Gemini [Experts] -

and Du

Expert Admin - Edit Expert Company Profile

You can add key
contacts for both the
Carrier and Expert

Be

Private Area - ABC Company - London

You can add

documents and notes
by clicking add
document and add

note

SLA Reports

Managing Agent Company

Contact - Carrier

Name
Email
Mobile

Landline
Contact - Expert

Name
Email
Mobile

Landline

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] -

Company Profle  Registration and Due Diligence  Private Areas  User Admin

o) Admin

View Reports For Loss Adjuster SLA

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.

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’.

:ti = Gemini [Experts] -

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’.

I:t = Gemini [Experts] - 2]

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/policyholder

Average time taken to attend site from receipt of instruction

&

6 Payment Accounts

This section will first outline the steps required to migrate your existing payment account(s) from
Moneycorp to the new provider, Vitesse, within GEMINI. If you do not have any Moneycorp
accounts to migrate then see section 6.3 for steps on creating payment accounts.

6.1 Nominated Users
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Before you can begin the migration of your payment accounts, you must nominate at least one
GEMINI Admin user within your organisation to manage your bank account details.

Nominated users will be responsible for:
¢ Entering and managing your organisation’s bank account details in GEMINI
e Completing the migration process
¢ Maintaining payment-related information going forward
Requirements for nominated users:
¢ The user must already have access to GEMINI
* You must nominate at least one user (you may nominate more if required)
How to nominate a user:
Identify the user(s) within your organisation who should manage payment details.
Send the below details to the GEMINI Helpdesk (geminihelpdesk@ecliptic.tech):
* Name
¢ Email address
The GEMINI Helpdesk will then allocate your nominated users in GEMINI on your behalf.
Please Note:

¢ As bank account details will be managed directly within GEMINI, it is strongly
recommended that Multi-Factor Authentication (MFA) is enabled for nominated users

¢ Nominated users must be submitted before you can proceed with creating your new
payment account(s)

6.2 Migrating Payment Accounts

Please see the attached guide below for steps on how to migrate your existing Moneycorp
accounts in GEMINI. If you do not have any accounts to migrate then please see Section 6.3
below for steps on creating new payment accounts.

]

GEMINI Payment
Provider Migration (
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6.3 Creating payment accounts

6.3.1 Adding a payment account
To create new payment accounts for your Expert organisation, navigate to:

e Admin
e Payment Accounts
e Add New Payment Account

'Q'G EMINI = Gemini [Experts] - ‘

Company Profile Payment Accounts Registration and Due Diligence Private Areas Panels User Admin

Payment Accounts

o Q Search for Payment Accounts - +
Carrier Onboarding
peline
B Reports (New Note: All approved bank accounts will be available for selection during invoice creation.
From here:

e Select the Recipient Country

e Select the Currency

Expert Account Recipient Registration X

Recipient Country * Recipient Currency *

Please select... hd Please select... hd

Save & Next

Avoid duplicate payment accounts - Use "View Payment Account Details’ before adding new bank details to GEMINI

Once a country and currency have been selected, you will be presented with the account setup
screen.

This is where you enter:
¢ Organisation address details
¢ Beneficiary information
¢ Bank account details

To note, fields may vary depending on the country selected. Please complete all required fields,
ensuring these match your organisation’s registered details where possible.
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Payment Account Status

Please note you have 0 accounts set up with this currency in GEMINI - Ensure that you are not creating duplicate payment accounts

Recipient Countr

United Kingdom

Payment Account Details

Building Number *
Street Name *

Post Code *

Town/City *
Country/Territory United Kingdom
State/Province/County *

Beneficiary Email *

Account Reference —

Beneficiary Name *

GBP
Account Number *
Sort Code *
SWIFT Code *
IBAN *

Update Country & Currency

Approved accounts

¢ Enter your organisation’s registered address, ensuring it aligns with the payment account

being created.

¢ Please note that this should be your organisation’s address, not the bank’s address.

Payment Account Details

Building Mumber *
Street Mame *

Post Code *

Town/City *

Country/Territory United Kingdom

State/Province/County *

Beneficiary Email *

Account Reference _

Beneficiary Name *

¢ Enter the email address associated with your GEMINI account in the Beneficiary Email

field. To note, this email address is not used to receive remittance emails. Steps on how to

configure your remittance notifications are in Section 6.3.3.
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Additionally, complete the Beneficiary Name field.
This should:
¢ Be the name of your organisation’s payment account

¢ Help you identify the correct account when assigning invoices

Payment Account Details

Building Humbar *
Street Mome *
Post Code *

Town/City *

CountryiTerritory Uhnited Kingdom
Stote/Province/County *
Benefciary Email *

Account Reference _

Beneficiary HNome *

¢ Enter the relevant banking information

Account Number *
Sort Code *
SWIFT Code *

IBAN *

Once all details have been entered, you have two options:
Save as Draft
¢ Allows you to return later to make any final amendments before submission
¢ To note, this option will NOT complete the account creation
Submit Request
¢ Finalises the account setup
* Sends the request for processing and approval

* Once approved, this links your existing Moneycorp account to your Vitesse account,
completing the migration
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6.3.2 Viewing payment account details
* You will be able to view account details for 10 minutes post-submission

¢ After this period, sensitive banking data will be removed for security purposes

* The details can be requested again by navigating to “Payment Accounts” and selecting
“View Payment Account Details”:

'G!.HIHI

Q, Search for Payment Accounts +

Payment Accounts  vine Foyrant dcsem Dzl [ o Ackd Wow Payemant dccourt ]

Once your Vitesse account(s) has been set up, you can view these through the Payment Accounts
page. To complete this:

¢ Navigate to “Payment Accounts”
Here you can:
¢ View submitted accounts
¢ View the status of your accounts
Please note:
¢ Invoices can only be paid against Approved accounts

¢ If you experience any issues with your account status, please contact the GEMINI Helpdesk
(geminihelpdesk@ecliptic.tech).

6.3.3 Configuring remittance notifications

You can view, add, or remove recipients via “View Remittance Recipients” on the Payment Accounts
page:
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ent Accounts  Registration ond Due Diligence  Private Areas  Fanels  User Admin

Q Search for Payment Accounts - +
Payment Accounts
Note. Al approved bank i i creation.
— - ceP I Pending - Thu, 21 May 2026 03:25.am -
—— - GEP [ Pending -_— Thu, 21 Moy 2026 0956 am -

6.3.4 Payment account deletions

You can delete payment accounts that have been created for your organisation.

Company Profile  Payment Accounts  Registration and Due Diligence  Private Areas ~ Panels  User Admin  Exports

Payment Accounts

Q Search for Payment Accounts - +

Note: All approved bank accounts will be available for selection during invoice creation.

Account Reference Beneficiary Name Currency Created/Submitted By Account Status MC Recipient ID Date created

EPA1S6L DEMO COMPANY USD usp ] not available Thu, 04Jun 2026 10:52 am IEI

Please Note:

e The payment account must have no in-flight (unpaid) invoices submitted against it for it to
be possible to delete.

e Deleting will not remove any payment records, however you will be prevented from
selecting this bank account on future invoice submissions

See below for message displayed when deletion is attempted for a payment account with in-flight
(unpaid) invoices attached.

Vitesse - Delete Recipient

Deleting this account will mean it can not be selected for future invoice submissions

Do you wish to confirm?

Unpaid inveices are assigned to this account, please try again once they are paid

32



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.

'e'G EMINI = Gemini [Experts] -
:
e b
@ Bock to Profile
Placeholder Corporation Placeholder Corporation Test.Placeholder
UCR/ Claim Ref UMR / Policy Ref
GEMINI Instruction Ref Expert Claim Reference
Expert Claim Reference (Expert Version) Carrier Company
Q Advanced Filters for My Instructions +

Organisatios UCR Claiem Ref UMR/ Policy Ref Currency s}

0 Fri, 14Feb2025
1347

Lioyd's Not Available Test Company B1766/BTEST001 B1766/BTEST001 20,000.00 USD
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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’

'B'GENINI = Gemini [Experts] -
wy Area

sructions My Invaices My Profile

View Expert Appointment ( Instr-8932 )

Claim details Instruction Details
v

UCR/ Claim Ref BI766JBTESTO01 Click here to view all bureaux ins
Bureau "

UMR [ Policy Ref  B1766/8TESTO01 Lloyd's

Insured TESTLOSS Expert Claim

Reinsured Reference

Loss Name TESTLOSS Fee Eamer

Loss Location Urited States Exact Loss
Lacation

Date of Loss Fr, 14 Feb 2025

o Expert Type Not set

Dats of Loss To. Fii, 14 Feb 2025 Expert Sub Not set
Category

Created By Test Company

Company Expart Role

Created ByUser  Jake Brewster Expert

lioke brewster@ecliptictech) Appointed By

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

7.4 How to add a task to an instruction

Financial Details

Fee Reserve 2000000

Fee Reserve uso
Currency

Fee Budget

Fee Budget
Currency

Total Payment
usp)

Erasion % Financiols not set

0 a8
@ Manage Invoices
Assign Expert
Company *
Placeholder Carporatio ~
Expert User *
Placeholdr Carporation v

Expert Claim Reference

Expert Claim Reference (Expert Version)

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

‘Add Task’.
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‘.osmm = Gemini [Experts] - ] ’

[ Claim Handiee Gearge MeCarthy
(George MeCarthyBodvertinaurencenanage

Billing Vendar Used? o

Comments

List of Carriers

Comporry ICamio Codel [Ty prem— e Signed Parcentage Rls

Payment Summary to Date (USD)
Total Defence

Total Coverage

Total Subfogation

Total Adjuster Fee

Total Disbursenent & Expenses
Total Other Expert

Total TPA Coveshokder Fee

T B ¥ ¥ B8 ¥ E ¥

Total Fee Spend

Instruction Documents Tasks Associated To Instruction

o tosks ausaciate
B Add Task

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’.

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’.

@ cerin = Gemini [Experts] - e
3 My Area Total
) 100.0000000%
=) Company Instructions.

o G I

oo Ac Payment Summary to Date (USD)
Total Defence $0

Pipsiine o Total Coverage 50

= Total Subrogation 30
Total Adjuster Fee $0
Total Disbursement & Expenses $0
Total Other Expert $0
Total TPA Coverholder Fee $0
Total Fee Spend 30
Instruction Documents Tasks Associated To Instruction
o Descrtion Task et Task Harme Descrotion p— Dote crected
BPYECOrTs to ShoWw No tasks associoted, click “Add Tosk" to cregte one.

& Add Document

© 2023 Hetcall Systems Li Logged in as George Abacs. Fowered by Neteall
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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 instructions, or pages for just
unassigned, assigned and cancelled instructions.

'.'GE'"NI = Gemini [Experts] -
Qe
|
All Instructions Within Placeholder Corporation
UCR/ Claim Ref UMR / Policy Ref
B B8
‘GEMINI Instruction Ref Expert Claim Reference
nstr
Expert Claim Reference (Expert Version) Carrier Company
Al v
Q Advanced Filters for All Instructions +
o -
GEMNI Expert Claim Expert Cloim Fee Exact Loss. Creoted by Carrler FeeReserve&  Totol Payment  Erosion
Instructon Ref Bureau  Aeference - Comer  Reference - Expert  Eorner  Locotion Sssigned Expert Orgomsatien UCR/ Clom Ref AR Policy R Curency wso) % Suus  LeodAduster Octe created
Instr-9211  Lioyd's Not Available - - - - Test Company 824032025)BTESTSS6 B24032025)BTESTSS6 0.00 USD - - Cancelled Jake Brewster Mon, 24 Mar
(joke brewster@ediptic tech) 20251558
Instr-9212 Lioyd's Not Available - - - - Test Company B24032025|BTESTSS6 B24032025)BTESTSS6 0.00 USD - - Cancelled jake Brewster Mon, 24 Mar
(ke brewsterGecipti tach) 20251603
= Gemini [Experts] -
Qe
5 Unassigned Instructions | Assigned Instructions | Cancelled Instructions
o conp
s " aancy 2
AllInstructions Within Placeholder Corporation
%
UCR/ Claim Ref UMR / Policy Ref
e 8
‘GEMINI Instruction Ref Expert Claim Reference
nstr
Expert Claim Reference (Expert Version) Carrier Company
Al v
Q Advanced Filters for All Instructions +
o -
G Expert clam Boetclam  Fee  Bactioss Creoted by Camter FeeResene s Totol Poyment Erosion
istrocton fef | Bureas eference - Comer  Reference - Expert  Eorner  Location AssignedExpert Orgonsation e Clom et R oy Ref Cumency ws0) % suns Leodaduster oetecreated
Instr-9211 Lloyd's Not Available - - - - Test Company B24032025)BTESTS56 B24032025)BTESTSS6 0.00 USD - - Cancelled Jake Brewster Mon, 24 Mar
(joke brewster@ecliptic tech) 20251558
Instr-9212 Lioyd's Not Available - - - - Test Company B24032025)BTESTSS6 B24032025)BTESTS56 0.00 USD - - Cancelled jake Brewster Mon, 24 Mar
(1oke brewster@eciiptic tach) 20251603
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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.

"esmm

= Gemini [Experts] -

All Instructions | Unassigned Instructions | Assigned Instructions | Cancelled Instructions

Unassigned Instructions Within Placeholder Corporation

ABC Insurance Limited

UCR/ Claim Ref

B

GEMINI Instruction Ref

Expert Cloim Reference (Expert Versior]

Q

Uoyd's Not Availcble

UMR / Policy Ref

B

Expert Claim Reference

Canrier Company

Al

Advanced Filters for Unassigned Instructions -

o

UER) Claim Rel

MR Picy Rel

B24032025/8TESTSS6 B24032025)BTESTESS 1200000USD -

= o
ljake brewsterZeclptictzch)

Dote created

Mon, 24 Mar 2025

1605

Once you select into the instruction you can assign the instruction by selecting an Expert
from the ‘Assign Expert’ area.

= Gemini [Experts] -

View Expert Appointment { Instr-9213)

Claim details

UCR/ Cloim Ref

UMR / Policy Ref

Insured |
Reinsured

Date of Loss
From

Date of Loss To

Created By
Company

B24032025)BTESTSS6
B24032025)BTESTS56
Unknown

Mon, 24 Mar 2025

Mon, 24 Mar 2025

Test Company

Instruction Details

Completed

Click here to view all bureaux instructions for this Clair

Bureou Lioyd's

Instruction
Number

Instr-9213
Expert Claim

Reference

Fee Earer

Exact Loss
Location

Fumart Tuna [y

Financial Details

Fee Reserve 12,00000

Fee Reserve usp
Currency

Fee Budget

Fee Budget
Currency

Total Payment
(sD)

Erosion %

Payment Summary to Date (USD)

Assign Expert

Company *

Placeholder Corporation

Expert User *

Please select

Xpel Im Reference

Expert Claim Reference (Expert Version)

The admin user will be able to select from all Experts available within the listing.

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

The Expert user can re-assign an assigned instruction by completing
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7.6.2 Viewing associated bureaux instructions

Your Expert organisation might be instructed on multiple bureaux for the same claim. To see
all bureaux your organisation is appointed on, open an instruction and select ‘View all
bureaux instructions for this claim:

= Gemini [Experts] -

(R =)
View Expert Appointment ( Instr-27185) Manage Invoices.
Claim details Instruction Details Expert Details Assign Expert
Click here to view all buregux instructions for this Claim
UCR/ClaimRef  B1234AI3Bureaux : o Assigned to Expert
‘Bureau Lloyd's Placeholder Corporation .
UMR/Policy Ref  B1234AlI3Burecux 4 Company
Instruction Instr-27185 Financial Details Placeholder Corporation "
Insured / Temp Company P2
R .
anmc Fee Reserve 5000000 ExpercUner
Bxpait Choim Placeholder Corporation v
Loss Name Fire Damage Ritoice —— s ceholder Corporatio
Loss Location United States.

Currency
Fee Eamner -

This will show a pop-up of the bureaux instructions your organisation has, with hyperlinks to
each:

Associated Bureau Instructions X
GEMINI Instruction Ref | Bureau | Assigned Expert Created by Carrier Organisation UCR/ Claim Ref UMR / Policy Ref Fee Reserve & Cumrency | Total Payment (USD) | Erosion % | Stotus | Date created
w
Instr-27187 i8] Flaceholder Corporation Test Company B12344l3Bureaux B1234AlI3Buregux 20,000.00 USD m Fri, 05 Jun 2026 13.48
LIRMA
Instr-27186 LIRMA | Placeholder Corporation Test Company B12344l3Bureaux B1234AlI3Buregux 25,000.00 USD m Fri, 05 Jun 2026 13.47
Lloyd's
Instr-27185 Loyd's | Placeholder Corporation Test Company B12344l3Bureaux B1234AlI3Buregux 50,000.00 USD m Fri, 05 Jun 2026 13.44

8 Invoicing

8.1 How to upload an invoice to an instruction
Please note: you have to complete your Payment Account registration prior to uploading an
invoice. For details on this see Section 6.

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.
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= Gemini [Experts] -

B
B8
All Invoices
Note : User can’t enter an invoice for an instruction billed outside of GEMINI.
Claim details Instruction details
UCR / Claim Ref B26032025/81001 Gemini Instruction Ref Instr-2858
UMR / Policy Ref B26032025/81001 eeanedEXpert LokelBIeter
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 Payment Account Reference. The
Account Reference is a low-level system reference that corresponds to an individual
payment account set up within GEMINI. For more details on setting up your payment
accounts, see section 6.
Navigate to Admin > Payment Accounts.On this page, if you have successfully set up or
migrated a payment accountit should look as below. The reference you are looking for is
highlighted below.
Company Profile  PaymentAccounts  Registration and Due Diligence  Private Areas  Panels  User Admin
Q Search for Payment Accounts +
Payment Accounts
Note: All approved bank accounts will be selection during it
EPAL0013 Placeholder Bank USD usD Placeholder Corporation not available Fri, 05 Jun 2026 13:50 pm -
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 Managing Invoices
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’.
'QGEMINI = Gemini [Experts] -
Qe

View Expert Appointment ( Instr-27185)

Claim details

UCR / Claim Ref

B1234AI38ursoux

oference
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Expert Details Assign Expert

Assigned to Expert

Lloyd's

Ploceholder Corporatio
s % Company *
instr-27185 Financial Details Ploceholder Corporatior v




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’.

'o_ssnml = Gemini [Experts] -
iy e = =]
Company Imveices
UCR / Claim Ref Loss Name insured / Reinsured Instruetion Ref View Create New Invoice:
Back o Instnucion B1234A13Burecu Fire Damage Temp Company Inst-27185 m m
Q Search for Invoices - +

Click to Toggle between Invoice Mode and Batch Mode

8.1.3 Adding new invoices

See steps below for submitting invoices to GEMINI. Note that any field denoted by an asterisk (*) is
mandatory.

= Gemini [Experts] -

UCR/ Claim Ref Loss Nome Insured f Reinsured GEMINIInstruction Ref

B1234All3Bureaux Fire Damage Temp Company Instr-27185

Invoice Details Document Upload
To upload a file please select into the boxed area or drag and drop your file onto the page
* INV-001 .

Expert Invoice Ref Permitted file extensions are .pdf, xlsx and .csv.
Invoice Description * Finol Fee

P
Comment to Underwriter @ Drop files here to upload

4
Currency * United States Dollar (USD) v

File Description * Inveice File Type *
Bank Account* Flaceholder Sank USD M Please submit an original copy of your invoice here, along with any necessary supporting documentation, such as
disbursement & expenses

Created By Placeholder Corporation

Upload at least 1 document file

Date/Time Created Fri, 05 Jun 2026 14:02

e Expert Invoice Ref:
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o Your internal invoice number
e Invoice Description
e Comments to Underwriter
o Additional comments you want the GEMINI team to pass onto the Lead Underwriter
e Currency:
o The currency of your invoice
e Bank Account:
o The bank account you want the invoice to be paid to
o If you have no bank accounts set up, see section 6.

Please Note: A copy of your invoice must be provided. You can do this by dragging the relevant
document into the boxed area pictured above, or select the box and add your file.

Next are the financials of your invoice submission.

Start by completing the ‘Total Invoice Amount’ field. This should be the 100% amount of your
invoice.

= Gemini [Experts] -
B1234All3Bureaux Fire Damage Temp Company Instr-27185

Please ensure you add the 100% invoice amount

Total Invoice Amount * Total (Calculated) * @ Amount Paid to Expert *

0.00 40000
‘Warning : Fee Breakdown ond Taxes does not equal Total Invoice Amount
Taxes
Fee Breakdown
Tax Amount @
Defence @ Subrogation @ 000
Tax Rate & Expenses @)
Coverage @ Disbursement & Expenses @ 000
Monitoring Counsel ) Other Expert )
Adjuster Fee @ TPA Coverholder Fee

Next, you must ensure that the fields in the ‘Fee Breakdown’ total the value entered in the ‘Total
Invoice Amount’ field, as below:
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Gemini [Experts] -
B1234All3Bureaux Fire Damage Temp Company Instr-27185
Please ensure you add the 100% invoice amount

Total Invoice Amount * Total (Calculated) * @ Is this the amount you are expecting to receive?

10000 1000.00 No @ Yes

Amount Paid to Expert * @

400.00
Fee Breakdown

Defence @ Subrogation @ Taxes

800 0.00
Tax Amount €
Coverage © Disbursement & Expenses @

0.0
200
Tax Rate & Expenses @)
Monitoring Counsel @ Other Expert @

Adjuster Fee € TPA Coverholder Fee @

This will then auto-calculate the amount your organisation will receive based on the market share
against the claim. The amount you will receive is shown in the ‘Amount Paid to Expert’ field, as
above.

As this is calculated, a question will appear above the ‘Amount Paid to Expert’ field asking, ‘Is this the
amount you are expecting to receive?’. If the answer to this is ‘No’, select this and enter the amount
you are expecting to receive.

Gemini [Experts] -
R Ref iame ed [ Remsure: EMINI Inst Ref
Bi234All3Bureaux Fire Damage Temp Company Instr-27185

Please ensure you add the 100% invoice amount

Total Invoice Amount * @ Total (Calculated) * @ Is this the amount you are expecting to receive?

200000 100000 OMo " Yes

Warning : Fee Breakdown and Taxes does not equal Total Invoice Amount
Please enter the amount you want to be paid * @

800.00

Fee Breakdown Please provide a reason for grossing up your invoice *
Defence @ Subrogation @
800
Coverage @ Disbursement & Expenses €) Taxes
000 200
Tax Amount §
Monitoring Counsel @) QOther Expert @

0o
Tax Rate & Expenses @)
Adjuster Fee @ TPA Coverholder Fee @

)01

The ‘Total Invoice Amount’ will recalculate based on the figure you have entered and the market
share against the claim.

You will then be required to:

1. Update the Fee Breakdown fields to once again total the value in the ‘Total Invoice Amount’
2. Provide a reason for grossing up your invoice. This is passed onto the Lead Underwriter by
the Ecliptic team and is shown below:
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= Gemini [Experts] -

UCR f Cloim et Loss Nome sured | Reinsured GEMINI Instructon P

B1234All3Bureaux Fire Damage Temp Company Instr-27185

Total Inveice Amount * Total (Calculated) * @ Is this the amount you are expecting to receive?
2000.00 2000.00 ONo © Yes

Please enter the amount you want to be paid * @

800.00
Fee Breakdown

Please provide a reason for grossing up your invoice *

Grossing up invoice becouse

Defence @ Subrogation @
1600
Coverage @ Disbursement & Expenses @
Taxes
000 400
Monitoring Counsel @ Other Expert Tax Amount @
0.0C 0.00 000
Adjuster Fee TPA Coverholder Fee @ Tax Rate & Expenses §
0.00 0.00 0.00 %

Once you are happy with the submission you must:

1. Select whether the submission is a final invoice for that instruction
2. Tick the box confirming you are happy for Ecliptic to process the invoice

You then have two options:

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

Expert Final Invoice ?

Final Invoice *

No ~

By ticking this box, you confirm that all details have been submitted correctly to the best of your knowledge and you are happy for Ecliptic
to process this invoice

Save & Exit

o Saves a draft to be edited later o Sends to Ecliptic for processing

A
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8.1.4 How to amend a saved invoice

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

'eesmm = Gemini [Experts] -

View Expert Appointment ( Instr-27185)

Claim details Instruction Details Expert Details Assign Expert

UCR/ Claim Ref B123. Assigned to Expert

Lloyd's Piacehoider Corporation

Company *
UMR/ Policy Ref pany
nstr-27185 Financial Details ”
Insured /
Reinsured Expert User *
Fee Reserve 50,000.00 xpert User
Loss Name b
Fee Reserve 0
Currenc ey
Loss Location pa—— @
. ‘o Fee Budaet

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.

For a guide on submitting refunds via GEMINI, please reach out to
GEMINIHelpdesk@ecliptic.tech.

= Gemini [Experts] - il
B Incurance Limited D&
UCR / Claim Ref Loss Name Insured / Reinsured Instruction Ref View Create New Invoice
B1234AI13Burequx Fire Damage Temp Company Instr-27185 m
Q Search for Invoices - +

Click to Toggle between Invoice Mode and Batch Mode

Pending Invoices

GEMINI Invoice Ref Expert Invoice Ref Currency | Total Invoice Amount Invoice Batch Reference Status Final? | Created By Submitted By Date submitted Adjuster Name

Lloyd's

G06261013720 | INV-001 usD 2.000.00 - Draftt |No | Placeholder Corporation Placeholder Corporation Not Submitted | Jake Brewster (jakebrewster@ecliptic tech) Wiz Delete

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] -

n
UCR/ Claim Ref Loss Name Insured / Reinsured Instruction Ref View Create New Invoice
B1234AI13Bureaux Fire Damage Temp Company Instr-27185 m
Q Search for Invoices -

Click to Toggle between Invoice Mode and Batch Mode

Pending Invoices

GEMINI Invoice Ref | Expert Invoice Ref | Currency | Total Invaice Amount | Status Final? | Created By Submitted By Datesubmitted | Adjuster Name

Lloyd's

606261013720 | INV-001 usD  |2,000.00 Queried by ECLIPTIC - Expert Review Requied | No | Placeholder Corporation | [Placeholder Corporation| | Fri, 05 Jun 2026 | Joke Brewster (joke brewster@ecliptic.tech) Delete

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.

= Gemini [Experts] -

B1234All3Bureaux Fire Damage Temp Company | Instr-27185
Reviewed/Queried Comments Expert Queried Comment m View Comment
Quenying

Invoice Details Document Upload

To upload a file please select into the boxed area or drag and drop your file onto the page
Expertinvoice Ref * S Permitted file extensions are pdf, xlsx and .csv.

Invoice Description * INV-001

Comment ta Underwriter Drop files here to upload

Currency * United States Dollar (USD) .
File Deseription * Invoice File Type *

Bank Account ™ Placeholder Bank USD v Z TEST INVOICE pdf NVOIC

You will also be able to see the comment history on the submission by clicking ‘View’ on the
invoice entry.
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8.1.6 Multi-bureau Invoice Submissions

If your organisation is appointed on multiple bureaux under the same claim, you can create one
invoice entry that, once submitted, is split into one submission per bureaux you have selected.

Note: See Section 7.6.2 for information on how to see your multi-bureau instructions in one place.

Once you have located a claim for which your organisation is appointed across multiple bureaux,
open one of the bureaux instructions, select ‘Manage Invoices’ and ‘New Invoice’. A pop-up will
display detailing the bureaux you are appointed on and the market participants.

Confirmation x

Market Participants

‘CARRIER COMPANY (BUREAU: CARRIER CODE) ‘ SIGNED LINE % | SLIP LEAD? | BUREAU LEAD?

Uoyd's
Test Company (Lloyd's:8989) ‘ 40.0000000% | Yes | Yes

LIRMA
Test Company (LIRMA:|1234) ‘ 40.0000000% | Yes | Yes

I
Test Company (ILU:123463) ‘ 20.0000000% | Yes | Yes

Please tick bureaux you would like to include in this
submission

Select: | NONE Selected Bureau
LU

5

L LIRMA

LIRMA

Confirm & Create Invoice

Select which bureaux you wish to submit for and click ‘Confirm & Create Invoice’.

The key difference between single bureau and multi-bureau invoice submissions is that the
market breakdown at the bottom of the page will show all bureaux calculations, and the
amounts you will be paid.
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Market Breakdown

ECLIPTIC Collection % ECLIPTIC Collection Amount
Lloyd's 40.0000000% Lloyd's 800.00
LIRMA 40.0000000% LIRMA 800.00
LU 20.0000000% Ly 200.00
Total 100.0000000% Total 1,200.00

Note: For details on how to submit an invoice and complete the relevant fields, see Section
8.1.3

Once you submit the multi-bureau invoice, they will be split and placed in line for processing

You can also track your invoices from other bureaux instructions via the table below. This is
visible from the ‘Manage Invoices’ screen.

Pending Invoices

GEMINIInvoice Ref | Expert InvoiceRef | Cumrency | Total Inveice Amaunt | Invoice Batch Reference Status Final? | Created By Submitted By Dote submitted Adjuster Hame

Lloyd's

606261013720 | INV-001 usD 200000 Submitted for Validation] No | Placeholder Corporation Placeholder Corporation Fri05jun2026 | jake Brewster (joke brewster@ecliptic tech)
606261013722 | INVOD2 usD 3.00000 ‘Submitted for Validation] No | Placeholder Corporation Placeholder Corporation Fii.05jun2026 | jake Brewster (joke brewster@ecliptic tech)

Completed Invoices

GEMINI Invoice Rt Expert Invoice Ref Currency Total Invoice Amount invoics Batch Reference Status Final? Created By Submitted By Date submitted Adjuster

No invoice available

Invoices from Other Bureaux Instructions

GEMINIInstruction Ref | GEMINI Invoice Ref | Expert Invoice Ref | Cumrency | Totol Invoice Amount | Invoice Batch Reference | Status Final? | €reated By Submitted By Date submitted Adjuster Nome

LIRMA

Instr-27186 G06261013721 | INV-002 usD 2,000.00 - |Submitted for Validation Yes | Placeholder Corporation | Placeholder Corporation Fri.05 |un 2026 | Jake Brewster [joke brewster@edliptictech)
Instr-27185 606261013723 | INVOD2-LRMA | USD 3,000.00 Submitted for Validation No | Placeholder Corporation | Placeholder Corporation Fri.05 |un 2026 | Joke Brewster (jcke brewster@edliptictech)
(11}

Instr-27187 GO6261013724 | INVOD2-ILU usD 3,000.00 (Submitted for Validation No | Placeholder Corporation | Placeholder Corporation Fri.05 |un 2026 | Joke Brewster [joke brewster@edliptictech)

8.1.7 Deleting Invoices

You can delete invoices that have been submitted as long as they are at any of the below
statuses:

e Draft
e Submitted for Validation
e Queried by Ecliptic — Expert Review Required

To delete an invoice, simply select ‘Delete’ against the invoice record:
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= Gemini [Experts] -

UCR / Claim Ref

Loss Name

Insured / Reinsured

Instruction Ref

View

Create New Invoice

B1234Al13Bureaux

Fire Damage

Temp Company

Instr-27185

Pending Invoices

GEMINI Invoice Ref | Expert Invoice Ref | Currency | Total Invoice Amount | Invoice Batch Reference | Status

Loyd's
606261013720 | INV-001 USD 200000

Search for Invoices

Click to Toggle between Invoice Mode and Batch Mode

EM I OACEe |No | Placeholder Corporation | Placeholder Corporation | Fri,05 Jun 2026 | Jake Brewster (jake.brewster@ecliptic tech) View

Final? | Created By

‘Submitted By

Date submitted

You will not be able to delete invoices if they are at any of the below statuses:

e Validated by Ecliptic
e Carrier Approval Pending

e Payment Processing

e Paid
e Rejected

e Queried by Carrier — ECLIPTIC Review Required
e Queried by Carrier — Expert Review Required

8.1.8 How to undo a ‘Final Invoice’

If a final invoice has been submitted against an instruction, you will prevented from
submitting further invoices. To undo this, select ‘Undo Final Invoice’, as below:

= Gemini [Experts] -

UCR/ Claim Ref Loss Name Insured / Reinsured Instruction Ref View Create New Invoice
B1 1234 1 Instr-27186 w Undo Final Invoice
Users can't enter an invoice when a final invoice has already been submitted. Select ‘Unelo Final Invoice' if further submissions are needec!
Q Search for Invoices
Click to Toggle between Invoice Mode and Batch Mode
Pending Invoices
GEMINI Invoice Ref | Expertinoice Ref | Currency | Total Invoice Amount | Invoice Batch Reference | Status Final? | Created By Submitted By Date submitted

LIRMA
606261013721 | INV-002 UsD | 200000
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Placeholder Corporation

Fri, 05 Jun 2026

Jake Brewster (ke brewster@eclptictech)
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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’.

'QGEMINI = Gemini [Experts] -
Qe
Cre i View Expert Appointment ( Instr-27185 )
Claim details Instruction Details Expert Details Assign Expert

UCR/ClaimRef  B1234Al38ureaux Assigned to Expert

Bureau Lioyd's Placehoider Corporation i
UMR/Policy Ref  B1234AIl Company

Instruction nstr-27185 Financial Details Placeholder Corporatior v
Insured / Temp Company orteteis
Reinsured Expert User *

Fee Reserve 50.000.00 ot
= Expert Cl o 2
Loss Name Fire Domage fienca e Reserve v i
e Currency

Loss Location United States Fee Earmer @
T s A b A Fee Budget

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”.

b How to Submit an Invoice Batch - +
UCR/ Claim Ref Loss Name Insured / Reinsured Instruction Ref View Create New Invoice
B1224A1138urecux Fire Damage Temp Company Insir-27185 Details New Invoice Batch

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

Batch Details (IB1000000210) List of Batch Invoices

Gemini Invoica Ref Expert Invoics Ref Currency Total Invoice Amount Eclptic Collaction Amount Completed 7 Attachments

Carrier Company UCR / Claim Ref

JakeBrewsterTestCarrier B123418567890emo

GEMINI Instruction Ref Status

instr-3321 Draft

Edliptic Collection % BV Used?

100.0000000% No

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
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 Invoice to Batch
Gemini Invoice Ref Expert Invoice Ref Currency Total Invoice Amount Ecliptic Collection Amount Completed ? Attochments
usp
G10251004988 BDemo001 usp 1,000.00 1,000.00 Ready for Batch Processing 3 E Remave
10251004990 BDemo002 usD 1,000.00 1.000.00 L ] 4 m e
510251004991 BDemo003 usD 1,000.00 1.000.00 Ready for Batch Processing & m [ m

Total

3,000.00
& Download 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.
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Invoice Attachments

Supported Documents

a
[

Description Document Type Date created

al=

Invoice Invoice Fri, 24 Oct 2025 13:42 pm

8

Invoice Invoice Fri, 24 Oct 2025 13:42 pm

Invoice Invoice Fri, 24 Oct 2025 13:42 pm

oo

Invoice Invoice Fri, 24 Oct 2025 13:42 pm

Selected Records (2) v
Flease Select... hd m

Please Select...

Delete Invoice Attachments

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).

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

Pending Batches | Completed Batches |

Company Inveice Batches

Q

UCR/ Claim Ref

GEMINI Inveice Ref

Inveiee Batch Referenes

Created By

Al
Date Created From

Date Submitted From

Invoice Batch Status

Search for Invoice Batches -

GEMINI Instruction Ref

Instr

Expert Invaice Ref

Inveles Deseription

submitted By
2l

Date Created To

Date Submitted To

Batch Automated by System

QA e ves

=)
o

The pages listed below also make it clear if an invoice is part of a batch via the column highlighted

below:

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

Pending Invoices

GEMINIInstruction Ref ~ ClaimRef  GEMINiinvoice Ref  ExpertinvoiceRef  Cumency  Totol Invoice Amount  Advent Callection %
Instr-3321 CLA/3192 G10251004988  IBDema001 usp 1,000.00 100.0000000%
Instr-3321 CLA/3192  G10251004990 BDemo002 uso 1000.00 100.0000000%

8.2.4 How

to resubmit a queried batch

Advent Callection Amount

1.000.00

1.000.00

Invoice Bateh Reference status

151000000210

IE1000000210

Submitted for Validation, No
Submitted for Validation No

Final? ~ Created By

Jake Brewster

Jake Brewster

Date submitted Submittd By

Fri, 24 Oct 2025 Jake Brewster

Fri, 24 Oct 2025 Joke Brewster

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
to the GEMINI batch. From here you can make any amendment necessary and resubmit the batch for

Batch Details (IB1000000210)

Returning Batch for Demo

Carrier Company

UCR/ Claim Ref
List of Batch Invoices

3

JakeSrewsterTestCarrier B12341556789Demo
Gemini Invaice Ret Expert Invoice Ref
GEMINI Instruction Ref SEID
Instr-3321 Queried by Ecliptic usb
610251004988 IBDemo001
Edliptic Collection 9% BV Used? £10251004990 [BDeme002
T s 610251004991 1EDemoc003
Invaice count Attachments

u

Date created

Fri, 24 Oct 2025 13:22 pm

Submitted Date

Fri, 24 Oct 2025 13:50 pm

Currency

usD

Description

Batch Demo Description

processing.
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Reviewed/Queried Comments

Currency Total Invoice Amount
usD 1000.00
usD 1000.00
usD 1000.00

Ediptic Collsction Amount

100000
100000
1,000.00

Total
3,000.00

Submit Batch

Completzd ?

Add New Invaice to Batch

Attachments

3 G o |
> = =]
‘ e



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”

@ Bock to All Instruction Batches

Batch Details (IB1000000210)

Carrier Company

JokeBrewsterTestCarrier

UCR / Claim Ref

B12341856789Demo

GEMINI Instruction Ref

Status

How to Submit an Invoice Batch -

List of Removed Invoices

Gemini Invoice Ref Expert Invoice Ref Cumency Total Invoice Amount

610251004991 1BDemo003 usp 1.000.00 1.000.00

Eciiptic Collection Amount

Submitted for Validation

Batch Reference - IB1000000210

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

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
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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’.

'eeemm = Gemini [Experts] -

View Expert Appointment ( Instr-27185) »/‘i'ﬂ

Claim details Instruction Details Expert Details Assign Expert

Assigned to Expert

UCR/ClaimRef 81 b struc
Lloyd's Piacehoider Corporation

Company *
UMR/Policy Ref ~ B1234A! ompany

instr-27185 Financial Details

Expert User *

Then select ‘New Invoice’.

@cemin = Gemini [Experts] -

Company Invaices

UCR / Claim Ref Loss Name. Insured / Reinsured Instruction Ref View Creats New Invaice

e R — — o Ea e |

Q Search for Invoices +

Click to Toggle between Invoice Mode and Batch Mode
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As the claim is for Lloyd’s Europe and Part VII 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.

= Gemini [Experts] -
| IEZVE‘aaEVL-JIRﬁng_}z h;eﬂD’amage Te;w;;‘é;::vaarwy I;;h—'z;lgllr-
Invoice Details Document Upload

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

Expert Invoice Ref * Permitted file extensions are pdf, xlsx and .csv.

Invoice Description *
Comment to Underwriter © Drop files here ta upload

Currency* Flease select hd

Bank Account * Select Currency first v ce sul nal here. along with any necessary supporting documentation, such ¢ sement &
Placeholder Corporation

Created By tiphocd ot lexst 1 clocumant e

Date/Time Created Fri,05 Jun 2026 15:12

Ik this service for the Insured or the Insured  * Insurer

Insurer? *

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

Invoice Details Document Upload
To upload afile please select into the boxed area or drag and drop your file onto the page

Expert Invoice Ref* Permitted file extensions are pdf, xlsx and .csv.

Invoice Deseription *

Comment to Underwriter @ Drop files here to upload
4
Currency * Please select .
File Description * Invoice File Type *
Bank Account * Select Currency first v

Please submit an original copy of your invoice here, along with any necessary supporting documentation. such as disbursement &
expens

Created By Placeholder Corporation P

Date/Time Created Fri, 05 Jun 2026 15:12
Is this service for the Insured or the @ Insured  Insurer
Insurer? *

Pleass ensure your Uploaded Invoice is made out to the Insured

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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Expert Invoice Ref *

Invoice Descri

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

Permitted file extensions are .pdf, .xlsx and .csv.

iption *

Comment to Underwriter @ Drop files here to upload

Created By

Placeholder Corporation [

Date/Time Created Fri, 05 Jun 2026 15:12

Is this service for the Insured or the ~ Insure d O Insurer
2%

Based in Belgi

Is the Property Immovable?

There will then be additional items to be completed dependant on the selection criteria of

the claim.

1. The “Expert Based in Belgium?” is selected Then the invoice will default to Belgium’s
Tax Rate (21%)

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

3. 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.

4. |If: The claim High-Level Class of Business is “Aviation” OR “Marine” Then: The invoice
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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 GEMINI’s payment provider.
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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] ~ o

s and Payments Pipeline (Awaiting Fayment]

Invoices Awaiting Payment

Country Al ~  High Level Class of Al v
Business
Expert Type Al v
Generic Class of Select High Level Class of Business first.. v
Expert Sub Select Expert Type first v Business
Category
Risk Code Select Generic Class of Business first v
Submitted Last X
Days
Outstanding for > X
Days
-
T
Status MNumber of Invaices Value of Invoices (SUSD) awaiting payment Oldest i ission) Average time awaiting payment from submission
Validated by Advent 1 1.000.00 2 days 9 hours 2 days 9 hours
Submitted for Validation 2 1,195.00 12 hours 22 minutes 6 hours 12 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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