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Important: Usersshall have basiunderstanding ofthe account management and new license
application functionality for principals and application iy1& dzNJ v OS L v (i S N BRddr NA S a
details, please refer to below Us@uides.

Online_Portal Userguide individual
Online_Portal_Userguide_princgh
https://www.ia.org.hk/en/infocenter/forms/intermediaries.html

1. Account Setting in Supervisor Account

1.1.Set Access Rights of Administration Account for deemed licerfs@etions
1 Go toDetail of selected dministration accountinder Administration Account Management

5

= sEgEEs iari . Last Login:
'i;%; S Insurance Intermediaries Connect INSRS INSRS 26th November 2020, 3:13:02 pm

Insurer 5 Co Ltd

Administration Account Management

f Tick the access rights & SSYSR [ A OSy a S Sadfr Verifyf Deem! Lickngek R
Application, Confirm Appointment (Licence Applicatioand clickSaveat top right corner of the

page

. Last Login
Insurance Intermediaries Connect INSRSINSRS ~ 25¢h November 2020, 3:13:02 pm

Insurer 5 Co Ltd

/


https://www.ia.org.hk/en/infocenter/forms/intermediaries.html

1.2.Set Password for Input Template and Upload Summary

1 Go todDesignated MobileNumber, Designated Email Address and Password for Document
52 gy f &ntl fRtithe password Rassword for documentiownload. Both supervisory account
user and administration account user(s) have to use this password to unzip the password
protected Input Template and Upload Summaifyor details, please refer to section 2.5 of the
User Guide of the Insurance Intermedés Connect for Principals.

2. Create Account & Application by Bulk Upload Function

2.1.Download Input Template for Bulk Upload
1 Login lICwith the Supervisoraccountor Administration account with relevant access righEor
details of access riglsetting please refer to section 1.1

' Insurance Authority Insurance Intermediaries Connect (% [ Eng |

& Login

Please enter the following

B o

P 0:00/002 ——— ) i

I understand and agree to the NOTICE below.
LOGIN

Forgat Password | Forgat Username | Unlock Account

z

 Selecti 5 SSYicehsee® . dzf {1 | LX 2F Ré¢ Ay (GKS tSTiG GOSNIAOI

Login:

. Las
R ER ran ri T L
' {r*fusw: 1 I Insurance Intermediaries Connect LCCTT ~ 14th August 2020, 11:05:41 am

Excellent Agency

Welcomel!

Information Board

1 /fARESEYSR [ AOSY 4SS a AowhloAdifiediulk aphatingutiTim$late witie
preloaded datgrom the Former SelivS 3 dzf | G2 NBE hNBI yAT FiA2ya o60a{ wha

4



9 The bulk upload Input Template psssvord-protected and he passwords maintained by the
Supervisor. It can be set/updatedinthes S&A Iy 6 SR a20AftS bdzYoSNE 585,
and Password 2 NJ 5 2 OdzY Sy (iTheSdacanyeht vill Rot Ise availabfer downloadif
password is not setAdministrator Account users shall request the password from the Supervisor
Accountuser. For details, please refer to section 1.2.

= RERETS Insurance Intermediaries Connect LCCTT - Last Login:
' Insurance Authority 14th August 2020, 11:05:41 am
Excellent Agency

Deemed Licensees' Bulk Upload

Cancel

For Deemed Licensees, please click to [10Wn\n|{ ate to rl\rrplelﬁ all required information for creating account and application

for individuals. You may also refer to the Deemed Licensees’ Inp for reference.
Case Handler LCCTT v
Upload

UPLOAD

Important Note
When processing the Deemed Licensees' Input Template, please be reminded that it is the principal’s responsibility to ensure that all information must be
COMPLETE, TRUE and CORRECT.

Profile

M16 ' Fe
A 8 < o 3 F G H ! 0 K L ] N o F a R s T u

1 License Information 1. Particular of Applicant
2

Submission | Create/ ine of inting|Lineof | Appointing| Line of inting |Lineof | Appointing Line of ine.af 1|12/ OERE | o HKID Card

# 1A License No. Hamesin Date of Birth

Approach  Update Principal 1 |Business 1 |Principa 2 |Business 2 |Principal 3 | 8usiness 3 |Principal ¢ [Business | Principal A [Business A | Principal 8 | Business 8 English | " U0 in Chinese No.
= - - - - - - - - - - - - - - - - - - - - -

Filinangane Filinany[Read only, Read  Read  Read Read |Read Read Read |Read Read Head |Read |Read  Read Read only Read Read only Read only

aithe onsof only only anly only only only only only only only only only only only <

Remark:  folowing  the
z

4
Bl specificatio
3 1E1292 1) Cheung | Tai Ming IE12]55 750 1E1] 11/07/1980 P5472087 i3
7 IE1100 11 Chaung T=i Ming IE11] 55 7% BF IE1{01/01/1980 71773351 s
K IE1101 Excellent A{G+ LI Cheung Tai Ming IE11{35 %P5 IE1{02/01/1380 71313331 s
El 1E1102 Excellent A{G+L| Cheung Tai Ming IE11{55 7 FH 1E1]03/01/1980 71247302 ia
10 IE1103 I Cheung | Tai Ming IE11]75 A FH [E1{04/01/1980 71779355 s
11 IE1104 I Cheung [TsiMing IE11{55 75 IE1]05/01/1380 z1825652  ia
12 IE1105 I Cheung i Ming IE11{ 35 %R IE1{06/01/1980 71515943 g
12 IE1106 Excellent AJG +Lil Cheung  |TaiMing IE11{ZE A BH IE1{07/01/1980 71203954 ia
14 IE1107 I Cheung | Tai Ming IE11]75 A FH [E1{08/01/1980 71769752 ig
15 IE1108 I Cheung | TaiMing [E11]75 A FH [E1]05/01/1980 71181506 i3
16 IE1109 11 Cheung =i Ming IE11{35 % FH IE1{10/01/1980 71943923 g
17 IE1110 Excellent A{G+L{1) Cheung Tai Ming IE11] 38 7 F5 1E1{11/01/1980 71002792 s
18 1E1111 i1} Cheung | Tai Ming [E11]35 A FA [E1]12/01/1980 71241074 i3
13 IE1112 i1y Cheung | TaiMing IE11]75 A FA [E1]13/01/1980 71292035 i3
20 IE1113 ] Chaung T=i Ming IE11|35 7% BF IE1]14/01/1980 71180704  ig




2.2.Fill in the Input Template

<<Forndividual Upload Approacdnly>>

1 All deemed licenseesf the principal are displayeid the downloaded Input Template and each
row representsl deemed licenseeThe Input Template will be updated on a weekly basieep
only therow(s) of licenseerelevant to your currentupload and delete all irrelevant data rows.

1 The maximum numbeof data rowsthat can be processed IBACHnput Template uploadetb
the system is 00O (i.e. user should onfifl in a maximuml,000 data rowsn 1 uploadattempt)

1 { LIS Ondwiduaé ColmnB;{ LIS Cxep@ &olyimn C

1 Columns o ColumnU are set as read only. No input or update of information is requitagen
if the information ischanged the system will not be updated.

1 Fill incolumn V_and column Wvhich aremandatory for account creationA valid Email
Address and HK Mobile Phone No. must be provided in order to receive the email notifications
FYR hyS ¢AYS tl ad8462NR 0ah¢t é¢0d

1 Optional to fill in felds in columnsX to BABlank required information ithen required to be
provided by deemeddensees in the-portal.

9 Fillinfields in columns X to B#ccording to the instructions in Row 4 and Row 5.

1 Change inexcel file structure (e.g. add new columrremove excel tap is not allowed.
Otherwise, the upload will fail.

1 Keep the tab <Guidelinesin the Input Template excel file for uploading.

A 8 [ D u

; —==_" | Mandatory —

& Update A License No.

HK Mobile Phone K Daytime Contact Chinese Commercial  Former Surname in Former First/Other Former Name in
No.

HKID Card
No. Email Addrass o Code English Names in English Chiness

Approach
itinany onfl Fillinany [ead only Readonly [l Mandatory for account creation Mandatory for fong kang number  Appiicable if column 5 has Optional Optional Optional Eillin any one ¢

af th one of the account creation iy been filled. i ifnit) [ if i) il following optic

Remark: frotiowing following lone email address anly Chinese
options:

ik

Bulk

optior

"2

3 Hong Kong number Others
ony for receiving TP

Create  JE1292 p5472087 [ woox@ia.org hk 99999999 99999999 7115 7115 4562 Chan Man Siu EEES Chinese

o fJaln =

L1 | ]
i — Keep only the data row(s) relevant tg
T your current submission

14
15
16
17
18
19
20

For a deemed licensee who holds an existing 1IC account @cgount and application created by
previous principal), if the new principal would like to create a new deemed licensee application for
him/her, applicant will be requiredto withdraw the existing application first. New principal can then

dza S & A YORARA AlRSdgl F doye@d the2agplicatidn aNdBvards. FaK S & AudlBzZAJRA (0 S €
function, LINA Yy OA LJ- £  a Kl £ £ Ay addzérsure the evail aiess and mebdetpliavey” /
number of applicant are correcthen upload the input template accaling to Step 2.3elow.



2.3.Upload the Input Template
1 Save thdnput Templatecompleted in Step.2to yourcomputer. No designated file name format

is required.
T / f A GNOAE !

Insurance Ruthority

" REAREER

LCCTT ~

Excellent Agency

Last Login:

14th August 2020, 11:05:41 am

For Deemed Licensees, please click to download the Dee

for individuals. You may also refer to the Deemed Lic

Case Handler LCCTT

Upload
UPLOAD

Important Note

Cancel

When processing the Deemed Licensees' Input Template, please be reminded that it is the principal's responsibility to ensure that all information must be

COMPLETE, TRUE and CORRECT

f Select thdnput Template@ A O]

@ Open
« - I Desktop

Organize +  New folder

~

s Quick access
1B Desktop &

3 Acrobat Reader DC
Shortcut
2B 3D Objects ? 2.07KB

(i3 Contacts
Desktop

Printer

=

/%] Documents

Excel 2016

& Downloads X g o

¢ Favorites L] 258K

& Links PowerPoint 2016
Shortcut

D Music H 52 KB

OneDrive
&= Pictures

#P Saved Games
v

& bplariyt £

v o

Google Chrome

221 KB

@ shorcut :"i(

. Bulk Upload template (1).xlsx
Microsoft Excel Worksheet
238 MB

. This PC 'n

File name: | Bulk Upload template (1).xlsx

<

G2

Search Desktop

Libraries

Lotus Notes 8.5
Shortcut

’ 1.74KB

Cisco Webex Meetings
Shortcut
2.14KB

All Files (*.*)

Important Note

Cancel

- @ % H §
I -
Last Login:

14th August 2020, 11:05:41 am

Cancel Sonfirm

for creating account and application

When processing the Deemed Licensees' Input Template, please be reminded that it is the principal's responsibility to ensure that all information must be

COMPLETE, TRUE and CORRECT.



T {StSOG GKS a/ I as-diowh §5tRAIl SphliEatichN@tivat upléad wilk bdzissigned
to the designatectase handler.User should upload another batch of applications separately if
the cases will be assigned to another case handler.

T / f Ny TOA NX € ®

= ” {3 Last Login:
e Rk LECTT 14th August 2020, 11:05:41 am

Excellent Agency

Deemed Licensees' Bulk Upload

cove | N

For Deemed Licensees, please click to download the Deemed Licensees' Input Template to complete all required information for creating account and application

for individuals. You may also refer to the Deemed Licensees' Input Template Sample for reference

Case Handler LCCTT v

Upload
UPLOAD v/ Done

D Bulk Upload template (1).xIsx X
2.38 MB

< A O1 inthép¥pup message.

Insurance Intermediaries Connect



2.4.Check result of the uploadethput Template
 oSummargd St 26 &L Y Lihddatethedesut 2 G S ¢
o If the upload is successful, the Summary at the bottom of the page will show the number
2F G! 002dzyi6auv FyR | LILX b@dkei A 2yoao adz00Saa¥o
Case Handler LCCTT v

Upload
UPLOAD

Important Note
When processing the Deemed Licensees' Input Template, please be reminded that it is the principal's responsibility to ensu
COMPLETE, TRUE and CORRECT.

Summary:
I Account(s) and application(s) successfully created (1) I
PPIICaION(S | SUCCess Uy Updated (0]

Account and/or Application creation or update failed. Please refer to the attached upload result. (0)

Click here to download upload result

0 For unsuccessful uploathe Summary at the bottom of the page inshow the number
2F a! enda dpplicationcreation or update failed. Please refer to the attached
uploadresulf Ay .0NJ O1 S
Case Handler LCCTT v

Upload
UPLOAD

mportant Note
When processing the Deemed Licensees' Input Template, please be reminded that it is the principal's responsibility to ensure th

Summary:
Account(s) and application(s) successfully created (2)
Application(s) successfully ypdated (0)

Account and/or Application creation or update failed. Please refer to the attached upload result. (1) I

Click here to download upload result

T /tA01 a/tA0]1 KSNB (2 R2éyi2IR NBadAZ G¢ (G2 R2ayt
Case Handler LCCTT v

Upload
UPLOAD

Important Note
When processing the Deemed Licensees' Input Template, please be reminded that it is the principal's responsibility to ensu
COMPLETE, TRUE and CORRECT.

Summary:

Account(s) and application(s) successfully created (1)

Application(s) successfully updated (0)

Account and/or Application creation or update failed. Please refer to the attached upload result. (0)

I Click here to download upload result I




1 Save theresult excelfile to your computerfor your record keeping and for further update of
application information (i.e. the Upload Result can be used as Input Templatexsulk upload
purpose)

0 Successful entry row: ISolumn Acellwill be highlighted n green(Example: row 6).

0 Unsuccessful entry row: I8olumn Acell will be highlighted in red(Example: row 7).
Please refer to ste@.5 - Rectify and upload the application again for the unsuccessful
account& application creation

0 Unprocessd entry row (i.e. entry row not uploamt for validationcheckingand account
creation): ItsColumn Acellhas no color indicatafExample: row 8)Pleaseheck whether
you have filled infColumn B and Column fiZoperly, andrepeat step2.2-2.4 for these
unhandled data rowsAlsoa maximum of 1,000 entries are allowed for each bulk upload
and the remaining entries (i.e. 1001th entry and onwards) will not be prodesse

A B C D E F
1 Licensze Informatian

Sdbmission Create/ Appointing Line of

| ] A License No.

Update Principal 1 |Business 1
3 = - - - - -
Eill in any |Read onky Read only  Readonly |
one of the
JRemark: following

options:

4 g Create

Create/Up
5 date
6 Create  |IE1160 Excellent AqG + L{I)
7 Create  |IE1161 Excellent AgG + Lil)
g IE1162 Excellant AdG + L|I)
9

10



2.5.Rectify and upload the application again for theunsuccessfulaccount &

application creation

1 Inthesaveddownloaded Input Templatérom Step2.4, Column Awill show the error code(s) in
following definition.
_ - 9EI YLX SY a9né T2
Form field validation not passed D e R @R R R B X
Insert  Page Layout Formulas Data
Applicant is not a deemed licensee i ?Cut Calibr Tz AN ==
= Copy ~ _ |
Duplication: Account and application have been Peet® o Formatpaimer | B 1 U W[ Q- A~ ==
created already. Please ask applicant to lipboard n Font 5
withdraw the existing e . f
updateod / Aindividual A . . ) ’
create the application afterwards. 1 Licens Informatig
. . 2
1 Unable to update account and application —
because they do not exist in system. Please . Submission | Crate/ |,y ooy, | HKID Card
create account and application first. : i b A
9 Unable to update account and application Eilinonyone. |Flinany |Read ony Read only
because the applicati Remark  followns  following
or ACommented by Prin s e e
Create/Up
Unexpected Error. Please contact system admin - — S—
Bu reate |IE1155 71703774
pulk Create |IE1156 Z180323A
Bulk Create |IE1157 21377036
9 For rows that have been uploaded successfully, it is not required to upload the relevant entries
again. Remove the rows of successful upload fiosvs with column A cells highlighted in green).
Keep the failed entry in the excel fignly for next upload.
1 License Informatio
" Submission | Create/ 1A License No. HKID Card

Approach  Update No.

a2 - ~ - - -

Fillin any one  Fill inany [Read only.
he

Create/Up
Bulk/individual "

IE1155 71703774

1 Modify the applicatiordata according to the error codéAmend directly in the highlighted cells
as indicated with color indicators. Review again whetidbother entries are in correct format.

The cell would be highlighted if below situations occur:

- duplicated values found in unique column field
(eg. HKID, Licence No., Email address, Passport No.)

- mandatory field has not been filled
- length of input value exceeds the required limitation

example:
T

- input values are not in required format (eg. TRUE/FALSE, Qualification Code, Mobile No)

123456789

1 Save thenodifiedInput Template to your computer.

1 RepeatSteps2.3-2.4 of thisUserGuide to uploadhe saved exddile to IICagain.

11



9

3. Activation and Submission bgdnsee

3.1.Activate Individual Account

f Login LYRA @A Rdz f
Intermediaries Conneck Individual Account Activation

Hangouts

[ AOSymw SKSOAROISYH 2 f 2 LI®YBuinkdE

CE €.
Q us - @ @
o- ¢ " w -
Q == a ® E
FYa 6 Gmail X
t o SN =H [T ¢2 O ExEARKER +2  EABRBEBE 0 F 8 Gmail FEIHR
noreply Insurance Intermediaries Connect - Individual A ion fRIEP T —I5iE - . F4:36
Google 1 &/ SERLFT Google IR ERIZEERFE - Google [E17 la 47 : #i{EFH Google - 0] LIES A138
E 7 15 GB A7 0 GB (0%) &

T /A O1 inth&e&ndild &ctivate thelndividual account

12
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