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o T el Financial System — Processes Document

Scope
Identification

This document shall be referred to hereafter as the internal processes of ESKA®
business manager — Financial System.

Purpose

This document describes the basic processes that are managed by the finance
department using ESKA® business manager - Financial System to cover their
operational activities along with the interaction with the technical depariments of
any insurance company.

Mohamad A.El-Sayed
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1 ACCOUNT RECEIVABLES PROCESSES

1.1 Customer Creation Process

111 Customer Creation Overview

* Purpose:

The customer is the base for any enterprise entity; the whole company objective is
to serve the customer. In order to serve the customer, the definition of the
customer along with the full details of his information, regardiess the channel of
getting the business with this client.

» Documents:

= For local individual customers, they should provide the identity card copy.

* Regarding Foreign individual customers, passport copy should be the
identifier.

= Corporate clients provide the Commercial Registration of their enterprise.

¢ Involved Stakeholders:

Business development team,
Receivables department.
Brokers / Agents.

Banks.

Customers.

Risk & Compliance department.

Mohamad A.El-Sayed

Commented [AA1]: @UW/BDD/RMD

1. Are Coface and Credendo adequately add from
BOD side.... Partnership module can be in Bancassurance
or Agent/Broker Portal?

ESKA: All customers from these parties will be defined
through different portals which will end up in the
customsrs database

2. Is au short term underwriting (<$1m) included in

requirements

ESKA: This will be handled within the Credit Insurance

system and has no relation with the customer profile
3. RMD data requirements for economic capital and
expasure management need to be included in origination
workflow and business processes.

ESKA:This has nothing o do with the customar creation
4. Premium Credit Limit — Financa to

ESKA: Credit Limit Is usually filled by the finance team

and It can be defined by any team that ICIEC prefer to

it and the sy will vall this limit during

Operion

Commented [AA2]: 1.Nated

2.Noted

3.RMD data requirements for economic capital and
aupoam:'mmmmnmbbehwhmm

ESKA:This has nothing to do with the customer creation
Urisss RMO fequirtments sre meurpunamed v basic gata
felraet M Susttiter Aot Sreaton ang workfioes for awia
AL I VARl (i — COMmpletenass a0 aCTUrBCY o
FEpAhng My Tl STpEchiad

ESKA: Such information is being captured on the policy
details not on the ¢ profile, for rep g data

can be combined fram finance and technical to get such
information

pear Instiution policy or
jon &l PCL - this would ba

appieciated
ESKA: Unfrotenately, we don't know exactly how other
Iinstitues handles such intemal policies within their

of and their dep
during te phone calf]

ESKA" Business Manager 5-40
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11.2 Customer Creation Flow Chart

Customer Creation

Business

Online Portals
Development

Risk & Compliance Receivables

Customer
Creation

Mohamad A-El-Sayed
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1.1.3

Customer Creation Flow Description

_____ Financial System — Processes Document

Step No

Stakeholder

Step

Description

A1

A2

Business

A3

Development

Create Lead

The sales team will define the prospect client
through the CRM system with the minimum available

information about that prospect.

Sales Process

Sales will go through the sales process and prospect
information will be added during the pipeline journey
as collecting information is a continuous process.

Issue Policy

Upon issuing the policy all needed documents
should be provided at this stage and can’t proceed

without providing all needed information.

KYC report is very important to be signed by t

client at this stage.

B1

Broker / Agent
Or

B2

Bancassurance
Or
Direct

Customers

Create Lead

Prospect client information will be collected with t
very minimum as it may be defined directly by t
client himself through the Customer Portal or by t
Broker / Agent on behalf of the customer through ti.—

Broker Portal or even through Bancassuranco

Get Quote

A quotation will be provided to the prospeci client
all available channels, each channel and line
business will require further details about the clien{

Issue Policy

Upon issuing the policy all needed documer
should be provided at this stage and can't proce

without providing all needed information.

Risk &
Compliance

Notification

Upon finalizing the policy from technical and sal
perspective, a final stage of approval should
taken from the risk & the compliance departme
automatically notify the ri
department to check the client information details.

the system will

Further Checking

The risk & compliance department will assure tr
this client fulfill their check list along with AML, in tt
stage autornation can be done by checking w
other third party systems to check AML clearance.

Approval

Upon giving the approval from the risk departme

Commented [GNS3]: Bro Mourad Comment

Is this feasible 7

ESKA: KYC report Is Just a form that is regularly created
manually by users and uploaded as an attachment to the
system, but it's totally different than the KYC report that
will be provided to ICIEC from third parties system as
Ihls Is not what we are mmﬂonhq

Uommmhﬁ [AM] How will KYC Comphance processes
be embedded into the Solution from PH, Bank or Buyer
enboarding to ongoing surveillance?
ESKA: As discussed during the phone call, that the
customer once created we can flag it as “On Hold" till
further approvals take place from all needed
departments (this will be configured according to IGIEC
needs) and after taking all approvals the customer will
be active, before this stage no transaction can take piace
on that particular customer.

ém-nmhrl [GNSS5]: 1.Creating ouahlmrlspor policy or
one account regardiess the number of policias?

nt ESKA: Customer will be defined once for multiple policies

2 Linking different accounts related to one PH using Group
accounts {e.g. Rajhi banks)
ESKA: Each customer will be defined separately and can
be linked t her with the y, 80 each
will be y for that
holdlng sompany

: e

as b S

Commented [AA7]:

on this client, the policy will be issued otherwise t ="~ "oriee

policy will be not be issued and it will be reject;

according the company risk categorization.

Receivables

Customer
Creation

E5KA: Usuﬁ[y "Credit Limit" is defined on the customar
Ievel by raceivables section under certain criteria that

After issuing the policy the prospect client became
recor
automatically by the system according to the init

new customer in the receivables

sales channel.

the daclde (which is outslde the system) and
upon dafining this limit, ths ly;hm pmmt posting any
policy in cass the ]

In addition to the policy is about to be pwtvd oxcoads
lhe credit limit prodefined for him

Notification

* The receivables team will receive a notification th. ..'
a new customer has been defined in their recor
(number) will

and a new customer No.
automatically generated by the system.

* The receivables team can determine the "Cre
Limit" and "Credit Period" of this client for fut.

transactions.

* Flagging customers as “Black list' or “On hold” ¢
be determined by the receivables team and v
affect all systems that are integrated with t

d [AABR7]: wal
cnmmenud [GNS9]: Bro Mourad Ccmmanl

We need their definition

ESKA: Flagging customers as “On Hold" or "Black List”
will be the responsiblility of ICIEC decision as it will not
be an automatic action by the system, so ICIEC neads to
define the critiera for flagging this customer, also this
action can be managed by the system by certain
authorities to whom is allowed to do this action, in
addition that the system allows the user to meantion the
reason behind this flag.

Commanted [AA10RS]: Notad

Mohamad A El-Sayed

foluefp!
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| receivables module. ]

Mohamad A.El-Sayed

folassfp!
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1.2
1.21

Policy Issuance & Collection Process

Policy Issuance & Collection Overview

¢ Purpose:
The cycle of issuing policy starts from the underwriting department by a
predefined set of approval and limits according to the approval matrix till the policy

takes place and affects the General Ledger & Account Receivables systems.
Callection process will follow to reduce the customer outstanding balance.

o Documents:
= Policy Schedule.
=  Premium Debit Note(s).
= Receipt Voucher(s).

¢ Involved Stakeholders:

Underwriting depariment
= Customer.
= Receivables department.

Mohamad A.El-Sayed

flustp!

ESKA Business Manager 9-40
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1.2.2  Policy Issuance & Collection Flow Chart

Policy Issuance Posting & Collection

Underwriting

¥ Lustomer !
Premiums g ofA B balance . |
updated

Receivables

Mohamad A.El-Sayed

oty
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1.2.3 Policy Issuance & Coliection Flow Description

s'::p Stakeholder Step Description

Policy The underwriting department will be responsible

1 IsEGoncs to issue the policy, according to the related line
of business with the related covers and premium,

On the policy level the underwriting departme Commented [GNS11]: 810 Mourad Comment

will determine the payment cycle of the premi ;

2 Payment Cycle | for the client (Annﬁgl, Semic?cAnnual, Guptjey " 2OSInNh WD

etc.), according to these installments due dates|

will be determined and premium per installmeni ¢ [AAR2]: Vs et

* Once all approvals are processed and as a fir """ Cvels o P

stage all technical information that Is related ..

finance will be transferred to the financial syste| - :

* According to the number of installmer [yt ' ven B ol ransecione

determined earlier, all of them will be post ?Q“&JM?{‘&?J.‘;&'S%’?&W*

within the same Journal Date (Financial Da; uthority matrix certain approval of rejoction can tako

but different Due Dates will be generated. .2/ ’

* Customer Statement of Account, Outstandi, Commented [AA13R12]: Noted

Statement and Aging will be directly affected at

this stage.

* Al generated vouchers from technical

departments will be flagged as posted and no

further actions need to be taken by the finance

. department,

Undeewriting * All instaliments will be posted to receivable

3 Posting for module as Debit Notes; accounting entries will be

Finance directly generated according to each line of

business account mapping setup, so no entrles

should be created manually by the finan mnuu [GNS14]: Control to avoid duplication of

department.

. ﬁy incorrect information mentioned on t Lo Notlust for dupiicated e D

policy level that has financial impact can be fix reconcitiation 5o no manual Intersction will be on the

directly from the underwriting department by 1" from the finance side

posting pre-posted debit notes (by deleting tho Commented [AA15R14]: Noted

debit notes) and post new debit notes with the

corrected information (just in case the financial

period is open).

* For closed periods, any change in the original

policy should be done by issuing endorsements

to comect the needed information and post this

:::!oc;rsement to the financial system to ta' Commented [GNS16): Bro Moursd Comment

Providing After posting the policy to finance, -t Isthereceiabls department going to be i charge of the

4 Policy underwriter can print the policy sched mmfm&ngMMmkhumwmwmﬂ
Schedule & (Contract) to the client along with the premit and underwiting.

Debit Notes | debit notes (invoices). s et Atomat Moy b g

* The collection process will occur according cys , while the recelvabl u-p-mma"r:m unit

the customer invoices that he needs to pe where they record thess collection on the system to

5 Receivables Collection whether for one specific policy or multiy “7ectthe custo e o o Do o

policies. .

* Collection can be done by different payme Commented [AAL7R16]; Noted

ESKA' Business Managar 11-40
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methods (Cash, Cheque, Credit Cards and Ba Formatted: Highiight

Transfers). Commsated [qm%]; Vi FIN mek the allocation - how

* Each payment method has further informati Willthe information location oL INNICS

to be entered into the system for later tracking. s o serer o mos Advce generation s
* Allocating the paid amount from the clienttot plece as per Remittance Advice submitted by client,
related invoices should take place at this stage, Z5a: s requested by o e o i

* Collection can occur in local or forei iing statement and I

] gly thay can send a
currencies. advica to which exact invoices the

Financial
Affect

* According to the booked receipt, the system  coud e ey ) transfar that
generate the financial entry according to t o — 193 ;
payment method whether bank accounts ..smgo':,":ﬁ,“f’,,? pher iy ol
cashier. remittance as per 01.12.2019 comment — Remittance Advic
* Customer balance will be directly affected aff 9eneraion Ty an roerance ¥ ogged and bare
collecting that amount. i " payment reference riggers

Printing
Receipt

After OO"BCEOI"I. receivables accountant I ESKA: Actually this s not a slight change as our scope

5 & 4 that the remittance advice will be sent as a notification

cashier should provide the customer with | emall to the finance team acecording to the client

iail i accordi selection and from finance they need to do the actual

:gl?:égéd f::oiﬂ;t ‘;%ch:;mem r:'bentghodm GD‘ aliocation according to that advice, in addition to that,
'

2 the Bani Statament currently will not be activated at this
version should be kept with the ﬁnan_ phasa and in all cases that Bank Reconciliation will not

department for archiving purposes. handls such functions and reference to our phone call,

Customer
Statement

- - 1 further chang @ 3 5 I ol il i
* Directly after collection process, the custom more functionaliies ?3"5.«,%’2‘“;5'5‘.2 ..:'u“r?::eaﬁt;:;ﬂng
Statement will be reduced by the collected figdiaaEspea s 3 Ay 2 o
along with the outstanding balance. &qnmu [AA20]: Collection should be in tr:m u.;;amy
* Upon customer request the updated stateme of invoicing and payments in any ather currency wi
can be shared with him whether Soft Or ha iorx excraner repiemeny 2 Plicyholder responsile
copies. ESKA: Ideally the collection should occur with the same

Customer

Aging

Along with the collection on the statement rrency, at the same time the system aliows
account, aging analysis will be reduced from tr—- derent cunencies

due balance according to the allocation appliv. So™™ented [AA21R20]: N . :
(collection has allocated invoices in the 90 da Commented [GNS22]: Creating oniine porial wherein the

periad, 80 this aging slot balance will be rEAUC. pramear-ataerees et oLy
by the collected figure). invoice awaiting for the transfer to hit ICIEC bark

account The temporary invoice will automatically cmoc'[ 2 1D
Commented [AA23]: As above — telephone discussion.
ESKA: According to the phone discussion same
comiment of the remitance adivee point mentioned above

Commented [AA24]: Wil this be an automated notification
to customer, account manager, broker, sl
ESKA: After booking tha recelpt from the receivables
department there s an option In the system to m{j_"g']'j
Commented [AA25]: This is required to be automated and
not oplicnal.
ESKA: Referencs to our phone call, the system will send
the receipt voucher of the client of the receipt
automatically after balng posted,

C d [AA26]: Monthly automated SOA to all

customers with balances due to be sent by email to PH, AM,
broker, elc by 5* of the month.

As Discussed with Glee - G 3D

| Commented [AA27]: Please corfirm the monthly
aumnmdsmwlhemﬁquudwbembym il
(upmfrbmanyad-mc_) .;'14_3:]

| Commented [AA28]: Agreing Report must show total
outstanding in all OVERDUE buckets and also have a
column for AMOUNTS NOT YET DUE (for split payment
Inwaices), How will split payment invoicing be handled in
system - four invoices or ONE? (B

 Commented [AA29R28]: Noted

Mohamad A.Fl-Sayed

ot
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1.3
1.3.1

Allocation of Due Invoices Process

Allocation of Due Invoices Overview

e Purpose:

For any receivable or payable entity, multiple invoices may be issued for this
entity, some of these invoices may be debit or credit invoices.

In order to settle the net amount of those due invoices, allocations should be done
between those due transactions and the net balance will be either collected or
paid. s _
Currency re-evaluation may be part of the allocation process, since the settlement
between different exchange rates.

*» Documents:

Debit Note(s).
Credit Note(s).
Receipt Voucher.
Payment Voucher.

¢ Involved Stakeholders:

Receivables team
Payables team
Customers.
Suppliers

__Financial System — Processes Document

Commented [AA3D]: 1 Legal agreements must allow for
SEI'-OFFbofumH‘\iswbomplhd =GLC to guide.
ESKA: Set Off can occur betwsen any debit and credit
balance and under certain app ICIEC can
who can approve such action
2. Finance preference is to setoff as Eska maintains full
audit trail
ESKA: Any transaction will logged and traced through the
Audit Trail aystem to monitor who and when any actlon
has been processed In the system

Commented [AA31R30]: 1.Noted
2.Noted

ESKA' Business Manager 13-40
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1.3.2  Allocation of Due Invoices Flow Chart

Allocation & Netting

Receivables Receivables / Payables Payables

v
Determine
Due Invioices

y

Doing
Allgcation |

Mohamad A.El-Sayed

folustp!

ESKA" Business Manager 14-40
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Financial System — Processes Document

Allocation of Due Invoices Flow Description

Step No

Stakeholder

Step

Description

Receivables /
Payables

Determine Due
Invoices

Determining the due invoices that are eligible to be
settled, once all these invoices are agreed to be
settied further approvals and allocations will follow,

Doing Allocation

* All mentioned invoices to be settied will be
removed from the outstanding statements and will
not presented as due any more.

* All these dues can be settled regardless they are
issued within the same currency or different
currencies (local or foreign), at the same time

Detect Currency

currency re-evaluation process could be fired. W m[ragz]: FX rales used for settlement — wil it
For the selected invoices to be settled, in case th Sama for tha rates used to pracess the payment (in

E llocation is d due to which
belong to the local currency, so no furth o2 v LRSI

' remittance related to).
validations will be checked, but or foreign currenci ESKA: whenever thare is a differance betwoen

Detect Ex-rates

further validations will be triggered automatically.  {fy'sacton fseusnce rate and sy el ok o
As a further validation from the previous stac FX change E
check will be executed whether those invoices w

t Commented [AA33R32): Noled.
foreign currencies are within the same exchange
rate or not.

So if it's from the same exchange rate, no further
actions will be taken otherwise the currency re-
evaluation process will be applied.

Currency
Revaluation

Once the needed invoices are determined to apply
the revaluation process, the difference between
exchange rates will be recorded as Journal entry in
the local currency (this entry will be directly posted
to GL and no manual interference will occur), this
difference may be gain or loss and in this scenario
this difference will be a realized gain or loss and will
be shown in the Income Statement.

Settle Net Amount

The net between those due invoices will be setil Formatted: Font color: Light Blue

in order o be setile out the remaining portion fre Commented [GNS34]: 1 To have the ability to apply this
that receivable or payable entity options whenever the management decides lo use it

Determining Type
of net balance

The remaining net balance will be either a balan goiv;: APPiov®! cen iggered for any cartan acdon to
o be collected from that customer or a net balan Aui Trai system wi keap recarding bt et
dona

to be paid to that entity. whom and when is

Receivables

Collect Net
Amount

For the case of having the net remaining balance ~- - —
">0", means that there is still a debit balance on tr,_Commented [AA35R34]: Noted
customer that should be collected from him, so the
process of generating receipts will be executed here
with all its approvals and stages.

Payables

Pay Net Amount

The opposite case of the previous one, that this
particular supplier has net remaining balance “<0",
so this balance should be paid to that supplier and
the payment cycle will take its affect with all related
stages.

Mohamad A.El-Sayed

i

ESKA Business Manager 1540
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2 ACCOUNT PAYABLES PROCESSES

21 Policy Issuance & Paying Commissions Process

211 Policy Issuance & Paying Commissions Overview

e Purpose:

The cycle of issuing policy starts from the underwriting department by a
predefined set of approval and limits according to the approval matrix till the policy
takes place and affects the General Ledger & Account Receivables systems.
Collection process will follow to reduce the customer outstanding balance and
according to the percentage of collection the commission eligible amount will be

released on prorate basis.

The commission can be paid for all agents and brokers on a ex. monthly basis camu:ummwm m::a l':;va ::x:ﬂ:ty ‘cl; define
according to the internal policy of the organization, these payments can be issued ayment basis — monthly, q end of policy, sic

by cheques or direct bank transfer to the broker bank account. N oy iodd

commissions as thers is nothing In the system that will
validate this, monthly basis that Is mentioned hare just
an example of the market trend
* Documents:

Commented [AA37R36]: Noled
= Commission Credit Note(s).
= Payment Voucher(s).

e Involved Stakeholders:

Underwriting department
Customers.

Receivables depariment
Brokers / Agents
Payable department

ESKA® Business Manager 16-40

Mohamad A.El-Sayed
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21.2  Policy Issuance & Paying Commissions Flow Chart

Policy Issuance Posting & Settling Commissions

[}
LS
=
ra
-
&
@
g=]
L=
o

Releasing Commission
according to the
premium collection

N [ssue e Approval |
Payment

v
' |
File / SWIFT |

L
. |
|
.
Upload To Bank
.

+
Deliver Cheque

Coliecting Premiums
fram Customer

feo

ESKA" Business Manager 1740
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213

Policy Issuance & Paying Commission’s Flow Description

Step No

Stakeholder

Step

Description

1

Underwriting

Policy lssuance

The underwriting department will be responsible to
issue the policy, according to the related line of
business with the related covers and premium.

Payment Cycle

On the policy level the underwriting department will
determine the payment cycle of the premium for the
client (Annual, Semi - Annual, Quarterly, etc),
according to these installments due dates will be
determined and premium per instaliment.

Also, on the policy level the underwriter will determine
the source of the business, whether through an Agent
or Broker and determine the name of that source in
addition to the commission percentage according to a
predefined setup and agreements.

* Once all approvals are processed and as a final
stage ali technical information that is related to finance
will be transferred to the financial system,

* According to the number of instaliments determined
earlier and agreed with the customer; same behavior
will be applied for the Agent / Broker commission, as it
will be scheduled according to the premium schedule,
all of them will be posted within the same Journal Date
(Financial Date) but different Due Dates will +~
generated.

Commented [AA38]: 1.Detailed AGENT SOA should
reflect commission amount — portion due and portion

* Agent Statement of Account, Outstanding Stateme
and Aging will be directly affected at this stage.

* All generated vouchers from technical departmer
will be flagged as posted and no further actions ne!
to be taken by the finance department.

* All installments will be posted to the payable mod\
as Credit Notes; accounting entries will be direc
generated according to each line of business accoy
mapping setup, so no entries should be creat|
manually by the finance department. |
* Any incorrect information mentioned on the poli:
level that has financial impact can be fixed direc

3 Posting for
Finance

posted credit notes (by deleting those credit notes) a
post new credit notes with the corrected informati
(Just in case the financial period Is open).

* For closed periods, any change in the original poli
should be done by issuing endorsements to correct t
needed information and post this endorsement to t
financial system to take place.

from the underwriting department by un-posting pF

mdmwmummmmlmm

to chase for collection.

ESKA: SOA will show all transactions posted for that

mnmclmﬁmmmllanaddﬂonnmﬂm

wllhmahlehmnmmmmdlgihlowbpddm

not according to the premium colloction and there are
lidations in the sy tof paying

P

2. Broker/agent SOA should be automatically sent monthly

by 6% of following month.
ESKA: A SOA will be
to

g to
the fi basis as

ICIEC setup It

SOAonag

Commented [AA39R3B]: 1.Naled
2 Noted

‘Commented [AA40]: Need to review and discuss SETUP

1o ensure that detsiled P&L and performance can be tracked
by office, division, product, staff, broker, elc.
ESKA: P&L can be traced by each branch (office) and
preduct since all these Information are getting extracted
fram the TB, while P&L por Agent and such Information
will not have accurate P&L for ali COA details, It can b
d from the Og y Just for techni
accounts not as an official P&L that contains all
inistratitive

Providing
4 Commission
Credit Notes

print the Agent / Broker commission credit not
(invoices), according to the schedule and no
payments.

After posting the policy to finance, the underwriter ¢

Commented [AA41R40]: Noted

c d [AA42]: Automated email intimations to

* The collection process will occur according to t

5 Receivables | Collection

customer invoices that he needs to pay, whether =

ESHA: Automatic SOA for any party will ba distributed
ding to the confi 1o SOAona
periodic basis as ICIEC satup it

i [AA43R42]; Noted

ESKA" Business Manager 18-40
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one specific policy or multiple policies.

* Collection can be done by different payment methods
(Cash.-Gheque-Credit Cards-and Bank Transfers).

* Each payment method has further information to be
entered into the system for later tracking.

* Allocating the paid amount from the client to the
related invoices should take place at this stage.

* Collection can occur in local or foreign currencies.

Commission
Releasing

* According to the collection of premiums,
commissions will be affected directly by removing the
block of paying this commission.

* According to the percentage of collecting premium,
the related commission will be released on a prorate
base.

10

1

Payables

12

13

14

Paying
Commission

* Depending on the company internal process, Agents
and Brokers commissions will be paid by the
beginning of each month or by the mid of the month.

* The Payable department will mention which Credit
Notes are eligible to be paid for each Agent or Broker.

Issue Payment
Vouchers

Payments will be issued to settle out all due
commissions for each Agents and Brokers.

The payment method will be determined at this stage
to specify whether the payment will be issued as
Cheque or Bank Transfer.

Payment
Approval

As any voucher will occur in the system certain
approvals will be triggered automatically for the related
parties in order to apply the maker & checker concept,
upon taking approval of these payments the cycle will
take place otherwise the payment is no longer valid
and no further actions will be taken

Processing
Payment

Upon approving payments, payments wil be
processed according to the payment method, whether
its Cheque or Bank Transfer, each payment method
will go through the related path and cycle.

Bank Transfer
Cycle

In case the payment method was mentioned as Bank
Transfer another sub process will go through.

Payment was generated according to the predefined
Agent / Broker bank account details such as Bank and
IBAN.

Generate Bank
Files SWIFT

* All payments that are paid as transfer will be grouped
by either one bank transfer file.

* The other way is to directly generate the SWIFT
message for each payment that will be directly issued
from the organization bank account.

File Approval

As another level of approval, all mentioned payments
to be paid in the bank file or SWIFT will be approved
over the system before taking place in the bank, this
step will be the final approval through the system.

Upload Bank
File / SWIFT

* After getting all approvals through the workflow of the
system, the file will be generated according to the
organization file template.

* The file will be uploaded through the online banking
directly to the bank.

* For SWIFT messages, the payment will be

Mohamad A.El-Sayed
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transferred to the bank, according to the SWIFT
message tem form that the bank can handle.

As a bank official approval, the authorized managers
from the organization will log in to the online banking to
approve those payments or if it was through SWIFT
another type of approvals will be approved by the
authorized people to sign.

in—cace—the—payment—methed —was—mentioned—as
Chegue-anothersub process-will-ge-through.
Chegue-information—-will- be—captured such-as-Due
Bate -Chegue-No-and-Amount

Ascording-to-the baakissuer of the cheque. the system
Will--print--the-—cheque—en-the—needed—bank- Gheguea
empiate

Alt-autherized-bank-signatery will-sign-the-cheque hard
copy-and-will be kept-inthe GHiatidalion-sale

15 File Approval
(from the Bank)
16 Ghagge-Gyale
17 Priting-Cheque
18 Sigring-Chegue
19 Delivar-Chegue

Qase_:ha—Agem-m;kaa:—acciws—te—the-eemﬁanyA-te
Faeewe—ma—aneque—mshequ&wﬂé—be—ﬂaggeé»ae
deliverad—in—the—system-—along-withthe name-of-the

chegue iecaivel

Mohamad A.El-Sayed
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2.2 Claim Registration & Paying Claims Process
2.21 Claim Registration & Paying Claims Overview

¢ Purpose:

The cycle of registering claims starts from the claims department by collecting all
needed documents as evidence to this claim, ail needed approvals will take place
to recognize the claim.

From the time of recognizing the claim, reserve will be recorded and all claimants

that were part of this claim will be registered as well.

Payments of the claims will be released from the claims department whether "‘
partially or fully, all these payments will be moved to the payable module as

invoices (Credit Notes).
At the end, from the payable team side, these credit notes will be paid regardless
the payment method, whether transfer or via cheques.

¢ Documents:
= Claim details.
= Claims Credit Notes.
= Payment Voucher(s).

o Involved Stakeholders:

= Claimants
»  Claims department
= Payable depariment

MM[M] What about the NPL process?

ESKA: NPL p has baen tioned in the Credit
Insurance documents as there are no financial effect
from NPL's

Commented [AA45]: Finance reviews NPLs on quarterly
basis and assesses need for any further claim reserve Can
this be accommodated that Finance prepare a standard
framework where UW fills in probabxlity of claim, estimated
clzim amount and estimatad recovery % and system
generates an NPL reserve accrual.

ESKA: The Gredit Insurance syslam alreatdy posts
reserve entries m.lnmatlna!ly npnnhnghg NPL and
Upon p the reserval
vauchers and pnaxlhe claim entries and during the
phone call we clarified ihe process

Commented [GNS46]: Parameters in delermining the
reserve ratio must be set

ESKA: These detals are mentionad in the Credit
insurance documents

mnmhdmu]lm neads 1o be discussed.
ESKA: Reference o the phone call, the cycle of NBI,
reserve and clalm pay \ts was clarified.

From the time of NF anuh’ f to eslimate
iosses {reserves)and postt '+
possibie taking into consideration that reserve reversal
will take place once payment is approved and issued +
ccording to the provided templated by Risk

L ment Department, IBNR calculation veport is
consolidated withoul any differentiation to currency

" ESKA'" Business Manager 21-40
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2.22 Claim Registration & Paying Claims Flow Chart

Claim Registration & Claims Payment

Registering
Claimants

i

Payables

Paying Claims -

ESKA® Business Manager 2240
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223 Claim Registration & Paying Claims Flow Description

Step No

Stakeholder

Step

Description

Claims

Claim
Registration

Once the claim depariment receives the claim
notification, either from the claimant himself or if there
are any online portals for registering the claim.

Collecting
Documents

All documents that are related to the claim or loss
adjustor reports will be supporting documents for this
claim in order to be covered by the insurance
company, all these documents will be archived in the
system along with the original hard copies.

Claimant
Registration

All claimants that are part of this claim wil be
registered on the claim with all their information and
bank details (for bank transfers).

Register
Reserve

The estimated figures that will be paid against that
reported claim should be recorded in the system in
order to be posted to GL later on to affect the reserve
figures.

Release
Payments

According to the activities that are being taken for each
claimant of the claim, payments will be released for
each payable entity and all needed approvals will take
place before proceeding with issuing payment.
Payments can be released fully or partially and reserve
values will be affected directly.

Post to Finance

* All claims transactions that have financial impact will
be posted to the financial system.

* Released payments will be posted to the payables
system as Credit Notes for each claimant.

* Reserve figures will be posted to GL as a Journal
Voucher.

* For any recovery case, all related figures will be
posted as Debit Notes. commn‘:: mL What is the Reowwgr{ ?it note
All these vouchers will be posted automatically by t Process— completed as part of claim
system and no manual entries will be done since mm?g,;ﬁ&“m PO Clanna
figures are being moved on the spot. ESKA: All recoveries ars part of the Claims processing

Issue Credit
Notes

Credit Notes that have been posted to finance affect :&":lm r:-uwc:m n:dll be posted automatically fro
the statement of account for the payable enpr—— o o == <
(Customer or suppliers). Commented [AA49]: This needs to be discussed as ICIEC

Payables

Paying Claims

raisod debit notes and also 100% reserve automatically
Once the claim Credit Note has been posted to finan Reserve released anly upon actual collsction.

and its due date is due, the payable team will take t
approval to pay this claim.

Generate
Payments

All approved payments to settle out those due clair i
will be affected and the whole payment process will Lo
triggered at this stage with all needed approvals and
the cycle of each payment method will be moved

automatically

~ ESKA' Business Manager 2340
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2.3 Fixed Assets Acquisition Process
2,31  Fixed Assets Acquisition Overview

» Purpose:

Acquire any fixed asset is a process that can be started from any employee in the
organization according to the job needs, the cycle will go through all approvals

and related departments till it's booked in all relative records to book, invoice, pay
and depreciate.

¢ Documents:

Purchase Request.
Purchase Orders.

Commission Credit Note(s).
Payment Voucher(s).

¢ Involved Stakeholders:

Any Employee in the organization.

Direct managers for employees (requestor).
Procurement department.

Payable team.

General Ledger team.

ESKA® Business Manager 24-40
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2.3.2  Fixed Assets Acquisition Flow Chart

Purchase
Request (PR)

Employee

: Offers Booking
ct Of :
i Collect Offers M Comparison Purchase

Procurement

Payables

2 Define = - 3 Issue Supplier
i ok Payment

o o

edger

General
'
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2.3.3

Fixed Assets Acquisition Flow Description

Step No

Stakeholder

Step

Description

Any Employee

Purchase
Request (PR)

Any employee in the organization (that is allowed to
request Fixed Assets) will request the company to buy
a new fixed asset that is the needed to complete part
of the work. This fixed asset can be tangible or
intangible.

Direct Manager

Purchase
Request
Approval

The direct manager of the requester will receive a
notification about the new requested fixed asset. So if
the direct line manager will either be convinced by the
need to buy this asset or reject the request.

Available
Budget

Even after the direct manager approval on the PR, the
system will check the available budget for acquiring a
new fixed asset for this department or cost center.

In case there is no available budget, the PR will be
automatically rejected by the system unless there is an
exception to approve over budget acquisition.

Procurement

Purchase Order
(PO)

Procurement Department will receive a notification
about the needed request, they will check the available
stock of this item, in case it's already available in their
stock they will provide it directly to the requestor and
no PO will be booked, otherwise Procurement
Department will book a purchase order from different
vendors according to the needed specifications along

with the needed time to get this item.

Collect Offers

Procurement Department will receive offers from
different vendors containing the delivery time, offered
specifications, payment terms and any terms and
conditions.

Offers
Comparison

The procurement department will compare between
vendors offers to check which criteria match the
requestor needs along with the organization internal
acceptance criteria.

All factors that will be part of the approval criteria will
take place in this phase and it may need the requestor
involvement to evaluate whether this offer will match
his/her needs or not.

Purchase
Booking

According to the approval on one of the PO's, the
physical order of the PO will be booked and requested
from the vendor to proceed with the delivery of this
itemn.

10

1"

Payables

Define Supplier

Upon receiving the item and make sure that this item
matches the requested list, the payables department
will receive the supplier invoice and they will define this
vendor in their payables list to have the full details
about this supplier registered their payables system.

Define Asset

Regarding he received asset, payable team needs to
register this fixed asset in their system to identify the
asset category and depreciation life time.

Book Asset

The invoice of the supplier will be defined in the

Mohamad A.El-Sayed

foluefp!

ESKA" Business Manager 26-40



Financial System - Processes Document

12

Transaction

system with its item details, at this stage the asset will
be booked in the asset register along with the physical
location or employee custody.

The invoice will be booked in the system to record the
supplier credit amount and the asset cost figure along
with the payment terms.

Issue Payment

According to the mentioned due dates of the supplier
invoice and terms and conditions, payments will be
issued for the supplier to reduce his outstanding
balance and payables aging figures.

13

General Ledger

Post To GL

All occurred transactions will be translated to financial
vouchers to take place in the GL and financial
statements.




Financial System — Processes Document

3 GENERAL LEDGER PROCESSES

3.1 Journal Entry Process

3.1.1 Journal Entry Overview

¢ Purpose:

Journal Vouchers can be entered by any accountant in order to record any entry

that are not being automatically generated by the system, or for any adjustment
entries needs to be done from time to time.

¢ Documents:

* The accountant should attach to the voucher itself the supporting
document for the entry, this document should be uploaded to the system
as a scanned copy as a digital reference.

= The accountant should print the voucher from the system and file it for

archiving purposes along with the original supporting documents as a
hard copy reference.

¢ Involved Stakeholders:

= Any Accountant.
= Senior Accountant.
= Financial Controller

Mohamad AEL-Sayed
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3.1.2 Journal Entries Flow Chart

Manual Journal Entries

= Create Madify Voucher
Voucher (JV) ([if Needed)

Accountant

|
|
[;

Senior Accountant

b

Statements

Financial Controller

Mohamad A'El-sayed ~ ESKA' Business Manager 2940
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3.1.3

Journal Entries Flow Description

Step No

Stakeholder

Step

Description

Accountant

Create JV

Passmg manual journal vouchers for any needed
adjustment or for booking any un-automatic gensratad

entry.
Attaching to the entry the supporting documents as
scanned copy (Soft copy).

Modify JV

For any adjustment or updates within the sar
voucher, any accountant is able to do the need
modification regardless the type of this modification.

Any modification should occur within an open financ_
period, otherwise amendments are prohibited.

Print JV

After finalizing the entry, the pnnted entry should
generated and file it for archiving purposes along w
the supporting documents for this entry (Hard copy). |

| Onm

Commented [AASO]: Review process for CREATE &
REVIEW manual JVs before posting is very good - print copy
should also contain details of preparr and review electronic
signatures for archiving with relevant documents

ESKA: Any created voucher will hold the user who
mnmmn—mnummntmumm
the option of sel in the
srmnnﬁum-mdlt'unotpmdwmpeoi

mented [AAS1]: Nm-lsmumnﬂwoi
cREATEDmPOSTEDmmmmwmmM
manual JVs).

ESKA: Certain authority can be pi d for allowed and
unallowed users according to ICIEC authority matrix that

Senior Accountant

Review JV

Check the passed entry shall It affect the relat

be d in the system and clarified during the
phone call

accounts, period and amounts according to the
supporting documents.

In case there is any adjustment needed, the entry will
return back to the accountant to apply needed
amendments.

Accountant

Modify JV

For any needed further adjustments on the entry, the
accountant will amend it and will go with the same
cycle again from step 2.

Senior Accountant

Post

After checking the entry in step no. 4 and no
adjustment needed, the entry will be flagged as posted
s0 no one can modify it (unless there is certain
privilege).

Un-post

In case there are any changes is still needed for this
entry, un-post the entry is still an available solution to
make the amendments and the voucher will be
adjusted again by the accountant and will follow the
same cycle from step 2.

Financial Controller

Financial
Statements

Posting and reviewing all transactions will be the first
step to generate any financial statement such as Trial
Balance, Balance Sheet, Income Statement, etc...

haﬁlﬁd

A E1-Sayed
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3.2 Bank Reconciliation Process

3.21 Bank Reconciliation Overview

* Purpose:

Bank reconciliation is part of the monthly activities that any organization needs to
match between records transactions in their books along with the recorded
transactions in the organization bank account(s), this procedure should be done
continuously after posting all bank entries,

¢ Documents:
= Bank Statement from bank,
* Bank Statement from system.
= Bank Reconciliation report.

¢ Involved Stakeholders:

= Bank reconciliation officer.,
= Receivables / Collection team.
= Payables team.

Commented [AA52]: Wil this be done in SAP or Eska?
ESKA: A fing to our d Bank
Reconciiiation will be kept in SAP while the function will
still be there In ESKA If It will be used in future as it's
part of our standard financial system

Commented [AA53]: Agreed - but system selup and
configuration should be done in a way ko ensure ssamiess
transition to bank recon in Eska which s the future pian
ESKA: Reference to the phone call, we agreed that Bank
Reconciliation will be avaliable in the system and will not
be activated at this stage more details are mentioned in
the Fi Inl GAP D t ion 1.44

Mohamad A.El-Sayed

Gy

ESKA® Business Manager 31-40



Financial System — Processes Document

3.2.2 Bank Reconciliation Flow Chart

Bank Reconciliation

=
s
=
el
-
o

Issue
Payments

Issue Bank
Vouchers

*
Run Bank
Reconciliation
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Bank Reconciliation Flow Description

Step No

Stakeholder

Step

Description

Receivables

Collect
Receipts

collections

'Fhrough the daily collection process,
- sarde—chegues-a—aven-bank

could be c=si-
transfer.

Part of these collections will directly affect bank
balances and these transacltions will need to be
reconciled later on.

Bank Deposit

As another part of the collections needs to be post to
the bank accounts by the end of the day or the next
day-cust sh-amd-sredibaa

Post to GL

These transactions will be recorded in the books
along with the bank reference in order to have a
cross reference to the bank to help in the
reconciliation process.

Payables

Issue
Payments

From the payable side, payments will be issued to
different parties. These payments can be issued
either by transfers directly to bank accounts =+

chedues,

Post to GL

Issued payments to have its financial effect, these
transactions will be posted to GL along with the bank
reference.

General Ledger

Issue Bank
Vouchers

For any bank charges or direct bank fees that was
deducted from a bank account.

Manual journal entries should be passed to pass
these transactions in the books along with the bank
reference.

Post

As part of the review and audit such transactions will
be posted as well to be taken into consideration
during the reconciliation process.

Reconciliation
Officer

Receive Bank
Statement

In order to start with the bank reconciliation process,
the process will start by receiving the bank statement
from the bank or download it directly from the online
banking.

10

Reconciliation
Officer

Run Bank
Reconciliation

Running bank reconciliation will be done either by
uploading the soft bank statement to the system and
the system to match transactions, according to the
cross bank reference in addition to the opposite sign
of amounts.

Remaining transactions that were not matched
automatically by the system, the officer needs to
match them manually one by one (just in case these
transactions are really the same).

Unrecorded
Transactions

Regarding the transactions that are not matched from
the bank side, these transactions should be recorded
in the books, so these entries will be passed as
manual entries and they will follow the same process
of passing vouchers on the GL side.

But the matched transactions will be flagged in the
system as found and to be removed from the

Mohamad A.El-Sayed
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outstanding list.

As a last step in the bank reconciliation process, all
not found transactions either recorded in books, but
not presented yet in the bank or vice versa will be

Print b
1 sici shown in the reconciliation report.

Reconciliation | This raport will identify the difference between bank
account(s) books balance and the actual bank
balance.

ESKA® Business Manager 34-40
Mohamad A.El-Sayed
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3.3 End of Month Process
3.31 End of Month Overview

o Purpose:

End of menth is the last process that any finance department needs to go through
by defining their check list.

This process contains several areas; Recording end of the month vouchers,
reconciling figures from multiple sources that posts at the end in the financial
system and at the end by reporting the financial statements and distributed to
related audience.

+ Documents:

= |ncome Statement
= Balance Sheet.
= Cash Flow.

s |nvolved Stakeholders:

Underwriting Department.
Claims Department.
Reinsurance Department.
Finance Department.
Actuaries.

Internal Audit team.

ESKA" Business Manager 35-40
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3.3.2

End of Month Flow Chart

End of Month Processing

Run Pre-paid
Expen

Run Accruals

Run I1BNR

Run Payroll | Run UPR

Run
Depreciation

Recording

Run Currency

Investments
Revalution

Gain [ Loss

Generate _m
Joumnal Entries

oduction Investments

Reconciliation

Close Perlod R End
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End of Month Flow Description

Step No

Stakeholder

Step

Description

Payables

Run Accrued
Liabilities

* All accrued expenses that the company knows that
it will be paid the upcoming period, should be
recognized as accrued expenses and once the actual
invoice received by the organization the reversing
entry should be captured in order to record the actual
expense.

* Any type of accrued expenses that can be
scheduled for coming periods can be defined in the
system, and by the end of the month the system will
generate all related entries, other cases need to be
passed as manual enfries.

Run Payroll

* Employees salaries need to be registered by the
end of each month to recognize basic salaries in
addition to all types of allowances and deductions
including any regulatory liability that should be settied
within the allowed period.

* The payroll voucher will be automatically generated
from the system and posted from the payroll system
to the GL (Just in case the organization has
ESKADENIA payroll system, otherwise will be passed
as manual entry).

General Ledger

Run Fixed
Assets
Depreciation

* All fixed assets that are recorded in the organization
books needs to be depreciated according to each
asset related depreciation percentage

* Depreciation will be calculated on a monthly basis in
the system and posted automatically to the GL (Just
in case the organization has ESKADENIA Fixed
Assets system otherwise will be passed as manual
entry).

Run Currency
Revaluation

* Since the foreign currencies have a continuous
exchange rates change against the organization local
currency, by the end of each month, all available
figures in the balance sheet in foreign currencies
need to be re-evaluated according to the latest
market rate.

* All difference in accounts will be considered as
realized gain or loss except receivables and payable
accounts, as it ill be considered as unrealized {ill
actual collection or payment has occurred.

* This procedure will be executed by the system and
all related entries will be created automatically by the
sysiem.

Payables

Run Prepaid
expenses

* Any expense that has been paid to cover the
coming period will not be recorded as an expense
from the time of payment, but it will be recorded as
prepaid expense and by the end of each month the
portion of the covered period will be an actual
expense.

* monitoring and recording prepaid expenses will be

Mohamad A.El-Sayed
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created automatically by the system according to a
predefined schedule.

General Ledger,
Claims,
Underwriters &
Actuaries

Run IBNR

* Claims that not yet reported needs to be recorded
as a reserve, usually this figure is being calculated by
the Actuaries according to cerfain factors and
depending on historical data.

* In most cases this figure is being calculated from
the Actuary and recorded as a manual journal entry
by the finance department.

* In rare cases the organization relies on the system
formula builder to generate the IBNR reserve figure
and to be posted automatically by the system, since
there are regulators forces the companies to take
these figures from external actuaries.

Run UPR

* All unearned figures should be reporied separately
than the earned ones, this calculation will occur for
premiums, commissions, etc.

* Directly from the system the UPR can be calculated
according to the specified period of time and the
related journal entries will be posted directly to the GL
without any manual entry from the finance team,
since this calculation depends on the golicy interval.

Run
Bordereaux

* Reinsurance companies will receive their statement
about their portion of all registered premiums and
claims.

Financial System - Pracesses Document

* Bordereaux runs usually by the end of each mor Commented [GNS54]: Coface & Credendo

or quarter, according to the agreement with t-E1-F‘"'¥°‘m°"°"

bordereaux reports

i SKA: Boreraux report will be generated from the Credit
reinsurance company. _ Insurance system that will be shared with other parties
* All figures related to the Bordereaux is bei suchas Cofaca & Gredendo

calculated from the system and posted automatica... .
to the GL company by company and no need for a ?m
accountant manual entries.

Investment

Run
Investment
Gain/Loss

mim]:mﬂwmhmmm
electranic reconciliation of Eska imported
Bodreaux to eliminale manual reconciliation

bodreaux to

* All organization investments should be accrued
the end of each month by recording the unrealiz:
gainfloss till the actual selling of the investment h

process.

ESKA: Referenca to the phone call, we agreed that this
function will be added to the Credit Insurance system in
order to upload the Re-insurer Borderaux, more datalls

been executed.
* Revaluation of market share price should

will ba mentioned in the Credit Insurnace BRD
document.

maintained by the market closing price. The syste &

luded utilizing pre-defined

automatically post the GL voucher for ea

investment type by actual buying or selling or e [o,dernerete  final repo

which can be filled in order

rt which consists of reconciliation

whenever new market price has registered.

10

General Ledger

Generate
Journal
Entries

According to each stage from the above list, t [oher be aute

vouch prior pasting and directing the bordersaux fo financial,

system is generating the related _
automatically in order to reflect any insuran
information into figures in the financial system.

1"

General Ledger &
Underwriters

Production
Reconciliation

“ As a monthly practice all figures from the production
department should tally with the figures recorded in
the financial system.

* Any difference between both systems needs to be
traced and fixed directly, to avold having any
mismatch that will lead later on to generate
inaccurate figures and financial statements.

12

General Ledger &
Claims

Claims
Reconciliation

* All registered claims and posted should match as
well with the posted financial transactions same as

Mohamad A.El-Sayed
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production figures.
* Breakdown from claims will be generated per each
line of business to make control is more accurate.

13

General Ledger &
Reinsurance

Reinsurance
Reconciliation

Same as the above two cases, reconciliation should
occur for reinsurance figures to make sure that each
reinsurer share of all insurance activities and per line
of business is correct.

14

General Ledger

Bank
Reconciliation

* All transactions that affected bank accounts in the
books during the month needs to be reconciled with
the actual transactions in the bank statement.

* All differences should be handled in the system or
even communicated with the bank for any incorrect
recording.

* The whole process Is managed through the system.

15

General Ledger

Investment
Reconciliation

* The Investment portfolio are taken in details in the
investment system, while the financial effect will be in
totals so reconciliation will be for all related
investment accounts.

* Reports will be used to reconcile between
investment and GL figures.

16

General Ledger &
Receivables

Receivables
Reconciliation

* Receivables are considered as sub ledgers, so the
total of sub ledgers should match the GL figures, at
the same time the aging for receivable should tally for
each sub ledger.

* All receivable provision calculation should be taken
into consideration and pass the related entry as a
manual voucher.

17

General Ledger &
Payables

Payables
Reconciliation

* Payables are considered as sub ledgers, so the
total of sub ledgers should match the GL figures, at
the same time the aging of payables should tally for
each sub ledger.

18

General Ledger

Fixed Assets
Reconciliation

* Fixed Assets are taken in details in the fixed asset
system, while the financial effect will be in totals so
reconciliation will be for all related fixed asset
accounts.

* Reports will be used to reconcile between fixed
assets and GL figures.

19

General Ledger

Income
Statement

* By the end of any financial period, profit and loss
results for the previous period should be reported to
all stakeholders.

* The Income Statement will be configured in the
system and will be mapped to the chart of account in
order to run it at any time.

20

General Ledger

Balance
Sheet

* The Balance sheet will show all the organization
assets and liabilities along with the period profit or
loss figures.

* The Balance Sheet will be configured in the system
and will be mapped to the chart of account in order
to run it at any time.

21

General Ledger

Cash Flow

* In order to know the cash position of the
organization, all cash in and out transactions along
with the expected collection and payments for the
upcoming period needs to be managed in order to
utilize the available cash.

Mohamad A El-Sayed
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* The Cash Flow report will be created in the system,
depending on the needed format and figures to be
shown for each organization and once configured it
can be generated at any time.

After completing all above processes and generated

1 financial statements, the previous financial period
General Ledger | Close Period should be closed in order to avoid crealing, updating
or deleting any entry in that reported period.
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Creating online portal wherein the PH can log in and specify the breakdown of payments, premium
references and the system will generate temporary invoice awaiting for the transfer to hit ICIEC bank
account. The temporary invoice will automatically cancelled once the payment didn’t receive with the
specified number of days.

ESKA: Invoices will be created directly along with issuing the policy even for future
instalments (according to the agreed ayment cycle with the PH), accordingly the customer can
log in to the Customer Portal and view his outstanding statement and mention which invoices
he’s wellign to pay and a payment advice will be sent automatically by the system to the
receivables department to notify them with the invoices that will be paid, so once the payment
transfer to the bank occurs the receivables department can allocate the transferred amount to
the invoices mentioned in the payment advice

_Page 12: [1] Commented [GNS22] Glee Nell Sunico 12/01/2019 11:38:00 PM_ |

Page 12: [2] Commented [AA24] Ahmed Arbee 12/01/2019 11:39:00 PM |
Wiill this be an automated notification to customer, account manager, broker, etc.

ESKA: After booking the receipt from the receivables department there is an option in the
system to send the receipt voucher as an email to the customer directly upon the user action.

Page 12: [3] Commented [AA26] Ahmed Arbee 12/01/2019 11:42:00 PM |
Monthly automated SOA to all customers with balances due to be sent by email to PH, AM, broker, etc by
5 of the month.

As Discussed with Glee
1. SOA will be sent right away every time payments received.
2. Notification will be sent to PH of unpaid premiums 1 week before due date.
3. For the claims, if they have not paid within certain days,
ESKA: Notification emails can be sent to the client automatically by the system as a periodic
regular basis according to certain configuration that will be mentioned by ICIEC

Page 12: [4] Commented [AA27] Ahmed Arbee 12/14/2019 3:37:00 PM |
Please confirm the monthly automated SOA will be configured to be sent by email (separate from any
ad-hoc)

ESKA: Confirmed upon configuration in addition to on demand option that is available at
anytime for the end user

Page 12: [5] Commented [AA28] Ahmed Arbee 12/01/2019 11:44:00 PM |

Agreing Report must show total outstanding in all OVERDUE buckets and also have a column for
AMOUNTS NOT YET DUE (for split payment invoices). How will split payment invoicing be handled in
system — four invoices or ONE?

ESKA: According to the payment cycle mentioned on the policy level the system will generate
separate debit note according to it’s due date accordingly the system will show in the ageing
report all due invoices according to its slot and all not due invoices will be showin in one
single section
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