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Introduction to BAP

Introduction to BAP Portal

IRDA has taken an initiative of automation for facilitation of various activities that
need to be undertaken by Insurance companies, Surveyors, Brokers and Third Party
Administrators (TPAs) for regulatory compliance. This program is called the
‘Business Analytics Project’ or BAP as referred to henceforth.

In this current technology driven environment, portal delivers ease of use and
uniformity in routine activities like online filing of returns, submitting applications for
enrolment, new license, renewals and other modifications to existing licenses. The
application also supports on-line clarification of queries, and provides notifications,
reminders and alerts for adherence to timelines.

This initiative will ensure good communication between insurance players and IRDA.
Standardized and timely collection of industry data will help IRDA in efficient
supervision of insurance operations, monitoring and tracking for the development of
the insurance industry in India.

In case of issues faced while using the BAP system please click the Support
Helpdesk tab on the menu bar available on your profile page to log in tickets for the
same. A separate help manual is also available for your assistance on how to log in
tickets on the Portal.
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1.0 Login & User Management

Prerequisites

1.1 Prerequisites

In order to access the BAP Portal the below mentioned hardware and software

infrastructure is required

Field

Description

Hardware - Personal Computer / Laptop

Processor Intel processors Pentium 4 /i3 /i5/i7 @ 1GHz or above
RAM 1 GB RAM or above (minimum 1GB recommended)
Hard Disk 80 GB or above HDD

Ethernet Card

10/ 100 Mbps

Software

Operating Windows XP (with Service Pack2), Windows Vista,
System Windows 7, Windows 8, Mac OS v 10.5

Office Utility MS - Office 2003 or above

Browsers Internet Explorer 7.0 / 8.0, Apple Safari 5.0

(recommended Internet Explorer 8.0 )

Java Runtime

JRE - 1.60 and above

Adobe Acrobat
Reader

9.0 version and above
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Login Process

1.2 To access the portal:

To access the BAP portal, you need to login by entering valid credentials.

LY

1. Open a browser and enter the following address: www.irdabap.org.in. The
IRDA BAP portal home page is displayed.

2. Click Login. The IRDA BAP portal login screen is displayed.

IRDA BAP PORTAL

User*

Password *

-

INSURERS
AGENTS TPA

SURVEYORS
BROKERS

Log On

Logon Problems? Forgot User ID / Password

Figure 1: IRDA BAP portal login screen

3. Inthe User field, enter your user ID.
In the Password field, enter your password.

5. Click Log On. The Change Password screen is displayed if you are
logging in for the first time or if your current password is in use for 90
days or more. Otherwise, the User Profile page is displayed.
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Login Process

Change Password
Old Fasanord ©
Mew Fasamord ®

Confirm Fasaword ©

Figure 2: Change Password Screen

If the Change Password screen is displayed:
1. In Old Password field, enter your current password.
2. In New Password field, enter your new password.
3. In Confirm Password field, re-enter your new password.

4. Click Change to change the password or click Cancel to return to the login
screen.

To Log Off from the portal:

i»
1. Click Log Off. A Log Off confirmation dialog box is displayed.

¥ SAP NetWeaver Portal -- Webpage Dialog ﬂ

& Are you sure you want to log off?

Cer T

Figure 3: Log Off Confirmation Dialog Box

2. Click Yes to log off or click No to go back to the previous screen.
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Retrieving Credentials

1.3 Retrieving Credentials

If you forget your login credentials, you can retrieve them using the Retrieve User
ID/Password option.

Retrieve Master ID

S T

Version 1.0

On the IRDA BAP portal login screen, click Forgot User Id / Password.
The Retrieve User ID/Password screen is displayed.

Retrieve User ID/Password

Retrieval Type . @ User® ( Password

Figure 4: Retrieve User ID/Password Selection

In Retrieve Type, click User ID. Additional fields are displayed.

From User Type drop-down list, select Corporate.

From Corporate Type drop-down list, select Insurer.

In Retrieve, click Master/Organization ID. Additional fields are displayed.

In the Registration Number field, enter the registration number of the
insurance company.

Retrieve User IDfPassword

Retrieval Type ¥ (@ UgerD (" Password

User Type * |Corporate 4

Corporate Type * |Insurer |"|

Retrieve (» Master/Organization I Sub Login ID

Registration Number * |451651651561651 |
e

Figure 5: Retrieve Master/Organization ID Options

Click Retrieve User ID. An Acknowledgement dialog box is displayed
notifying that your user ID has been sent to your registered email ID.



Retrieving Credentials

Acknowledgement

V Your User ID has been sent to your registered Email ID

Figure 6: User ID Retrieval Confirmation Message

8. Click OK. The User ID is sent to your registered email ID.

Retrieve Sub Login ID

1. On the IRDA BAP portal login screen, click Forgot User Id / Password.
The Retrieve User ID/Password screen is displayed.

Retrieve User ID/Password

-

Reineval Type ’ @ yUser® ( Password

Figure 7: Retrieve User ID/Password Selection
In Retrieve Type, click User ID. Additional fields are displayed.
From User Type drop-down list, select Corporate.
From Corporate Type drop-down list, select Insurer.
In Retrieve, click Sub Login ID. Additional fields are displayed.
In the Master ID field, enter the Master ID.
In the Registered Sub Login ID, enter your registered E-mail ID.

Retrieve User ID/Password

Retrieval Type  * @ UzerlD " Pazzword

N o o bk w N

User Type * [Corporate [+]

Corporate Type * [Insurer [=]

Retrieve (" Master/Organization ID & Sub Login ID

Master ID * |[5151656562541658 |

Registered Sub Legin Email ID * [amit@agmail.com |

Figure 8: Retrieve Sub Login ID Options

8. Click Retrieve User ID. An Acknowledgement dialog box is displayed
notifying that your user ID has been sent to your registered email ID.
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Retrieving Credentials

Acknovdedgement

V Your User ID has been sent to your registered Email ID

Figure 9: User ID Retrieval Confirmation Message

9. Click OK. The User ID is sent to your registered email ID.

To Retrieve Password:

1. On the IRDA BAP portal login screen, click Forgot User Id / Password.
The Retrieve User ID/Password screen is displayed.

2. In Retrieval Type, select Password.

Retrieve User ID/Password

Retrieval Type * " User 1D (' Paz=word

UserID * [Ajshze03001 | m

Figure 10: Retrieve Password Options

3. In User ID field, enter your user ID.
4. Click Submit. Additional fields are displayed.

Retrieve User ID/Password

Retrigval Type F (" lzer D & Pazzword
User D * Ajsh2a03001 m

Enter same details, provided at the time of registration

Nate : ALL Fields marked with * are mandatory

L

Security Question * |".“."hatis'y'DLlrfa'v'nLIv| Security Answer * |,.,".,.,,.|

Retrieve Password m

Figure 11: Additional Retrieve Password Options

5.From Security Question list, select the question that you had selected
while registering.

6.In Security Answer field, enter the answer to the security question.
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Retrieving Credentials

Retrieve User ID/Password

Retrieval Type  * ("' Uzer D @ Pazzword
Uzer D * AjshZ2303001 m

Enter same details, provided at the time of registration

Nete : ALL Fields marked with * are mandatory

Security Question * [What is your favo »| SECUrty ANSwer” [saees|

Retrieve Password m

Figure 12: Retrieve Password Process

7. Click Retrieve Password. An Acknowledgement dialog box is displayed
notifying that your password has been sent to your registered email ID.

Acknowledgement

o7 Your new Password has been sent to your registered Email ID

[oK]

Figure 13: Retrieve Password Process

8. Click OK. The password is sent to your registered email ID.

Version 1.0

0 Detais provided could not be verified.Please chedk.

Figure 14: Incorrect Retrieval Information Error Message



User Profile for Master ID

1.4 User Profile for Master ID

When you login to the portal, the User Profile screen is displayed. On this screen,
you can change password and update your profile.

User Profile | Create SubD | Manage Sub D
Your Organisation Details
The following detailz are regiztered with IRDA. Use Update User Profile option to make changes
Organization Name; HDFC Standard Life Insurance Co. Lid.
Address1: 19th Floor Lodhs Excelus
Address2: Apollo Mills Compound N.M. Joshi Road
Address3: Mahalaxmi Mumbai-400077
Country: Indiz
State: MAHARASHTRA
District: MUMBAL
City: MUNBAL
Reqgion: Urban
PinCode: 400011
Ermail 1D anand@omail.com
Contact Number: +37 - 121271271272

Figure 15: User Profile Screen for Master 1D

To Change Password:

1. On the User Profile screen, click Change Password. The Change Password
screen is displayed.

Ugzer Profile

Note: All fields maked with ™ are mandatory.
Old Pasaword: *

New Password: *

Confirm New P d: *

Change Passvord Cancel

Figure 16: User Profile - Change Password Screen

2. In Old Password field, enter the current password.
3. In New Password field, enter the new password.
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User Profile for Master ID
4. In Confirm New Password field, re-enter the new password.

5. Click Change Password. An Acknowledgement dialog box is displayed
notifying that your password has been changed successfully.

Corfirmation

o Your pasaword has been successfully changed!

Figure 17: Password Change Confirmation Message

6. Click OK.
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User Profile for Master ID

To Update User Profile:

1. On the User Profile screen, click Update User Profile. The Update User
Profile screen is displayed. Through this screen you can only update your
contact details.

User Profile | Create Sub D | Manaoe Sub D

Update Master ID (Insurer)
l)ze this page to update the security details to your legin id and your centact details

Business Details

Type Of Insurer

Registered Office Address

Country ndia State WAHARASHTRA

Contact Details

Email D * [anand@gmail.com |
Aternate Email ID [simran@amail.com |
Contact Person * Contact Number * +91 -|9856252562

Registration Details

Security Question

Security Question * What is your favo n Security Answer *

e J e

Figure 18: Update User Profile Screen

2. Click Submit. An Acknowledgement dialog box is displayed notifying that
your profile has been successfully updated.

Acknovdedge ment

o Your user profile has been successfully updated.

Figure 19: User Profile Update Confirmation Message

3.Click OK.
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User Profile for Sub 1D
1.4 User Profile for Sub Login ID

When you login to the portal as a Sub ID, the User Profile screen is displayed.

1. On the User Profile screen, you need to first enter your security question
and answer.

User Profile

User Profile
(1] Please update your securtty question and answer
Please enter your security guestion and answer

Eecurty Question * What is your pets =

Securtty Answer * ‘esesee

Figure 20: Updating Security Question & Answer

2. Click Submit.

User Profile

'Your User Profile
The following details are registered with IRDA. Please contact your administrator to make changes. Use the Update User Profile option to set your security questions and answer

Hame: HDFC Data Operator One

Address1: 19th Floor Lodhe Excelus

Address2; Apollo Mills Compound N.M. Joshi Road

Address3: Mahalaxmi Mumbai-400011

Country: india

State: MAHARASHTRA

District: MUMBA!

City: MUMBA!

Region: Urban

PinCode: 400011

Email 1D: anant@gmail.com

Contact Number: +81 - 9820123456

Figure 21: User Profile Screen for Sub Login ID

You can change password and update your profile. You also need to upload
your digital signature from the user profile page.
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To Change Password:

LY g

User Profile for Sub ID

1. On the User Profile screen, click Change Password. The Change
Password screen is displayed.

Uszer Profile

Note: All fields maked with ™ are mandatory.
Old Password: *

New Pasaword: *

Confirm New Pasamvord: *

Change Fassword Cancel

Figure 22:

User Profile - Change Password Screen

2. In Old Password field, enter the current password.

3. In New Password field, enter the new password.

4. In Confirm New Password field, re-enter the new password.

5. Click Change Password. An Acknowledgement dialog box is displayed
notifying that your password has been changed successfully.

Corfirmation E

o Your pasaword has been successfully changed!

a

Figure 23: Password Change Confirmation Message

6. Click OK.

Version 1.0
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User Profile for Sub ID
To Update User Profile:

1. On the User Profile screen, click Update User Profile. The Update User
Profile screen is displayed. Through this screen you can only update only
your security question and answer.

User Profile

User Profile

[_T_] Please update your securtty question and answer
Flease enter your security question and answer

Becurtty Question * What is your pets |~

Securty Answer * ‘esesee

Figure 24 : Update User Profile Screen

2. Click Submit. An Acknowledgement dialog box is displayed notifying that
your profile has been successfully updated.

Acknovwdedge ment

o Your user profile has been successtully updated.

Figure 25: User Profile Update Confirmation Message

3. Click OK.

Version 1.0
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Digital Signature

1.5 Digital Signature

The authorised signatories need to register the digital signature required for digitally
signing the returns. Digital signatures can be obtained from any of the authorized
vendors recognized by Ministry of Corporate Affairs. The vendor list is available in
its website and can be accessed through the below link

http://www.mca.gov.in/MCA21/certifying-new.html

There are two options by which you can register your digital signature.

e Option 1: Uploading the digital signature through the BAP portal - In this option
you can upload your digital signature through the BAP portal and then register it.
Then, whenever you need to attach the signature, you need to upload the
signature again.

e Option 2: Importing the digital signature into your browser store - In this option,
you can upload the digital signature in any windows based browser and then
register it. Then, whenever you need to attach the signature, you just need to
select the Attach Digital Signature check box and select the signature that you
have imported on the browser.

Option 1 - Uploading the digital signature through the BAP
portal:

S

1. On the User Profile screen, click Register Digital Signature. The Web
Signer dialog box opens.

User Profile
Your User Profile
The following detailz are registered with [RDA. Please contact your adminigtrator to make changes. Uze the Update User Profile option to =et your gecurity questions and angwer
Name: HDFC Dats Operator One
Address1: 18th Floor Lodha Excelus
Address2: Apollo Millz Compound N.M. Joshi Road
Address3: Mahalaxmi Mumbai-400011
Country: India
State: MAHARASHTRA
District: MUMBA!
City: MUMBA!
Region: Urban
PinCode: 400011
Email ID: anant@omail.com
Contact Number: +91 - 9820123456

Change Pazsword Update User Profile Register Digital Signature

Figure 26: User Profile Screen
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Web Signer

Content to Sign:

Insurance Regulatory Development Authority
% Bwttar Fegelation Thrasgh Automation & Butinesn Anaiyrice

Digital Signature
=101 %]

SHS5H0109000

Windows Store |p12p|=)|:|

K

Comman Mame

Figure 27: Web Signer Applet

2. Click P12/PFX tab.

3. Click Browse to search for the digital signature and click OK to upload it.
The Password Required dialog box is displayed.

Password Required E

Enter Password I

| Can... |

Figure 28: Password required dialog box

4. Enter the password provided by the digital signature provider and click
OK. Digital signature will be displayed in the table.

15



Digital Signature

Web Signer ] ]

% Buettnr Rogelation Throegh Avtomation A Butiness Analytics

Content to Sign:
Form-IRDA-3-AF Il
APPLICATION FROM & FIRM OR COMPANY FOR A LICENCE TO ACT AS & SU7
fid|
4 L
windows Store  P12/PFX |
P12/PFX |tal Signature\Testing Certificates\Surveyorsiuserl.pfx Browse l
Common MName Issuer Name Serial No

e-Mudhra Sub CA for Class 2 In.., 354573

View Certificate Sign Cancel

Figure 29: Web Signer dialog box displaying the uploaded signature

5. Select the signature from the table and click Sign. Again, the Password
Required dialog box is displayed again.

6. Enter the password provided by the digital signature provider and click OK.
The Web Signer dialog box closes and a success message is displayed in

the User Profile screen notifying that the digital signature is successfully
uploaded.

0 If you register the signature through this option, then, whenever you need to
attach the digital signature for any form, you will need to go through the entire
process. This is only for the authorised signatories not for Data entry officers.
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Digital Signature
Option 2 - Importing the digital signature on your browser:

1. Double click the digital signature certificate. The Certificate Import

Wizard opens.

2. Click Next twice. The wizard asks you for the password of the digital
signature.

Enter the password and click Next twice.
Click Finish.
Login to the BAP portal.

On the User Profile screen, click Register Digital Signature. The
Web Signer dialog box opens. The available signatures are displayed
in a table.

Web Signer ] )

o 0 bk w

Content to Sign:

Form-IRDA-3-AF ﬂ

APPLICATION FROM A FIRM OR COMPANY FOR A LICENCE TO ACT A4S A4 SU
fid|

« LZ

windows Store  P12/PFX |

P12/PFX ltal Signature\Testing Certificates|Surveyorsiuserl.pfx Browse |

Serial No

Issuer Name
e-Mudhra Sub CA for Class 2 In.., 354573

Cormmon MName

View Certificate Sign Cancel

Figure 30: Web Signer dialog box displaying the uploaded signature

7. Select the signature that you want to register and click Sign. Now,
whenever you need to attach the digital signature for any form, you just
need to select the Attach Digital Signature check box and then select the
desired sign.

Version 1.0 17
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Digital Signature

For importing the digital signature on your browser, you need to have the
following installed:

e Java Runtime Environment 1.6 and above
e Internet Explorer 7 and above

18



Create Sub Login ID

1.6 Creating Sub Login ID

As an Insurance company, you can create 12 sub login Ids on the BAP Portal, using
your Master or Organization ID. Of these Sub lds some are personnel who would fill
the return and save it but would not be authorised for submission as they would not
be authorised signatories. The sub lds which would be authorised signatories would
be department specific and as per the regulations laid down by IRDA.

Below table list the Sub Ids with their designations and the maximum number of sub
Ids that can be created under each designation:

Number of Sub Ids under

Designation the designation

Compliance Officer 1
Principal Officer
CEO

CFO

Appointed Actuary
Designated Person
Director

Chairman

Head Reinsurance

P lRr RPN RPRP PR R

Company Secretary

Chief Investment
Officer 1

Officer 3

Version 1.0
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Creating a New Sub ID

1. On the home page, click Create Sub ID. All mandatory fields on the form
are marked with an asterisk (*).

Uzer Profile | Create Sub Il | Manage Sub D

Create Sub ID and assign designation

Create Sub ID and a=z=ign different roles and rezponzibilities for vour organization

First Hame: * |Anant |

Middle Name: |Kumar |

Last Name: * |Sawant |

Designation: * Select  Designation Available Count
Chairman 1
[C] | chief Finance Officer |
| Chief Executive Officer / Managing Director 0
[T | chief Investment Officer 1
[ | Actuary 1
[ | Compliance Officer 0
| Director/Vhole time director 2
[ | officer 3
| InternallConcurrent Auditor 0
Principal Officer 1
[ | Designated Perzon 0
[] | Head Reinzurance 0
[ | company Secretary 0
[0 | ceoican 0

PAN Number: *  |IKUJY7485K |

Email ID: * |anant@amail.com

Date Of Birth: *  |28.03.1991 ia

Contact Number: * +91 -

[Crests 0 [ Clewr

Figure 31: Create Sub ID Screen
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The fields in the Create Sub ID screen are explained in the following table.

Field
First Name
Middle Name

Last Name
Designation

PAN Number
Field

Email ID
Date of Birth

Contact Number

Description
Enter First Name of the Sub ID
Enter Middle Name of the Sub ID

Enter Last Name of the Sub ID

The designation of the Sub ID. Multiple
designations of a single ID may be selected

Enter the PAN number of the Sub ID
Description

Enter the Email ID of the Sub ID

Enter the Date of Birth of the Sub ID
Enter the Contact Number of the Sub ID

2. Enter the relevant information and click Submit. An Acknowledgement
dialog box is displayed along with your User ID, notifying that the
registration is successful.

Acknowledgement

o Your registration has been successtully completed.Your UserlD is AJDA2803000 and Password has been sent to your registered EmallD

Figure 32: Sub ID Creation Confirmation Screen

3. Click OK. User ID and password are sent to the registered email ID of the

Sub ID.

Version 1.0
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1.7 Updating Sub Login ID

As an Insurer, you can update the details of the sub IDs created by you.

Updating a Sub ID

1. Click on Manage Sub ID. List of all the created Sub Ids will be displayed.

User Profile User Profile Master User Imrestment Help

Uszer Profile | Create Sub D | Manage Sub ID

Manage Sub ID designation and contact details

Manage Sub ID roles and responsibilties for your organization and contact details

EL User D Uszer Mame Dresignation

’_ Lic_co LIC Cempliance Officer Compliance Officer
LIC_ACT2 LIC Actuary Actuary

] LiC_PO2 LIC Principal Officer Principal O fficer

] LICEO103000 | LIC _CEQ Chief Executive Officer / Managing Director

] LIOF0101000 | LIFE Designated Officer Designated Person

| LIOF2405000 | LIC Officer Officer

: LICF2406000 | LIC CFO Chief Finance Officer
LICHZ2406000 | LIC Chairman Chairman

] LIDI2406000 | LIC DirectorOne Director/Whole time director

| LICI3105000 | LIC CIO Chief Investment Officer

: LIDI2406001 LIC DirectorTwo Director/Whole time director

Coviae Rl oee”

Figure 33: Manage Sub ID Screen

2. Select the Sub ID which you want to update and click on Update.

" Manags sUD 1D Ossignabion and contact oetais
smags Sus 1D roles o reSporSInIINieS: for your CIESISETn So SorRsD Seasls
B Userin User Name Deslgnaton
I UG Comolisnos Officer Comonance Officer
_I Lc_mcTz LIC Actuary Azmuary
|| meees UG Princios! Officer Princioal Otfioer
_l LICEC103000 | LG _ GEO ‘hile! Executive OMCEr ! Manoging Dirscior
|| wcFototioe | LeE Cesionases omcer Desigranen Farsan
_I LICFZ408000 | LIC Cioer Cmoer
_I LICFI406000 | LG CF0 (Crilet Finmnce Cficer
_I LICHI406000 | LIC Cramman Crarman
_I LIIZ406000 | LA DirecsorCne Direciorfivinole Time dinecior
_I LICIZ 105000 | LG €30 et invesamen: Oificer
_I LIDIZ40S001 | LIC DirectorTwe IDinecorfiIncle Time dinector
Upasts Deiete Reset Fassward
Undsts Sub iD
Bub Wear 0D vo_eo
Bub B0 User Mame: LIC Compliance Omosr
Diste OF Earin: 1201 1050
PAM Number: ABCnEDDIDL
Designaton: Selecl  Deslunalon Ausliable Counl
[ | crewman a
[ | CrietFmance omoer °
[ | cret Snccumie Omesr / Mamagiog Direcser °
[ | Criet ewesamen: omcer o
] | mooen a
[ | Comomsnce omcer °
[ | omesorrmeie same remer o
I omoer El
[ | mesmavConcumers sosmor o
] | Princiost omcer a
[ | Desigrmses Sersan °
I ezs Seimmrmnze 1
I [ em——— 1
] | c=orcan a
Emam wm: = [Rion= Sharmagzireinioeecn com 1
Contact Mumber: = el -
===

Figure 34: Update Sub ID Screen

3. The Update Sub ID screen is displayed. Through this screen you can only
update the designation, Email ID and contact number.
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4. You can authorize multiple designations to a particular sub ID.

5. Click on Update ID. An Acknowledgement dialog box is displayed notifying
that the details of the Sub ID have been successfully updated.

Acknowledgement

o Detailz of the Sub 1D have been successfully updated.

Figure 35: Successful Updation Acknowledgement Dialog Box

5. Click OK.

Version 1.0
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1.8 Deleting Sub Login ID

As an insurer, you can delete the sub IDs created by you.

Deleting a Sub ID

¥

1. Click on Manage Sub ID. List of all the created Sub IDs will be displayed.

User Profile | CreateSubID | Manage Sub D
Manage Sub ID designation and contact details
lManage Sub |0 roles and responsibilties for your organisation and contact details
B UseriD Uszer Mame Designation
ASGOZ2E02000 | Ashish Goel Compliance Officer
PADHOMO1000 | pankaj dheer Officer
ASG01908000 | Aszhish Govyal Chief Investment Officer
MICHT 908000 | hdilind Choudhari Chief Finance Officer
TIEH2803005 Tinaz Bhathena Crfficer
KUCH2211000 | kunaal chawsathe Principal Cfficer
BAPECIO1000 | Bajaj Designated Person Designated Person

Update Delete

Figure 36: Manage Sub ID Screen

2. Select the Sub ID which you want to delete and click on Delete. A
Confirmation dialog box is displayed.
3. Click Yes. If you click No you go back to the previous screen.

Confirmation

AN Are vou sure you wart to delete the User ID ASG02302000

oo

Figure 37: Acknowledgement Message before deletion of Sub ID Screen

Version 1.0
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2.0 Returns Filing

You need to submit the returns frequency wise. For e.g. Monthly, Quarterly, etc. for
each department.
The returns submission process includes 4 steps:

1. Select Department

2. Fill returns

3. Digitally Sign (Attach the required Digital signature)

4. Submit Returns

All returns are logically organized in bunches, depending on the due dates of
submission, under Monthly, Quarterly, Half-Yearly and Annual frequencies
respectively. All Adhoc returns would be displayed on selecting the Frequency
dropdown as ‘Adhoc’.

Version 1.0
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2.1 Step 1. Select Department

The first step involved in returns submission is to select the frequency and the
department for which you need to file the return.

User Profile
Submit RBeturns | Wiew Returns | Pay Penalty | Pending Clarification
4
= Bl 2 ; TR

Select Department Fill Returns Digitalhy Sign Submit B

Select Department
Select frequency, deparment and bunch from dropdown to start filling returns.

Select Frequency: * |
Select Department: = |

Figure 38: Returns filing start page

1. Select Frequency: Select the frequency for which you want to submit the

returns i.e. quarterly, monthly, etc.

2. Select Department: Select the department for which you want to submit the
returns.
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Quarterly Returns
In order to understand how the returns are filled and submitted, Quarterly frequency

returns submission has been explained below. However the methodology for submitting
returns for any frequency would be the same.

1. User logs in to the portal; the user profile screen is displayed.
2. Click Returns tab.

User Profile
Submit Returns | “iew Returnzs | Pay Penalty | Pending Clarification

4

» [ 1 ] 2 3 a -

Select epartment Fill Returns Digitalhy Sign Submit Returns

Select Department
Select frequency, deparment and bunch from dropdown to start filling returns.

Select Frequency: * |Cu_larter|\_,-' |"|
Select Department: * [Life Finance & accounting Returns [=]
Select Bunch: * [FaaA Life Quarterly Returns (Due by 15-May-2013) [~ |
Fizcal Wear: 201212

CQuarter: 4

Please enter reason for delay in submission: *

test

Figure 39: Delay in quarterly returns submission

3. Select the frequency, department and the bunch from the dropdown provided. The
guarter and year for which you are supposed to submit the return will be
displayed.

4. If you are submitting the return for Quarter 4, an additional field is displayed in
which you have to select whether you are uploading Provisional or Audited data.
This would be department specific and would not be displayed for all the
departments.
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Following are the departments for which Provisional/Audited returns submission is

applicable:
Department Provisional/Audited Returns Submission
Actuarial Not Applicable

Corporate Agents Not Applicable

F&A Life Not Applicable
F&A Non-Life Not Applicable
Insurer Registration  Not Applicable
Life Applicable
Non-Life Applicable
Health Not Applicable

5. ldeally, as per the regulations , both Provisional as well as Audited returns to be
submitted as part of Q4, however, the user can bypass Provisional if the audit
work is complete by 45 days from end of 31st March of the financial year and he
can directly submit the final audited returns, as part of Q4 submissions .
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1. Returns for the current quarter cannot be filled until the Returns for all the
previous quarters are submitted by the insurer and the system will prompt the
user to fill the previous period’s return.

2. Allinsurers are required to submit the quarterly returns within 30 or 45 or 21 days
from the end of quarter, depending on the due dates laid down by IRDA for
respective departments.

3. A reminder notification will be sent to your registered email ID two days prior to

the due date.
4. If the return is submitted after the due date, system will ask the reason for delay.
You can go ahead with submission only after entering the reason.
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2.2 Step 2: Fill Returns

1. User logs in to the portal; the user profile screen is displayed.
2. Click Returns tab, the select department page is displayed

3. Click Next, all the returns in the bunch selected in the first step are displayed on

the screen.

User Profile

Submit Returns | “iew Returns | Pay Penatty | Pending Clarification

»
1 E 3 i 4

Select Department Fill Returns

Fill Returns
Upload the templates and supporting attachments te fill the forms.

I»

Click here to download a copy of the form

FY: 2012-13 Quarter: & {Audited)

Status  Form Mame MIL Uplozd File
@  Agency Statistics O |[ Browss... | th B @
@  Agency Statistics - Slab wise O | || Browse.. | m B o
@  Agency Statistics - Statewise [ |[ Browse.. | B @
(] Premium Awaited Policies (For the Quarter) O [ |[ Browse... | th B
@  Data on legal cases filed against Insurers O || Browse... | =
@  New Business Data - Channelwise O | |[Browse. | [TTNITE] E @
= - — = N W~ NN

Figure 40: Quarterly Fill Returns Screen

The status of each of the return would be displayed adjacent to its name. The returns

could be in one of the following state:

Icons Description

This will be the status of the return when it is completely

@ Bk Form blank i.e. not yet uploaded.

o . This will be the status of the return when it is uploaded
N progress Form .
prog successfully but yet to be validated.

This will be the status of the return when all the uploaded

W% walidsted Successful ) _
“ ¥ data is validated successfully

This will be status of the return when it is completely filled,
@  complsted Form successfully validated & all the required Digital Signature is
attached.

Version 1.0
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2.3 Multiple template upload

There are instances where multiple templates need to be uploaded for single return. In

this case the system prompts as to how many templates have been uploaded and how
many are yet to be uploaded.

E.g. If 2 templates are to be uploaded for a single return and you have uploaded 1
template then adjacent to the Upload button an indication (1of 2) is displayed.

This indicates that one template is yet to be uploaded for the return. Until both the
templates are uploaded the return cannot be sent for data validation.

Fill Returns

Uplead the templates and supperting attachments to fill the forms.

Click here to download a copy of the form templates

FY: Z010-11 Month: MAR-2011

Status  Form Mame MIL Uplozd File

@  Duespayableto TPA O | | Browse... | woiz)y th B @
) Claims Handled directhy O | | Browse... | fotzy (H B T
@  Total Claims Handled directly and through TPA  [] | | Browse... | wetzy h B T

Figure 41: Multiple Template Upload

0 Returns may be first filed based on provisional figures. You can re-file the
returns with audited figures as and where applicable.
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Returns Filing

For Filing the returns, IRDA has defined standard templates. You can download the

empty templates and then fill it with the required data for each return.

To Download Template:
W

1. Login to BAP portal using valid credentials.

Click Returns tab.

Click Submit Returns. Select the required Frequency & Department. List of

returns pertaining to the department will be displayed.

4. Click on the link ‘Click here to download a copy of the form templates’ to
download the empty templates onto your local machine.

User Profile

Submit Returns | “iew Returns | Pay Penafty | Pending Clarification

»

I

1 3

Select Department Fill Returns Digitalty Sign

Fill Returns

Click here to download a copy of the form templates

Upload the templates and supporting attachments to fillthe forms.

FY: 20M12-13 Quarter: 4 (Audited)

(5]
&4
=

5 Form MName

Agency Statistics

Agency Statistics - Slab wize

Agency Statistics - Statewise

Premium Awaited Policies (For the Quarter)
Data on legal cases filed against Insurers

New Business Data - Channelwise

P D@ ®® @@

=
=

1oo0o0oOoo0oaoano

Browse...

Browse...

Browse...

Browse...

Browse...

Browse...

i

H

FeEeEBEE B

IFFEREE

= I == = = =]

Figure 42: Download Template

Version 1.0
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2.5 Uploading Template

Fill all the templates according to data submission guidelines provided by IRDA for each
return. Templates which are not according to guidelines will not be accepted by the

system.
Also field level validations will happen at run time when the template is uploaded and an

error report will be generated for the failed validations.

To Upload Template:
W

1. Login to BAP portal with valid credentials.
2. Click Returns tab.

3. Click Submit returns. Select the required Frequency & Department. List of
returns pertaining to the department will be displayed.

4. Click Browse. Select the filled template from your local machine and Click Upload.
If you click on Upload without selecting template, error message is displayed

User Profile

Submit Returns | “iew Returns | Pay Penalty | Pending Clarification
»
> E = - . -
Select Department Fill Returns Drigitalhy Sign Submit Returns

Validate Data

0 Select a file before upload

i1l Keturns
Upload the templates and supporting attachments to fill the forms.

Click here to download a copy of the form templates

FY: 2012-13 Month: MAY-Z2012

Status Form Bame RIL Uplo=d File
(<] Mew Business Figures (First vear Premium) -individual  [[] | |[ Browse... | upla
i3 Mews Business - First Premium Figures - Individual O |[ Browse... | Upla

Figure 43: Error message for Select a file before upload
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If you have left any mandatory field blank or if any other field level validation
fails while uploading the form, the following error message is displayed

P

Acknowledgement i

Error Occurred During Upload. Please see dh to view error message.

Flease fix the errors and upload again.

Use T to delete entire form data and upload again.

Figure 44: Error message for Failed Validations

5. Click on the icon*ﬂ. An error report will open in a new window showing the errors.
You will be given the option to export it into Excel or PDF.

22 SAP NetWeaver Portal - Windows Internet Explorer
Web Inteligence ~

EEH- S oL o] e ¥ Ol
=

e @ - | Track W Filter Bar 5 Outline
g % INSURANCE REGULATORY AND DEVELOPMENT AUTHORITY
=0

(?)
sl Return Error Report
HDFC Standard Life Insurance Co. Ltd.

Insurer Reg No: 101

Date of Registration: 23/10/2000

Cell 4 is mandatory

Form Name Schedule 9: LOANS
Temp Id Row Ho Error Message User Name
1 2

HDFC Data Operator One

Date
1111/2013 12:55 PM

Figure 45: List of errors in view error report.

If you try to upload an incorrect or an incompatible template, the below error message
will be displayed.

Acknowledgement i

Template uploaded is not Walid. Kindly use template provided by IRDA for uploading
data.

Error Detsils : Inwalid form id '10200004' found in the uploaded file.

Figure 46: Invalid Template Error message

If correct template is uploaded, the following acknowledgement message is
displayed
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Data uploaded successfully. Please see B to see form with uploaded data.

Use @ to delete entire form data and upload again.

Figure 47: Data successfully uploaded
Once the template is successfully uploaded, status of form will change to “In

Progress Form” from “Blank Form”, and the colour of the legend changes to
‘Yellow'.

Similarly, you will have to upload all the templates in the bunch.

To Attach Supporting Documents:

You have to option to attach additional supporting documents along with each

return

|e Agency Statistics O |[ Browse... | W& @ |
Figure 48: Attach Document tab

w

1. Click on ‘Attach Document’ icon & next to ‘Upload’ button for the return
in which you want to attach the document.

User Profile

Submit Returns | Wiewe Returns | Pay Penalty | Pending Clarification

Click here to download a copy of the form templates

FY: 2012-13 Quarter: 4 (Audited)

Status  Form Mame MIL Upload File
@  Agency Statistics O ][ Browse... | th B
Select File: [ |[ Browse |

Attachment Description  Action
@ Attachment table is empty

Agency Statistics - Slab wise

i oo
| o

Figure 49: Attachment details

(] O
(] O

BB
T
EE]

Agency Statistics - Statewise

Enter the attachment description for the document to be attached
3. Click on Browse and select a file that you want to attach.

4. Click on Upload. If you click on ‘Upload’ button without entering the
description, an error message is displayed stating that description field
cannot be blank.
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Acknowledgement

é Provide description of the attachment it cannot be left blank

Figure 50: Error for blank description

5. If the file is attached successfully, system will display the following
acknowledgment message.

File is attached successiully.

Figure 51: File successfully attached

2.6 To Re-Upload Template:
"

1. Click on Delete Ilcon & to update the previously saved and uploaded data
or to delete the old data and re- upload the template. A conformation

message box is displayed

Confirmation

Are you sure you swart to delete the updated data?

S ]

Figure 52: Confirmation message to delete

2. Click No to go back to the previous page and not delete the previously

uploaded template.
3. Click Yes to delete the previously saved data .The status of the form will

also be changed to ‘Blank form’ from ‘In progress form’. The updated
template may then be re uploaded.
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|
Data is deleted successfully.

Figure 53: Acknowledgement message for successful deletion

0 If you try to re upload the template with new data without deleting the already
uploaded template then data will be appended for new fields and overridden for
existing fields.

2.7 Viewing uploaded Returns

Once any patrticular template is successfully uploaded, you can view the uploaded
return.

To view Uploaded Form:
€
1. Loginto BAP portal with valid credentials.

Click Returns tab.

Click Submit Returns. Select the desired Frequency & Department. List of
forms pertaining to the department will be displayed.

4. Click on View saved form icon [ after you upload the template
successfully.

5. The form will open in a different window. Select the required parameters for
which you want to view the data.

For e.g. - Year, Name of the Insurer, Category, Quarter, etc.

6. Click on Run query button. The return with same data as uploaded by you
will be displayed.
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Prompts =
Prompts Summary Enter Fiscal Year:
= Enter Fiscal Year: - | |
= Enter Quarter: Refresh Values Ts )
= Enter Insurer Name: Fiscal Year ..
® Enter Category: 1990-91 B
i 1991-32
=  Enter W :
ALt 1982-93
1993-94 —
1934-95
1995-96
1996-97
199798
1998-99
1999-00
2000-01

2001-02 =
< | B

Moni Mov 11 16:00:23 IST 2013
|Enter your search pattern here | i

Figure 54: Frequencies for viewing the saved form

7. Click the Refresh icon ¥ if you want to view the same form with different

parameters. You may also export the copy of the form into Excel or PDF
format.

i g
5
- NSURANCE REGULATORY AND DEVELOPMENT AUTHORITY
S —
HOFC Standard Life lnswrance Co. Lad.
Insurer Reg Noc 101
Date of Regheration: 73107000
Foancisi Year 207212 Quaner 4 Canngory Linked
Aot
Particetars Provious Yeo
. SECURTTY WASE CLASSIFCATION Secmer On MONage of eoen s 1 !
Outeice haa "
O Shares, Bonds, Gout "
Loans a0anst sohoes
- spectet A
0
( "
»
t J0000 00
- WWT T . b
Al ' —
4 Sthedule 9
et 4« Pagerely » v 20% Tmente a0

Figure 55: Saved form
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2.8 Cross Form Validation

Once all the templates are uploaded successfully into the portal, system will validate the
data. As all returns have been grouped into logical bunches, you have an option either to
submit all bunches at one go or submit one or more than one bunch at a time.

Returns are classified into bunches based on the inter-dependency, criticality of returns
and due dates. Additionally, all returns, within a particular frequency, will be put in a
different bunch if their inter-dependency with other returns is less or they have different
due dates.

To send the returns for Validation:

o

1. On the Fill Returns screen, Click Validate Data button .A confirmation box is
displayed

Acknowledgement E

& rour returns bunch is nowy locked for walidation. You will able to resume the submizsion once the validation is successful.

Figure 56: User confirmation before sending for validation

2. Click OK, the data will be sent for validation.

Once the validation has been successfully completed an email is triggered to the
Authorised signatories to attach the Digital Signature and submit the return to IRDA.

If validation fails, email notification will be sent to Compliance officer's email ID stating
that the validation has failed and the uploaded templates need to be re-evaluated. You
may then revisit the portal and reload the template which has caused the validation to

fail by viewing the error report by clicking on View ErrorS'ﬂ icon.

o At any point of time you may re upload the templates until the returns bunch has
been successfully submitted to IRDA.
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2.9 Step 3: Digitally Signing the Returns

Once all the returns belonging to a particular bunch have been uploaded and
successfully validated, they need to be digitally signed by the authorized signatories.

To Attach Digital Signature:

Login with valid user credentials into the portal. User profile screen will be
displayed.
Click Returns tab.

Click Submit Returns, Select the required Frequency and Department for
which digital signature is to be attached.

The Fill Returns screen will be displayed in which all the returns in that bunch
are successfully validated.

Click Next.

If you are not an Authorized Signatory for a form, system will display
appropriate validation message as displayed below

User Profile

Submit Returns | “Yiew Returnzs | Pay Penalty | Pending Clarification
L3
» - = =
Select Department Fill Returns Digitally Sign

Digitally Sign

Attach your Digital Signature to =ign the forms

List of forms to be digitally signed by you
Check &l Rezet «# Digitally Signed m Signature Pending

FY: 2012-13 Cuarter: 4
El Thi= bunch i= not hawving any forms to be =igned by you. Please proceed to next step to review the forms

Attach Digital Signature

Status Select Form Mame Digital Signature Status

Figure 57: Message for Unauthorized signatory

7. If you are an Authorised signatory, click on the checkbox given before the form
name which will enable the Attach Digital Signature button and then you may click
on it. Click on Check All button to select all the forms belonging to the bunch at
one go for digitally signing them. Similarly click Reset button to remove the
selection of all the forms in the bunch.
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Submit Returns | “Wiew Returns | Pay Penalty | Pending Clarification
» - 2 =l - -
Select Department Fill Returns Digitally Sigmn Submit Returns

Digitally Sign

Attach ywour Digital Signature to sign the forms
List of forms to be digitally signed by you

Check All Reset «#* Digitally Signed @] signature Pending

Fy: 201213 Quarter: 4

Status Select Form Mame Digital Signature Status

b Schedule 9: LOANS =] th =

Attach Digrtal Signature

Figure 58: Attach Digital Signature page for authorised signatories

8. A Web Signer Applet window is displayed. Select the particular digital signature
& Click Sign.

=5

Content to Sign:

PRAPAZ406000 =
=
Windows Store I P12/PFX I
Ci MName Issuer Name Serial No
test test15 test e-Mudhra Sub CA for Class 26... (32778 -
user? e-Mudhra Sub CA for Class 2 In... (354579
=1
View Certificate I Sign ‘Cancel I

Figure 59: Web signer applet for imported Digital Signature

If digital signature is not registered, the following error message is displayed

Acknowledgement

o Some errar occurred during digital signing

Error Detsils - You have not registered your digital signature, Kindly register before signing

Figure 60: Digital Signature not registered

(See: Digital Signature topic for registration of digital signature to BAP)
If digital signature is attached successfully system will prompt you regarding the same
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Forms successfully digitally signed.

Figure 61: Digital Signature attached successfully

After all the required signatories have successfully signed the bunch, the status of
the form is changed to ‘Complete’ from ‘Validated’.

Once the digital signature is successfully attached the status of each of the return
would be displayed adjacent to its name. The status could be as follows:

Icons Description

This will be the status of the return when the digital
signature is successfully attached to it.

»*" Digitally Signed

This will be the status of the return when the digital

[ signature Pandin i i
? ’ signature is yet to be attached.
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2.10 Step 4: Submission of Returns

Once data validation is successful and all forms are signed by authorized signatories, a
notification is sent to the registered Email ID of the compliance officer to submit the
returns to IRDA for compliance check.

To Submit Returns:

1. Compliance Officer has to login to portal with valid credentials.

2. On the Submit Returns screen click on the declaration checkbox, the Submit
Forms button will be enabled.

3. Click on Submit Forms. An acknowledgement will be displayed to you with
Unique Reference Number for successful submission of the returns. An email
will also be sent to your registered email id for the same.

Acknowledgement E

o You have successtully submitted the returns for the period 2012-13.
Pleaze note the Unigue Reference Mumber 110201213241011020.
Submizzion of the returns does naot imply approvaliacceptance by IRDA

Figure 62: Acknowledgement for successful submission of returns
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2.11 View Submitted Returns

In View Returns, you can view the returns submitted by you. Once you have
successfully submitted the returns to IRDA, you can view them anytime. Once the
submission is done all the returns would be locked for editing and changes cannot be
made. However if it is absolutely necessary to re submit a particular bunch an offline
request can be sent to IRDA to unlock the same (See: Edit Submitted Returns topic)

N

1. Login with valid user credentials into the portal. User profile screen will be
displayed.

2. Click Returns tab.
3. Click View Returns. You can view returns by Return URN or by Frequency.

@« Search Returns by Frequency © Search Returns by URN
Search Returnz by Frequency =uch az Menthly, Quarterty, Half Yearhy or “vearhy

Select Department: * | |"’|

Select Frequency: * | |"|

Figure 63: View Returns Screen

4. To view returns by frequency, select the required Frequency and Department
for viewing the form.

5. To view returns by URN, enter the URN generated at the time of submitting the
return for viewing the form.

6. Click View button.

7. Click on the Bunch Description link. All forms submitted by insurer for the
selected period will be displayed

Forms Filled By: Apolle Munich Health Ingurance Company Limited

Bunch Description Due Date Submigsion Date LIRM
Heatlth Annual Returns 27-Sep-2013 19-Mov-2013 360201213401316040

List of Forms for Fiscal Year: 2012-13 and URN: 360201213401 316040

Submiss...

Form Description “Wer Diate Status
% @ Product Performance - busine=s data - term le== than or egualto 1 year 1 18-Nov-__. | Returns Submited and Unlo__.
@f @ Product Performance - business data - term greater than a year 1 18-Nov-... | Returns Submited and Unlo...

Figure 64: Bunch display Screen

8. Click on the View Form Icon ®adjacent to the return which you want to view.
The submitted return will be opened in a new window and would be non-
editable.
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2.12 Edit Submitted Returns

After the returns have been successfully submitted by you, they cannot be edited.
However due to unforeseen circumstances if a particular return or a bunch of returns
would have to be changed, an offline request can be sent to IRDA to unlock the same.
Based on this request IRDA would unlock the return.

An Email notification is sent to the registered Email ID of the Compliance Officer stating
that the return has been unlocked. Once the return or bunch of returns has been
unlocked, the same can be edited and the required templates can be re-uploaded. This
data it can be submitted back to IRDA after it has successfully passed all the validations.

Once the return has been unlocked you have to re-submit them within 7 working
days. A version history for the same would be maintained and can be viewed.
However only the latest submitted version can be unlocked and not the previous
submitted versions.
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2.13 Clarification requested by IRDA on returns

Once returns are submitted, IRDA will validate the returns and will check whether there
are any discrepancies in returns submitted.

e |If IRDA finds that there are no discrepancies in data submitted, IRDA will not take

any action.

e If any non-compliance or discrepancies is observed in the submitted returns,
IRDA can request for clarification or may ask to pay penalty

Clarification required from Insurer:

If IRDA need any clarification on submitted returns, an email notification will be sent to
registered email ID of compliance officer of your company.

You can then login to portal and give clarification as per IRDA’s request.

To provide clarification:

"

wnN e

Login to portal with valid credentials.
Click Returns tab.

Click Pending for Clarification tab. System will display applications pending
for clarification.

B URN
110201213211011020
110201213221011020
110201213221011020
110201213231011020
110201213231011020

Pending for Clarification Application.
This view shows Applications pending for clarifications frem Insurer.

Form Name

Schedule 8B: INVESTMENTS- ASSETS TO COVER LINKED LIABILITES
Schedule 2: COMMISSION EXPENSES

Schedule 54; PATTERN OF SHAREHOLDING

Schedule 2: COMMISSION EXPENSES

Schedule 3: OPERATING EXPENSES

Fiscal Year
201213
2012413
2012-13
201213
2012413

Freguency

QUARTER 1
QUARTER 2
QUARTER 2
QUARTER 3
QUARTER 3

Submitted Date

16-0ct-2013 18:21:51.051 | ...
22-0ct-2013 17:45:33.033 | ...
24-0ct-2013 12:37:16.016 | ...
29-0ct-2013 12:36:45.045 | ...
31-0ct-2013 10:12:25.025 | .

4. Select the desired application and click on the View Details button.

Figure 65: Pending For Clarification

clarification required by IRDA is displayed in Remarks by IRDA field
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% =w Form

Remarks by IRDA clarification required

Remarks by Insurer *

} Documents supporting clarification to be uploaded, if any

Figure 66: Pending Form clarification
5. In Remarks by Applicant field, provide additional information requested by IRDA.

6. You may also attach any additional supporting documents if required by clicking on
the link ‘Documents supporting clarification to be uploaded, if any’ and browsing
the document and uploading it.

7. Click Submit. The User Confirmation Message dialog box is displayed.

User Confirmation Message

Are you sure, you want to continue with Submission?
e

Figure 67: User confirmation for submitting clarification

8. Click Yes. An Acknowledgement dialog box is displayed notifying that the
clarification is submitted.

Acknowledgement

o7 Clarification Submitted Successfully

Figure 68: Acknowledgement for clarification successfully submitted

9. Click OK.

oAny Sub ID may fill in the pending for clarification form and save it however it is only
the Compliance officer who has the authority to submit the form.
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2.14 Pay Penalty

There may be instances where IRDA imposes a penalty on the Insurer due to non-
compliance of any data submitted to IRDA.

To pay penalty:
W
Login to portal with valid credentials.
Click Returns tab.
Click Pay Penalty tab. System will display all the penalties due to be paid by
the Insurer.
4. Click the check box icon corresponding to the penalties that you want to pay.

The total amount that you have selected to pay is displayed in the Total
Amount field.

wn e

Penalty Details

Thi= page display all penalty due and paid by insurer

Select penalties from table to make payment

Form Description Remarks LIRM Amournt  Due Date
[] | Schedule 15: MISCELLANEOUS EXPENDITURE test 110201213241011020 100.00 | 07-Jan-2014
[ | ARA - Form KT - Q - Statement of available solvency margin and solvency ratio | task 130201112231013020 2366.00 | 26-Dec-2013
Schedule 5A: PATTERN OF SHAREHOLDING ok 110201213241011020 1000.00 | 28-Nov-2013
Schedule 2: COMMISSION EXPENSES Pay thePenalty 110201213241011020 10000.00 | 08-Nov-2013

Total amount to be paid for selected penalties: fs. 11000.00

5. Click Make Payment. The Make Payment screen is displayed.

Make Payment

Select Payment type: % Payments through DD Payments through NEFT/RTGS < Online Payment

Figure 69: Make Payment Screen

6. Select the desired payment type and click Go to make payment through that
type. The different payment types are explained below.

o Payment through DD - Select this payment type if you want to make
your payment through demand draft. You need to create the demand
draft first and then enter its details in this payment type.

Demand Draft Details

Pairument Noader Amount 10 be paid [Rs.): 5,000

3

Sanik Nave Amount of pgtrument (Rs

Figure 70: Demand Draft Details Screen
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The fields in this payment type are explained in the following table.

Field Description

Instrument

Enter the demand draft number.
number

Amount to be paid|The amount payable is displayed by
(Rs.) default.

Enter the name of the bank from which
you have bought the demand dratft.

Bank Name

Amount of

Enter the amount of the demand dratft.
Instrument (Rs.)

Select the date when you have issued the

Instrument Date |, draft.

o Payment through NEFT/RTGS - Select this payment type if you want to
make your payment through NEFT/RTGS. For this payment type, you need
to make payment to IRDA through NEFT/RTGS and then enter the payment
details in this payment type.

NEFT/RTGS Details

Acirewiedgement No Amount 10 be paid (Rs.) 5,000
Enter your FSC Code
6] Enter your Accoust Nurber
o0t 64 Payrest (R olff)

Figure 71: NEFT/RTGS Details screen
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The fields in this payment type are explained in the following table.

7. Enter the necessary details for the selected payment type and click Submit.

Version 1.0

Field

Description

Acknowledgement No.

Enter the acknowledgement number
received after making the online
payment.

Amount to be paid (Rs.)

The amount payable is displayed by
default.

Bank Name

Enter the name of the bank through
which you made the payment.

Enter your IFSC code

Enter the IFSC code of your bank
branch.

Date of Payment

Select the date when you made the
payment.

Enter your Account
Number

Enter your bank account number.

Amount of Payment (Rs.)

Enter the amount of the payment
made.

« Online Payment - Select this payment type if you want to make the payment

through net banking. For this payment type, a new window will open where
you will need to enter the required details and make the payment.
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2.15 Reinsurance return filing

Every insurer which is placing business with reinsurer is required to fill the reinsurance
returns.

To submit reinsurance returns, every insurer is required to have ‘UIN of Reinsurer’ and
‘URN of treaty’

1.1. Search or generate an UIN for a reinsurer

Every year Insurer submits the list of Reinsurer through returns with which they place
their business. A UIN is allocated to every Reinsurer only once and is valid as long as
reinsurer exists.

To file the reinsurance forms, insurer needs to create URN for each reinsurer he is in
business with. Below are the steps to search existing reinsurer or make a new entry.

1. Login as Non-Life insurer.
2. Click on master maintenance sub-tab under Returns tab.

User Profile  Investment Help  Office Filing  Non Life Product Filing  Investments  Non Life Advertisement | Returns

Submit Returns | Wieww Returns | Pay Penalty | Pending Clarificstion | Master Maintenance
[41¥] [

Detailed Navigation | —
l Reinsurer Master Maintenance % Search Reinsurers
= Treaty Master Maintenance —%

Search for the Reinsurer on the basis of ‘Name of Reinsurer/ ‘Registration #/ “Country where operating

If a match found,guote the displayed URN in various submission for the Fr'.
In case of no match, use the option below to record a new reinsurer.

Hi

Record New Reinsurer

Record a new reinsurer for returns submizsion for FY till the Reinsurere is approved.

Mote: Before using this optien ,serach for the Reinsurers whe might not have been approved but have their details already submitted by other
insurers

Figure 72: Sub-tabs under returns tab in non-life insurer login

3. All insurer are recommended to search Reinsurers on the basis of ‘Name of
Reinsurer’/ ‘Registration Number’/ ‘Country where operating’
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User Profile Imvestment Help Office Filing Non Life Product Filing Imvestments Non Life Advertisement

Submit Returns | Wiew Returns | Pay Penalty | Pending Clarification | Master Maintenance

[4]¥] [
Detailed Navigation il b
M Reinsurer Master Maintenance — Search Reinsurers
+ Treaty Master Maintenance _—_\

Registration no.: | |

Mame of Reingurer: |

[~]
Country where operating: | |'|

Figure 73: Reinsurer master maintenance screen

Button Description
Filters the reinsurer based on search parameter
Search
entered
Clear Clears the entered data
Cancel Directs user to master maintenance page

4. If there is a match found, system will display existing UIN, and same will be used
by the insurer as a reference in all the submissions to IRDA.

User Profile  ImvestmentHelp  Office Filing  Mon Life Product Filing  Investments  Mon Life Advertisement | Returns

Submit Returns | Mieww Returns | Pay Penafty | Pending Clarification | Master Maintenance

[4]¥] []

Detailed Navigation | 'Y

M Reinsurer Master Maintenance i Search Reinsurers
« Treaty Master Maintenance _;\

Registration no.: | |

Mame of Reinsurer: |I'-.-1L|nich Re

=]
Country where eperating: |India |'|

LRN Mame of Reinsurer  Country  Registration # IRDA Approval
IRDAN] RIMUNZ001 Munich Re India 1234567 Mot Approved by RDA

Figure 74: Search result screen

5. In case of no match, the insurer will have to update the details of the new
reinsurer under ‘Record New Reinsurer’ section, which will create an entry in to
the Reinsurer Master.

6. User is expected to enter all the mandatory details required to create a new
reinsurer in BAP.
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User Profile Imvestment Help Office Filing Non Life Product Filing Investments Non Life Advertisement

Submit Returns | Wiew Returns | Pay Penafty | Pending Clarificstion | Master Maintenance
[41¥] 1 —
Detailed Navigation ] =** Record New Reinsurer

il Reinsurer Master Maintenance -

= Treaty Master Maintenance

Tvpe of Reinsurer: *

Syndicate Number:

Mame of Reinsurer: *

|
|
Managing Agent: | |
|
|

Mame of Country where registered: *

Address of Reinsurer: ™

Contact Details:

Phone Number: *

Fax: *

Registration no. in the foreign country where registered: *

Group Company/Promoter Company:

Rating Details:

Rating Agent: * | |'|
Ratings: * | | |

Figure 75: Create new reinsurer

Field Description

This field will have dropdown values with Life, Non-
Life & Composite. User is expected to select Non-
Life/Composite based on the business being
offered by reinsurer.

Type of reinsurer

Syndicate no. of Lloyd’s syndicate (applicable only
to Lloyds syndicate)

Name of managing agent in case of Lloyd’s
syndicate. (applicable only to Lloyds syndicate)

Dropdown populates with name of existing
reinsurer will be populated.

New value to be selected if a record has to be
added for new reinsurer.

Syndicate no.

Managing agent

Name of Reinsurer

Name of country to be Registered country of reinsurer to be selected from
registered dropdown

Address of reinsurer Address of reinsurer to be entered
Phone number Phone no. of reinsurer to be entered

Fax number Fax number of reinsurer to be entered

Registration no. in
foreign country where Registration no. of company to be entered
registered

Group
company/promoter Name of group/promoter company to be entered
company
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Rating Agent Name of rating agent to be selected from dropdown

Rating Rating given to reinsurer as per the rating agent.

7. System will do a De-duplication check with the fields like, ‘name of Reinsurer’,
‘Country where registered’, ‘Registration no. in the country where registered’
during submission. If any existing entry is found, system will show a message
stating “Reinsurer already existing in system, Click on Ok to view the URN”.

8. Once the user clicks on OK, system will display the URN. Insurers are expected to
use the generated URN/UIN for all further communications and returns

submission.
User Profile Imvestment Help Office Filing Non Life Product Filing Investments Non Life Advertisement
Submit Returns | Wiews Returns | Pay Penalty | Pending Clarification | Master Maintenance
J41¥] l SYNaICale NUMDEr: 1 |
Detailed Navigation :
4 |j Acknowledgement [ |
i Reinsurer Master Maintenance [~]
= Treaty Master Maintenance o/ URN: IRDANLRIREN 013001 |
The data enterd by you has heen saved inthe BAP system. |v |
Mote the LRM number for the Reinsurer and use it for all further communication.
1
Contact Details:
Phone Number: * [2075772228 |
Fax: * [o975772228 |
Registration ne. in the foreign country where registered; * |?8T684645IB4564654 |
Group Company/Promoter Company: | |
Rating Details:
Rating Agent: * [Fiteh [~]
Ratings: * [Fitch - cC [~]
[ssome | cwr | o |

Figure 76: Reinsurer URN generation

1.2. Search or generate an URN for treaty

Insurer is expected to declare all the treaties signed with their reinsurer. Towards this,
insurers are required to generate a unique reference number (URN) for the treaties they
signed with a particular reinsurer (lead reinsurer).

L

1. Insurer to login with valid credentials.

2. Click on master maintenance portal.
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User Profile  InvestmentHelp  OficeFiling  NonLife ProductFiling  Imvestments  Non Life Advertisement
Submit Returns | “iew Returns | Pay Penalty | Pending Clarification | Master Maintenance

[41¥] []

Detailed Navigation [

= Reinsurer Master Maintenance

Hl Treaty Master Maintenance

Search [ Extend / Terminate Treaties

g1

Search for the Treaties on the basiz of ‘Name of Treaty”’ Treaty URNY “Treaty From and Treaty Te Date’.

Use the Treaty URN for all communications and returns submission for Fy'.
For an existing Treaty you can extend the treaty duration or terminate the Treaty.

Record New Treaty

i1

Record a new Treaty for returns submission for FY.

Note: Before uging this option ,2erach for the Treaties who might not have been approved but have their detailz already submitted by other
inzurers.

Figure 77: Treaty Master maintenance screen

3. Insurer is expected to create a new entry with the “Record new treaty” option

User Profile  InvestmentHelp  Office Filing  Non Life Product Filing  Imvestments  Non Life Advertisement

Submit Returns | Wiewe Returns | Pay Penalty | Pending Clatification | Master Maintenance
K103}

[l
Detailed Navigation = —

= Reinsurer Master Maintenance

B} Treaty Master Maintenance

Record New Treaty

Type of Insurer: Mon-Life

Name of Treaty: * | |

Treaty From: * | Ha
Treaty To: * [ [
Treaty Duration{in months) 0

Figure 78: Record new treaty screen
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Field Description

This field will show Non-Life or composite as
default value for nonlife insurers

User is expected to enter the name of treaty he has
signed with reinsurer

Calendar option is provided to select treaty start

Type of insurer
Name of treaty

Treaty from

date
Treaty to Calendar option is provided to select treaty end
date
Based on treaty from and to date selected by user
Treaty duration duration is calculated and displayed by the system
(in months)

4. Click on submit once all the details are entered.

5. System displays the URN of the treaty. Insurer will use the generated URN for all
further communications and returns submission for that Fiscal Year.

User Profile  Investment Help  Office [ilina anlita Dead ilins smmcteman anlita Admcticamant
¥ X Acknowledgement E
Submit Returnzs | Wiew Returnz | Pay Penalty’
[4]v] 1 ¥ LURN: RAHE1112000MLTR1022

Detailed Navigation
The data enterd by yvou has been saved in the BAP system.
= Reinsurer Master Maintenance Maote the URM number for the Treaty and use it for all further communication.

[} Treaty Master Maintenance|

I'Illl.l

Name of Treaty: * [al |

Treaty From: * [21.03.2014 ia
Treaty To: * [01.04.2015 ia
Treaty Duration{in months): 13

I

Figure 79: Treaty URN generation
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1.3. Search/Extend/Terminate treaties

Existing treaties registered in BAP can be extended/terminated/searched using this

option.

i»

1. User clicks on the search/extend/terminate treaty option under the treaty master
tab.

User Profile Imvestment Help Dffice Filing Non Life Product Filing Imvestments Non Life Advertisement
Submit Returns | Wieww Returnz | Pay Penalty | Pending Clarification | Master Maintenance

[41H] []

Detailed Navigation N

= Reinsurer Master Maintenance —

[ Treaty Master Maintenance ";\ Search Treaties

Treaty URN: [

Name of Treaty: |

Treaty From:
Start Range: |
End Range: [
Treaty To:
Start Range: |
End Range: [ 7]

Figure 80: Search treaty screen

2. User can search a treaty based on any of the parameter displayed on search
treaty screen.

3. When clicked on search button, treaty names are displayed along with status of
treaty. User can select the treaty and take necessary action on it.

User Profile InvestmentHelp  Office Filing  Non Life Product Filing  Imvestments  Non Life Advertisement Returns

Submit Returns | Wieww Returns | Pay Penatty | Pending Clarification | Master Maintenance

[4]¥] ] —, \ S .
— earch Treaties
Detailed Navigation | o

= Reinsurer Master Maintenance

B Treaty Master Maintenance Name of Treaty: [fire

Treaty From;

Treaty URN: [

Start Range: |

End Range: |

Treaty To:

Start Range:

5

End Range: |

Select Treaty URM Treaty Mame From Date To Date Status
O RAHE1112000NLTR1002 Fire first surplus 15-Juk2013 | 27-Feb-2014 | Active
O EAHE1112000NLTR1008 | fire second surplus | 01-Apr-2013 | 31-Mar-2014 | Active

Take Action

Figure 81: Search treaty result screen
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4. User clicks on take action when check box against the treaty is ticked.

User Profile Imvestment Help Office Filing Non Life Product Filing Imvestments Non Life Advertisement Returns

Submit Returns | View Returns | Pay Penafty | Pending Clarification | Master Maintenance
[4]¥] []

Detailed Navigation 7 N
- Reinsurer Master Maintenance l|_|5 ™ Extend / Terminate Treaties
B Treaty Master Maintenance —
LURM Tresty Mame Frotn Date To Date Status

RAHE1112000NLTR1008 | fire second surplus | 01-Apr-2013 | 31-Mar-2014 | Active

Action: * |v|

Remarks: *

Figure 82: Extend/Terminate treaty

5. Actions available with insurer are to extend and terminate treaty.
6. User can extend the period of treaty by changing the ‘to date’.

7. User can terminate the treaty by selecting action type as terminate and click on
take action.

8. Once action is taken status of the treaty gets changed.

9. Insurer can refer the treaty URN for submitting the returns only for those years for
which treaty is active.

10. An insurer can have same treaty with various reinsurers.
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3.0 Advertisement Filing

The Advertisement process is a “Use and File” process. Insurers need to submit details
of all advertisements released by them to IRDA within a period of 7 days from the date of

its release.
The process of filing the Advertisement application is a three step process :
1. Basic Information

2. Checklist
3. Digital Sign and Submit
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3.1 Step 1: Basic information

Any Advertisement can be filed and edited by all the Sub IDs which have been created
by the Master ID of that insurer.

1. Login to the BAP portal with your valid credentials , the user profile screen is
displayed

2. Click on the Advertisement Filing tab for the advertisment filing screen to be
displayed.

3. Click on the New Advertisement tab.

@ Log Off
07 Jul 2014 | 10:51 AM

Better Regulation Through Automation & Business Analytics

T Insurance Regulatory And Development Authority

Welcome Raheja QBE Complian|

Advertisement Filing Returns

User Profile  InvestmentHelp  OfficeFiling  Investments  Insurer Registration Product Filing

Advertisment Filing
e

Advertisement Filing

Advertisement Filing

Start llew Application

New Advertisement

Start New Application

Search Application New Advertisement: This ink will allow user to apply for new advertisement applications, digitally signing and submission of same.

Search Application Form

I

Your Requests = Search Application

Drafts 0 —

Pending for Clarification 3 Search Application Form: Inputting one or combination of search parameters any existing application can be refrieved
Approved 25
Rejected 13 [

ll_IE N Your Requests

Figure 83: Advertisement Filing home page
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4. All the details required to file a new advertisement will be displayed in the editable

mode.

The form is dynamic in nature. New fields will get enabled as and when specific

sections of the form are filled. Below screenshots give complete view of the form

where all fields have been displayed.

Better Regulation Through Automation & Business Analytics

T Insurance Regulatory And Development Authority

T Welcome Raheja QBE Complia
User Profile  InvestmentHelp  OfficeFiling  Investments  Insurer Registration Product Filing  Returns

Advertisment Filing

Log Cff

07 Jul 2014 10:51 AM

)

i : " -

Basic Information Checklis Digital Sign And Submit

I

Figlds marked with * are mandatory
Only .pdf, xls, xlsx,.txt,.jpg,. doc,.docx,.wmv,.avi.mpeg document types are allowed. File size limt is 3MB

Advertisement Filling

Name of Insurer

Corporate address

Fiscal Year
Is the advt related to NonLife fiing or Health fiing? *

Is the advertisement specific to a Product? *

Please specify the name of the product associated with the advertisement *

Is the Advertisement a Co-Branded Advertisement? *

Name of the Co-Advertiser ™

Status of the Co-Advertiser *

Raheja QBE General Insur

“Windsor House" 5th |
Floor,CST Road

Kalina Santacruz (E) J
Mumbai-

400098, MUMBALMUR _}

2014-2015

Non-Life [*]
@Yes ONo
IRDAN141MISP001201 7]
@yes CNo
|ABC Braker |
\Broker [v|

Figure 84: Advertisement Filing - Basic Information
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Q Log Off

07 Jul 2014 | 10:51 AM

Better Regulation Through Automation & Business Analytics

T Insurance Regulatory And Development Authority

Welcome Raheja QBE Compliance Offic|

UserProfile  InvestmentHelp  OfficeFiling  Investments  Insurer Registration ProductFiling  Returns

Advertisment Filing

’ oV, 7~
Is it a Joint Sale Advertisement? * @WYes (No
Has the Appointed Actuary certified the joint sale advertisement as being consistent with the sales lterature which is part of the approved product? * @ves Mo
@yes (No

s there a branding with third parties? *

Does the advertisement refer to purchase, renewal, increase, retention or medification of a policy of insurance? * Yes

[V|Printed || Electronic

V| Leaflet Handout
[v|Pamphlet [V Hoardings
[V Audio V] Visual

Audio & Visual

Type of Advertisement *

If, Printed - whether it is *

If, Electronic - whether it is *

Medium Used for Advertisement * Radio Television
Newspaper [v| Internet
Direct Distribution

If Internet, Is the helpline telephone number mentioned in the advertisement ? * @ves  Clio

In case advertising is done through e-mail, is there a provision to unsubscribe from the mailing list? * @Yes o

Language *

Date of first use of ad *

= I e

Figure 85: Advertisement Filing - Basic Information

The buttons on the Basic Information screen are explained in the following table

Button Description

This button is used to redirect to the Advertisement Filing
Cancel

home screen

This button clears all entries made in the Basic
Clear

information screen

This button is used to save the incomplete application in
the Drafts section.

This button is used to save the newly added record into
Save & Continue the system and also for proceeding towards digitally
signing it

Save as Draft

Go to top of page This link will take user to top of the page.
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w Where material is filed with the Authority in accordance with the ‘advertisement
regulations’, in other than English/Hindi language, true translation of the same in
English/Hindi duly certified by an Authorised officer of the Insurer, is to be
enclosed/attached.

5. Once all details are entered, click on Save and Continue to generate the unique
Reference Number (URN) and save the advertisement under Drafts. The
application can be retrieved from the Drafts at a later time and modified before
submission.

Acknowledgement E

Your application for non life advertisement has been saved as Draft.
Your unigue Reference Number is 250201415500141007.
Please submit the application after filling all information.

Figure 86: Advertisement Filing screen with URN

e Regulation requires that any Advertisement released into the market should
be filed to IRDA within 7 days of doing so. The system checks for this
validation when the details have been entered.

e Where the duration between Date of Release of Ad and Date of Ad Filing is
greater than 7 days system displays a pop up message. This message is just
informational and will not stop the user from submitting the Advertisement
details.

e Where the duration falls within 7 days the system does not throw the pop up
message and allows the insurer to proceed without any message.

| Acknowledgement E |

Advertisement should be filled within 7 days of first use.

Figure 87: Advertisement Filing screen with Pop up Alert
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3.2 Step 2: Checklist
W

1. After entering details on the Basic Information screen, click on Save and

Continue, the Checklist screen is displayed. This screen asks user to answer a
series of Yes/No questions and allows user to upload supporting documents.

*4
3

07 Jul 2014 | 10:51 AM

T Insurance Regulatory And Development Authority

Better Regulation Through Automation & Business Analytics ) 5 g
Welcome Raheja QBE Compliance Offig

UserProer Investment Help  Office Filing  Investments  Insurer Registration | Advertisement Filing | ProductFiling  Returns

Advertisment Filing

& 1

Basic Information Checklist Digital Sign And Submit

Fields marked with * are mandatory

Only .pdf, .xls, xlsx,.txt,.jpg,.doc, docx,.wmv,.avi.mpeg document types are allowed. File size limit is 3MB

Declarations

Is the full registered name of the insurer / intermediary displayed? * @Yes CNo
Is the unique reference no. of the advertisement displayed prominently? * @Yes (Mo
Is the advertisement filed within 7 working days of the release? * @Yes CNo
Is the content clear, fair and comprehensible? * @ves CNo
Are the design, colour, font type and size, tone and volume - clear and legible? * @Yes (CNo
In case the advertisement is in vernacular, are the mandatory disclosures too in the same language? * @ves (ONo
If the advertisement is in a language other than English or Hindi, whether the translation duly certified by an authorised officer is enclosed? OYes @Mo
Is there no use or denigration of registered name, loge, brand name, distinguishing marks, symbols etc which may be similar to those already used by others? * @Yes Oho
Are all mandatory disclosures made? * @ves (No

Are the disclosures clear, conspicuous and legible and do the disclosures cover 10% of the space and is their size not less than Times New Roman' font no.7 7 * @ves  (No

In case of an "invitation to inquire', is the advice to read sales brochure before purchasing the policy, placed in the advertisement? * @Yes Clo
Is the brand name of the product as proposed in the File & Use' ? * @yes CONo CONA
Is it an invitation to contract? * @ves CNo

Figure 88: Check List Screen
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»

Advertisment Filing

Are allthe assumptions related to the facts, promises and projections fully disclosed? * @Yes ClNo
In case the past financial performance is highlighted is it indicated that the past performance is not an indication of future performance? * @Yes CNo
Is the nature of contract and the type of product mentioned in the advertisement? * @Yes ('No
Are the risks, limitations, exclusions and charges disclosed prominently? * @Yes (No
Are the plan parameters disclosed in the advertisement? * @Yes ( No
While highlighting the tax benefits, is it mentioned that tax laws are subject to change? * @Yes CNo
Does the advertisement mention the insurers’ financial condition while highlighting the parent company’s financials? * @Yes (Cilo
Does the advertisement contain a disclosure on sec. 417 * @Yes (INo
Upload Documents

Note : Please upload all relevant supporting Advertisement documents for this application

1. Copy of Advertisement/s |[ Browse... | RELEEE

Bl File Name Delete
l supporting document docx X

Core T coe [ svsasne

Go to top of page

Figure 89: Check List Screen

2. Once all the mandatory questions have been answered, click on Save and
Continue.

3. Provision to attach relevant supporting documents is provided. Multiple
attachments can be uploaded to a single application.
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3.3 Step 3: Digitally Sign and Submit

To Attach Digital Signature:

LS

1.

the Digitally Sign and Submit screen is displayed.

clicking on the Drafts tab on the Advertisement Filing home page.

After selecting the details on the Checklist screen, click on Save and Continue,

You may also attach the digital signature to the particular advertisement by

Advertisment Filing

User Profile  Imvestment Help ~ Office Fillng  Investments

0 129

14 Ju1 20148 | 09:51 AM

Insurance Regulatory And Development Authority

Botter Regulation Through Automation & Business Analytics

Insurer Registration

Aovertisement Fing | Product Filing ~ Returns

Advertisement Filing - Listing of drafts

Advertisement Filing

| Start New Application
New Advertisement
| Search Apphication

Search Apolation Form

URN

250201418800141011

Product Naee

Suraksha

Date Of Créstion

15 Juk-2014

Product
ROANI4IPO0S1 34

Atch Digtal S
14

Your Requests

Drafts

| Pending for Clanfication
| Approved
Refected

H
%
13

Welcome Raheja QBE Compliance Officer

Figure 90: Screen displaying records in the draft bucket

3. Select the application by clicking on Z icon. This will open the application and
allow you to complete it or click on the & icon to digitally sign the application.
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ﬂﬂ Insurance Regulatory And Development Authority

Welcome Raheja QBE Co

User Profile  InvestmentHelp  Office Filing  Investments  Insurer Registration Product Filing  Returns

Advertisment Filing

»

» 1 2 El 4

Basic Information Checklist Digital Sign And Submit
Figlds marked with * are mandatory
Only .pdf, xls, xlsx,.txt,.jpg,.doc,.docx,.wmv,.avi,.mpeg document types are allowed. File size limit is 3MB

Digitally Signed by
[B.view Form
o Digitally Signed m Signature Pending
Status  Designation User Name

H] Chief Executive Officer / Managing Director
|I] Compliance Officer

m m Attach Digital Signature Submit

Figure 91: Screen displaying status of the digital signatures

4. The status of the Digital Signature to the particular advertisement record is
displayed indicating whether the Digital Signature attachment is pending or is
successfully attached with symbols [ and ¢ respectively.

5. If you are an Authorised signatory, click on the Attach Digital Signature button.

6. A Web Signer Applet window is displayed. Select the particular digital signature &
Click Sign.

pT=TES

% Insurance Fegulatory Development Aushoriy
Buiims Kegelation Throvgh Automation & Busiesus Analgiics

Content to Sign:

PRPR2406000 =]
=
Windows Store I P12/PFX |
‘Common Name Issuer Name Serial No
test testls test e-Mudhra Sub CA for Class 26G... (32778 -
user? e-Mudhra Sub CA for Class 2 In... (354579
i
View Certificate I Sign I ‘Cancel I

Figure 92: Web signer applet for imported Digital Signature

0 If digital signature is not registered, the following error message is displayed
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Acknowledgement

o Some error occurred during digital signing

Errar Details : You have not registered your digital signature, Kindly register befare sigring.

Figure 93: Digital Signature not registered

(See: Digital Signature topic for registration of digital signature to BAP)

9. If digital signature is attached successfully system will prompt you regarding the
same

Acknowledgement

You have digitally signed the data.

Figure 94: Digital Signature attached successfully

After the required signatories have successfully signed the advertisement, the status
of the application is changed to ‘Digitally Signed’. For Non-Life Insurers both the
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Compliance Officer and CEO have to sign the Advertisement application.

10.Once the application is digitally signed the Compliance Officer can submit the
application to IRDA. The Insurer will get a confirmation message asking if they wish
to proceed. Click Yes to successfully submit the application to IRDA

11.The subsequent screen will generate the UIN (Unique Identification Number).

Acknowledgement

Advertisement submitted successfully for UIN 141NAD201415010ENG

Figure 95: UIN Generation

Version 1.0 70



Clarification Requested By IRDA on Advertisements

3.4 Clarification requested by IRDA on Advertisements

Once the Advertisement Application is submitted, IRDA will check whether there are any
discrepancies in the submission. If any non-compliance or discrepancies are observed
IRDA can request for clarification.

Clarification required from Insurer:

If IRDA needs any clarification on submitted application, an email notification will be sent
to registered email ID of compliance officer of your company.

You can then login to portal and give clarification as per IRDA’s request.

To provide clarification:

1. Login to portal with your valid credentials.
2. Click Advertisement Filing tab.

3. Click Pending for Clarification tab. System will display applications pending
for clarification.

@ 4
30 Jun 2

Insurance Regulatory And Development Authority
Better Regulation Through Automation & Business Analytics e
elcq

UserProfile  InvestmentHelp  Officefiling  Investments  Insurer Registration Returns  Life Product filing

Advertisement

Pending For Clarification Applications

Start New Application select From List

New/Modify Advertisement
Date Of

View Date Of filing Category of Nature of s

Search Application Form = R Ad(dd-mmm-yy) Advertisements Advertisements e
(dd-mmm-yy)

Search Application Form B 0101AD201415042455 17-Jun-2014 28-Jun-2014 | Institutional | Invitation to enquire V4

Your Requests
m Show All Columns

| Pending for Clarification | 1

Rejected 40
Approved 34

Figure 96: Pending For Clarification

4. Select the Edit option Z  for the desired application. The clarification required by
IRDA is displayed in Remarks by IRDA field.
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ince Regulatory And Development Authority
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Office Filing Investments Insurer Registration Returns Life Product filing

Pending for Clarification Application

This view shows Applications pending for clarifications from Insurer

URN Details of Advertisement Submitted Date

120201415500101056 Institutional, Joint Sales, Telephone, ASSAMESE, Standee 30.06.2014
View Form

Remarks by IRDA Respond

Remarks by Insurer  |Responded

» Documents supporting clarification to be uploaded, if any

E/] | declare that all information provided in this application form is true to the best of my knowledge.

Figure 97: Responding to clarification
5. In Remarks by Insurer field, provide the additional information requested by IRDA.

6. You may also attach any additional supporting documents if required by clicking
on the link ‘Documents supporting clarification to be uploaded, if any’ and
browsing the document and upload it.

7. Click Submit after checking the Declaration message. The User Confirmation
Message dialog box is displayed.

T e g
User Confirmation Message E
| [

i

I Clarification form is ready to submit. Do you want to proceed? l

| S -

Figure 98: User confirmation for submitting clarification

8. Click Yes. An Acknowledgement dialog box is displayed notifying that the
clarification is submitted.
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Acknowledgement

o Clarification Submitted Successfully

Figure 99: Acknowledgement for clarification successfully submitted

9. Click OK.

o

Any Sub ID may fill in the pending for clarification form and save it. However it is
only the Compliance Officer has the authority to submit the form.
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3.5 Search Application Form

There may be instances where Insurer wants to search for a particular application based
on specific search criteria.

There are various parameters on which the user can initiate the search option. Any
advertisement still in draft or already submitted to IRDA can be viewed from this search
interface

Log Off

30 Jun 2014 |

nnce Regulatory And Development Authority

Regulation Through Automation & Business Analytics
Welcome H

Office Filing Investments Insurer Registration Advertisement Filing Returns Life Product filing

Search Advertisements

Enter any of search parameters to find a Advertisement.

URN:

UIN: [0101‘—"-.D201400'3‘-‘-.SS

=
=

Release Date From:

=

To: [

4

Nature Of Advertisement: l

4

Type Of Advertisement: Language Of Advertisement: [

4

[ [4] [

Medium Of Advertisement: Format Of Advertisement: [

Category Of Advertisemnt: |
|
|
|

IR EIARIAKI] !

4

Status:

m Show all Columns

Figure 100: Search Application Form

1. Click on Search Application Form tab on the Advertisement filing home screen.

The search application screen will be displayed.

2. Enter any of the search criteria for which you want to view the advertisement filing
form and click on Search button. All the applications which fall under the search
criteria are displayed.

3. Click on the View Form icon & to view the advertisement form of that particular
record.
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3.6 Approved Applications

The User can also view the list of approved applications through the Advertisement Filing
home screen .The user can select and view any individual application from this list.

User Profile Investment Help Office Filing Imvestments Insurer Registration ertisement Filing Life Product filing Returns

Advertisement

¥,

Approved Applications

Start New Application select From List
NewiModify Advertisement

' Date Cf Date Of filing =

— e Category of Mature of
Search Application Farm L ESEEE A AR e e Advertisements
(dld-mmim-y) i)

Search Application Form E:" 0101AD2014003BEN 25-Mar-2014 | 02-Apr-2014 | Institutional Invitation to enquire

E: 0101AD2014004BEN 01-Apr-2014 | 02-Apr-2014 | Insurance Invitation to contract
Your Requests

E:] 0101AD2014002455 30-Mar-2014 | 31-Mar-2014 | Institutional Invitation to contract
Pending for Clarification 0 E:] 0101AD2014007HIN 01-Apr-2014 | 02-Apr-2014 | Institutional | Invitation to enquire
Reiscted L B 0101 AD2014008KON 01-Apr-2014 | 02-Apr-2014 | Insfitutional | Invitation to enquire |+
Approved 38

Back Show All Columns

Figure 101: Approved Applications

1. Click on Approved tab on the Advertisement filing home screen. All the
applications which have been approved till date will be displayed.

2. Click on the View Form icon 2  to view the advertisement form of a particular
record.
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3.7 Rejected Applications

The User can also view the list of rejected applications through the Advertisement Filing
home screen. The user can select and view any individual application from this list.

User Profile Imestment Help Office Filing Imestments Insurer Registration ertisernent Filing Life Product filing Returns

Advertisement

i Applications
Start New Application Select From List
New/Modify Advertisement

! Date Of Diate Of filing o

— Wiew L ) Category of Mature of
Search Application Farm Lt Releassof Ad - Ad(dd-mmm- e oments Advertisements
(ld-mmm-yy) )

Search Application Form E:] 0101AD2014006A55 30-Apr-2013 | 02-Apr-2014 | Institutional Invitation to contract

E:] 0101AD2014013BEN 01-Apr-2014 | 0%-Apr-2014 | Institutional | Invitation to enguire
Your Requests

E:] 0101AD2014034HIN 20-May-2014 | 27-May-2014 | Institutional | Invitation to contract
Pending for Clarification 0 By 0101AD2014038ENG 19-May-2014 | 23-Jun-2014 | Instituional | Invitation to contract
Rejected 4 By 0101AD20140390TH 15-Jun-2014 | 23-Jun-2014 | Institutional | Invitation to enquire | =
Approved 3%

m Show All Columns

Figure 102: Rejected Applications

1. Click on Rejected tab on the Advertisement filing home screen. All the applications
which have been rejected till date will be displayed.

2. Click on the View Form icon 2  to view the advertisement form of a particular
record.
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4.0 Frequently Asked Questions

1.

What should be done after 3 failed attempts of Login?

User ID gets locked. Use the Forgot Password link displayed on the login page to
retrieve your credentials

What should | do when system shows “user authentication failed” error?
e This is due to Invalid User ID/Password entry. Enter the valid User ID &
Password, and then Click Logon button.
e If you have forgot your User ID/Password Click Forgot User ID/Password link on
the Login screen. (See: Retrieve Credentials)

Can everyone Update/Delete the Sub-IDs created?

Only the master Id can update the details of the Sub ID for a particular Insurance
Company

. Can all users register/sign digital signatures for the forms?

No, every form has Authorized Signatories. Only these signatories can attach the
Digital Signatures for the respective forms individually.

Can | submit the Returns individually?

No, Forms cannot be submitted individually. You have to submit the forms in
bunches in which they are grouped.

. Can | submit current Quarter Returns if earlier/previous returns are pending?

No, you have to complete the submission of all the returns of the previous quarter in
order to submit returns for Current Quarter.

. Who can upload the Returns and request for Data Validation?

Any Sub Id can upload the returns and request for data validation

What is the process to be followed for unlocking returns and how many times | can
request IRDA for unlocking?

Insurers will have to make an offline request for unlocking returns. Once IRDA
unlocks a return, a notification will be sent to insurers stating that the requested
return has been unlocked—Unlocking process automatically unlocks all dependent
returns simultaneously along with the requested return. An insurer can at the
maximum make 5 requests for unlocking
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9. Can | re-upload a template if any corrections are to be done for previously uploaded
template before submitting returns?
Yes. You can re-upload the corrected template. System will delete the previously
saved template and will store the updated data only. (See: Re-upload )

10.1s it Mandatory to Attach the Digital Signature for Submission of Returns Forms?

eYes, Authorized Signatories have to attach the Digital Signatures before
Submission of Forms.

e After the Successful Validation of forms, Authorized Signatories need to login into
the Portal and attach the digital signature for the forms. (See: Attach the Digital

Signatures)

11.What can be done if system shows “Invalid Template” error message while uploading
template?
System will show this error message if you have tampered the template.
In this case, you can download the fresh template from the portal and save your
data to downloaded template and upload the same. (See: Upload)
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5.0 Glossary

Account Locked
A scenario in which a user has made three unsuccessful attempts to login to the portal.

Cross Form Validation

It is a batch processing for consistency check, wherein all returns which are linked to
other returns are validated for consistency.

Digital Signature

It is a registered signature used for signing the returns digitally. A valid digital signature
gives a recipient reason to believe that the returns data was created by an authorized
signatory.

IRDA

Insurance Regulatory and Development Authority of India is the apex body that regulates
insurance industry in India.

Pending for Clarification
Insurer need to provide clarifications as required by IRDA.

Reminder Email Notification

A set of emails sent by IRDA to the users on their registered email ID when any action is
required from them.

Retrieve Credentials
A process through which the user can retrieve their login credentials by entering
mandatory information.

Template

IRDA has defined templates for all returns to be submitted by Insurers. These templates
can be downloaded from portal.

Unique Reference Number

The unique reference number generated when Insurer successfully submits the bunch of
returns to IRDA.
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