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1 Purpose of this document
This document explains in detail how the spreadsheet templates for File Transfer operate. This Guide is
not a stand-alone substitute for the individual types of submission publications. It should be read in

conjunction with the following documents, which set out the File Transfer functions:

Motor Insurance Database Policyholder Guide: Attended File Transfer
Motor Insurance Database Policyholder Guide: Unattended File Transfer

For general information on the MID programme, policyholders should refer to the Motor Insurance
Database Policyholder Guide: Background.

All Guides may be found on the MIIC website at www.miic.org.uk/fleet/policyholder_guides.htm

2 What is the template for?

Vehicle records may be sent to the MID in one of two formats, both of which must be in the form of comma
separated variable (CSV) files. The use of these two file formats — known as “Standard” and “Compare &
Amend” — is explained in the Motor Insurance Database Policyholder Guide: Attended File Transfer.

In order to assist users in constructing these files, two sets of templates — for use with Lotus 123 and Excel
— have been devised. If used correctly, these templates will enable the policyholder to construct a correctly
formatted and validated file (with one or two caveats explained below). Templates are available for both
the Standard and Compare & Amend files.

This Guide deals with the two Lotus templates. A similar guide explains the Microsoft Excel versions. The
templates can be used if you have the 1997 version of Lotus Smartsuite, or newer.

The templates themselves are available on the MIIC website.

3 What does the template show?

Detailed explanations of the individual templates are given below. Essentially the template allows the user
to perform the following actions:

Identify and complete all the mandatory fields (shown as red column headings, and coloured as
blue cells)

Validate certain fields on the template

Identify and correct validation errors

Save the template as a CSV file, the type required for submission to the MID
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4 What the template does not do

The template checks the format of the data entered, but it cannot check in every case whether a particular
entry contains the correct data, e.g. whether you have used the right policy number or Insurer ID.
Therefore it is still possible for errors to be generated when the file is processed, and you should always
check the results file received by e-mail.

5 Standard File Transfer template

Because of the volume of data that can be submitted, the template is too broad to be illustrated on a single
page. The following screenshots combine to show all the available functions and the data fields on the
template.

8 Lotus SmartSuite 97 - 1-2-3 - [C:\Documents and Settings\All Users\Desktop\dy Briefcase\Neil\CSV Files\CS¥Vehicle.123]
@ File Edit Yiew Create Range Sheet ‘Window Help — | &
B:B5 EJ 'Record Type

@
sl ean o4 5 afuC = 4

CSY Template Fi | e

Arial “12% &g B T Ul Mostyle  * General i | =° Calc Ready

,.l, start G rvemEEwmsEOg > % Inhox - Microsoft OLE,.. rl‘TElPn:nlu:':.-‘l'n:nlu:lerJ;lun:IE,L‘H ac 142
The template must be opened with the Macros Enabled else the file will not be validated when you click on
the save button
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The fields should be completed as follows: All single character fields are to be completed with capitals as
the spreadsheet is case sensitive

5.1 Record type

This field is mandatory. If you do not complete it, the validation will prevent you saving the file.
This field should always be populated with a “V” for vehicle record.

If you do not complete this field, or any of the other mandatory fields, or key any invalid entries in other
validated fields, upon trying to save the file, you will receive the error message:

“there is a problem with some of the data that has been entered”
See section 7 on error messages for the correctional procedure.

5.2 Update type
There are three options for this field:
1. When arecord is being set for the first time, the type will be New, and you should key “N”.
2. When the details of a record have changed (eg. you have extended the Off-date) the record type is
“Amend” — key “A”. (See the Guide on Attended File Transfer for more details on changing vehicle

details.)

3. If the vehicle record was added in error and should be removed from the MID completely you should
Delete the record, by keying “D”.

If a vehicle comes off cover on the date you expected, you do not need to remove it — the record will expire
on the Off-date.

If you type another letter into this field, you will receive the error message highlighted in section 7 of this
guide.

5.3 Insurer ID
This field is mandatory. If you do not complete it, the validation will prevent you saving the file.
The insurer ID will be provided to you by your insurer. It will always be a three digit number. If the number

is less than 100, you should populate the unused characters with a zero, e.g. 004.

If you have used the wrong number, the record will be rejected when it reaches the MID, not within the
template .
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5.4 Insurer/DA Branch ID

If your policy is administered by a particular branch, the insurer may ask you to complete one of the
optional fields with a numerical code or name which they will provide.

5.5 Quoteback

This field is optional and can be used for free text. You should note however that only the first 35
characters will be retained by the MID. If you complete it the entry will be used in any error files returned to
you. You can use this to help identify the source of data, for example, e.g. including “DATA FROM
BRADFORD OFFICE”.

This field is not validated.

5.6 Delegated Authority

The Delegated Authority ID will be provided to you by your insurer. It will always be a three digit number. If
the number is less than 100, you must populate the unused characters with a zero, e.g. 004. If you do not

key three digits into the field, the validation in the template will prevent the record being saved.

If you have used the wrong number, the record will be rejected when it reaches the MID, not within the
template — the template is not “pre-programmed” to contain all the possible valid combinations.

5.7 DA Branch ID

If your policy is administered by a particular DA branch, the insurer may ask you to complete one of the
optional fields with a numerical code which they will provide. This field is not validated by the template, but
if you complete it incorrectly, the record will be rejected by the MID.
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5.8 Policy number

This field is mandatory. If you do not complete it, the validation will prevent you saving the file.

The policy number must be entered exactly as the insurer has notified it to you. This is not validated within
the template, but if it does not match the number on the policy on the MID the record will be rejected.

The policy number must be completed in every line (i.e. for every record), even if they are all identical.

5.9 Foreign registration indicator

This field is mandatory. If you do not complete it, the validation will prevent you saving the file.
Policyholders should NOT submit details of foreign vehicles. These should be notified in their country of
registration. The entry for this field will always be “U”. If a policyholder sets the field to “F”, this will be
rejected when the record reaches the MID.

If you type another letter into this field, you will receive the error message highlighted in section 7 of this
guide when you try to save the file.

5.10Vehicle registration mark (VRM)

This field is mandatory. If you do not complete it, the validation will prevent you saving the file.
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There is no validation of the VRM within the template. However, if the number is incorrect, the MID will
send you an error message (see detailed explanation of error messages in the Guides).

5.11 Trade plate indicator

This field is mandatory. If you do not complete it, the validation will prevent you saving the file.
If the number in VRM relates to a trade plate you should populate the field with a T. If it is not a trade plate,
you should key U.

If you type another letter into this field you will receive the error message highlighted in section 7 of this
guide when you try to save the file.

5.12Vehicle type/make/model /vehicle derivative/vehicle engine size/number of
seats/ gross vehicle weight

These are all optional fields and are not validated. The Guide to File Transfer explains how these should
be completed. Please use the exact vehicle type description specified in the Guide wherever possible.
Data will be held on the MID exactly as entered.
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Alternatively, you may use a Vehicle Code, which will be translated into vehicle make and model (see the
Guide for details). If using this code the 8 character code should be keyed in the Vehicle Instep Code
column (Column T on the spreadsheet).

If you do not intend to complete these fields, you may reduce the width of the columns to make the
template more manageable. Please note that it is essential that you do not delete the columns, since all
fields must be present on the file, or it will be rejected.

5.13Vehicle On-date
This field is mandatory. If you do not complete it, the validation will prevent you saving the file.

The dates on the MID are held in a mainframe standard of YYYYMMDD (e.g. 15 December 2006 is
20061215).

You may key the date in either of two formats:

YYYYMMDD where you lead with the year, in full, and using the hyphen “~" ( not underscore or “/” slash
character) to separate the numbers.

For example the 26" of July 2006 can be input thus 2006-07-26 but not 2006/07/26 OR 2006_07_26
Alternatively, you may finish with the year, again in full i.e. in the format DDMMYYYY. Note however this
time acceptable use of the “/” and “-” characters are reversed.

For example 26/07/2006 is acceptable but 26-07-2006 or 26_07_2006 are not.
To avoid confusion Users whose normal version of Lotus uses the second of the above formats should

input dates as normal. The spreadsheet will automatically convert it to the mainframe standard
(YYYYMMDD) to avoid rejection.

5.14Vehicle Off-date

This field is mandatory. If you do not complete it, the validation will prevent you saving the file.
The Off-date works in the same way as the On-date.

The Off-date must be equal to or later than the On-date, and if this is not entered correctly, then the

validation will highlight this by returning the error message highlighted in section 6.0 of this guide when you
try to save the file.

5.15Permitted drivers/class of use/additional drivers indicator etc.

The remaining fields are shown in orange to highlight the fact that they should not be completed by
policyholders. Any data entered in these fields by policyholders will be ignored.
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Please note however , that the record is a fixed length, and these cells must not be deleted. If you delete
the columns, the file will be rejected.

6 How to save the file
Once all fields have been completed for all the vehicle records, you should click on the Save button in the
template in the top left hand corner. If you save using the File-Save As function within Lotus, there will be

no validation of the data.

If you have a file with no validation errors, a Save dialogue box will appear, as shown

Note that the File Type is automatically CSV.
Enter the name of the file and save it to the desired file location.

When you have done this and wish to close the file, you will be asked if you wish to save the changes to
the template. This is because the CSV file is a copy of the template, and you are therefore given an
opportunity to save it in the spreadsheet format as well.
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If you wish to review the file in future it is recommended that the file is saved both in CSV (for submission to
the MID) and as a template/Lotus file so that it can easily be opened again.

7 Error messages

If the validation finds any errors in the data in the template, a dialogue box appears to alert you this, as
shown below.

Where there is an error, a small red square appears in the top left hand corner of the cell.
Click OK, and look at the data which has been entered. Either correct the details as necessary or
alternatively, if you are uncertain what is wrong with the entry the following procedure will assist.
Locate the cursor on the cell in question
1. Right click the mouse
Choose the Cell Comment option at the bottom of the list and left click to confirm your choice
Read the Comment box for an explanation of the cause of the error.
Close the comment box by clicking on the “X” in the top tight corner
Edit the incorrect entry and hit the Enter key
Repeat for all invalid entries — identified by a small red square in the top left corner of all cells
with invalid entries.

o gk wnN

When the data has been corrected, the message will remain until the Save button is used again — it will not
disappear immediately. You can check the new data by using the Save button, which will update the
validation, and then carry on to the next error.

8 Compare & Amend template

A Compare & Amend file is very much simpler, and contains only six fields, of which three are mandatory.

8.1 Completing the template

The validation works in the same way as for the Standard file template. Once completed, the file is saved
by using the Save button on the corner of the template.
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The policy number must be completed for every entry, but the Off-date need not be included. If no Off-date
is included, the system will initially set the Off-date to the expiry date of the policy when the file reaches the
MID (not within the template). The system will later set the Off-date to the date the vehicle is removed from
the schedule (see detailed Guide on Compare & Amend).

8.2 Re-using the Compare & Amend file

The Compare & Amend function is designed to allow the policyholder to send a complete vehicle schedule
and let the system work out the vehicles which have come on and gone off cover.

8.2.1 Step1l

For the first file submission, the policyholder should enter the details of every single vehicle into the
template and save the file using the Save button. This file is the one to be submitted to the MID.

8.2.2 Step 2

If the policyholder wishes to use the same file, with amendments, for the next transmission, he/she must
also save the template as a Lotus file. The structure of the template and the validation are not saved in the
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file which is created by using the Save button — this simply creates a CSV file which can be sent to the MID
but saving as a Lotus file does retain these.

In order to re-use the file you should first use the Save button for validation and conversion to CSV, then
use the normal “Save As” function.

The file may be saved either as a Lotus file or as a template (to which it will default).

8.2.3 Step 3

If the policyholder wishes to remove vehicles from the Compare & Amend template to show that they are
no longer on cover, he/she can then open up the previous Lotus file (NOT the CSV version) and work on it.

Vehicles can simply be removed from the record.

Note that this is not the same as Standard File Transfer. This process should only be used for Compare &
Amend.

8.2.4 Step4

If the policyholder wishes to add a new vehicle which has just come on cover, he/she can open up the
previous file and simply add the record to the schedule.
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8.25 Stepb5

Once the additions and removals have been made, the file should be saved as a CSV file using the Save
button to check the data is valid, and then saved as a new Lotus file/template for updating the next day. It
is recommended that you include the date in the file name to keep track of the correct file.

9 Sending the file

Once you have created a CSV file using the template and the “Save” functionality, this file can be sent to
the MID via the website. The action of saving the template does not automatically submit it to the MID!
The submission process is fully explained in the Motor Insurance Database Policyholder Guide: Attended
File Transfer. Essentially, the user must log on, using his/her pre-assigned ID and access the appropriate
policy for update. The website process will direct the user to locate the relevant CSV file which he/she has
saved and then submit it.
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