NAVIGATE \mib

Organisation & Branch
Admin User Guide

This guide is for Organisation & Branch Admins to
introduce Navigate.
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1 Loggingin

Navigate is the MIB’s new data platform and will hold data from the Motor Insurance Database (MID)
and, later in the year, the Motor Insurance Anti-Fraud and Theft Register (MIAFTR).

Once your organisation has been set up in Navigate and you’ve been added as a user, you'll receive an
email which will enable you to set-up your credentials. You'll need to whitelist the following email:
noreply@identity.mib.org.uk

Welcome to MIB Services

Dear MIB,

Thank you for registering to use MIB Services. & user account has been created for you

using the following email.

Click the following link to activate your account:

Activate MIB Account

If you have already activated your account, login here.

If you experience difficulties accessing your account, you can send a help request using
the following link and click on Reguest help on the page:
https:/fwww.mib.org uk/contact-us/

Click on the ‘Activate MIB Account’. Your username will be your email address, you’ll need to set a
password and answer a security question. It’s important you remember the answer to your security
question as you’ll be asked to provide this from time to time.


mailto:noreply@identity.mib.org.uk
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Create a password for your account

Create a password so you can login to your account.

Password must have

At least 8 characters

A lowercase letter

An uppercase letter

A number

Asymbol "1 #S% &' ()*+. - [<=>2@[1A_ {|}~
Mot contain either your name or your last name

Not to be one of your previous 4 passwords

Enter password *

‘ ‘ Show Password

Confirm password *

‘ ‘ Show Password

Choose 8 memorable guestion and answer so you can legin te your account if you forget your password.

Select a security question *

| Select security question v ‘

Security answer *

You'll need to set up 2-step authentication. Once completed you’ll gain access to Navigate. Two-
factor authentication is required should you forget your password, or need to reset your account, this
enables Navigate to verify who you are. 2-step authentication will be required every 28 days. A
verification code text will be sent to a nominated mobile number. Password can be used after that for
28 days if logging in from the same device.

\mib

Register for 2-step authentication

To secure your account, we need to setup multi factor authentication and you will need to provide your mobile phone number
You will receive a verification (SMS) with a 6 digit code that you will need to verify on the next screen.
Country code *

United Kingdom v

Mobile number *

+44




Once activated and registered, use the following URL: Navigate
(https://identity.mib.org.uk/user/login) and enter your email address and password, then click “Sign
in”:

\mib
Sigh in

Email *

Password *

| Show Password

I:' Remember me?

Register here

* Navigate
+ MIB Claims - Direct claimant
* MIB Claims - Claimant representative

Need help signing in?
* Forgot your password?

Unlock account?

Help and information?

You'll be required to accept the Terms & Conditions. To do this, scroll through the document in the
box which will enable the tick boxes and ‘Accept’ and ‘Decline’ buttons:

Terms & Conditions

Before you continue, please read and accept the Terms and Conditions. To understand how we
process personal data, information can be found in cur privacy notice.

1 Terms of Use

Please read these Terms of Use carefully and make sure you understand them before
using this website as they (together with the documents referred to in them) apply
directly to your use of this website www.esxample.com (the "Website®) and tell you
the legal terms of use on which you may make use of this Website.

By accessing this Website, you agree to be bound by all of the following Terms of Use.

¢y Download POF


https://identity.mib.org.uk/user/login

2 Forgot/Change password

If you’ve forgotten your log in details, locate the ‘Need help signing in?’ section on the Navigate log in
home page. Here you’ll be able to select forgot password, unlock account or if you require further
help and information.
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Sign in

Email *

Password *

Show Password

Remember me?

Register here

* Mavigate
* MIB Claims - Direct claimant

* MIB Claims - Claimant representative

Need help signing in?
* Forgot your password?
* Unlock account?

* Help and information?

You'll be requested to provide your email address which was used when your account was set up.



Follow the link in your email:

o Ohkta

[

CAUTION: This email originated from outside of the orgenisation. Do not click links or open attachments unless you recognise the sender and know the content is safe.

Diear Tazs,

You have réquested 3 password reset for your MIB account

f you experience diff
contact us using the Enk:

STINE YOUr 3000unt, you can send a help request an your sign-in page or
www.mib.org uk/contact-us/

n the Meter Insurers Bureau. Rieplies to this emailaddress are not monitored or answersd

Then answer your security question you provided when you registered.
\mib

Answer Forgotten Password Challenge

What was your first car?

[] Show

Reset Password

Back 1o sign in

2.1 Locked out

If you do not use your account within 90 days, your account will become locked. After 180 days, your
account will be deleted.

If you've been locked, or suspended from using the portal, you’ll be notified to that affect.



NAVIGATE <mib

3 Navigate Portal Help

Navigate will have two forms of help. One is the Help Centre, located on the bottom right-hand side
of the page:

Contact support will request you to enter your details, if not already populated and allows you to
submit a general request for help and a brief description. A response will be provided by the Navigate
team.



Contact Support X
Your Name®
Ermail*
Organisation®
Phone No®
Area of Issue® select Option -
Search Query
Brisf I . Account Query 0500
Account Amendment
System Error/flssue
Technical Issue/Query
Reporting Query
Testing Query
Other Query

The Help Centre will allow you to access a Frequently Asked Questions page including useful
information and guides.

You'll also be provided with a notification bell, where useful updates will be sent to your organisation
to keep you informed about updates/changes or issues.

2 ©

Notifications P Wiew Al
test statel: test Today
ABC: DEF 20/02/2024
testhd: tstid 16022024



4 Organisation & Branch Administration Overview

If you’re an Organisation Administration (Org Admin) user, you’ll have access to view all of your
organisation details including contacts within your org, view and download all documents signed by
your org. Create, view, edit and manage all branches. Add, edit and manage users within your org or
branches.

If you’re a Branch Admin user, you'll be able to view all of your organisation’s details including
contacts, view and filter on branches within your organisation, and edit the branch info you’re branch
admin. Add, edit and manage users within your branch, and view all users within the organisation.

Click on the tile from the home page.

Organisation Administration




View organisation &
branches

You'll be able to see details about your
organisation and create, edit and manage
branches.



5 View Organisation

Here you’ll see the details about your organisation. If you require your details to be amended, you'll
need to raise a request, by selecting the “Help” icon at the bottom right of the page.
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5.1 Create Branch

Depending on your organisation type, you may need to create branches. Branches is a term that can
refer to as groups, departments, teams or branch locations within your organisation.

Once in the Organisation Administration application, you'll see options to choose different tasks. To
create a branch, select the “Branches” tab.

You'll be presented with a table which will show a list of the branches. When the table is empty, your
organisation does not have any branches.

Click “Create Branch” button, located at the top or bottom of the page.
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Oegan bation Administration

OrganisIoon

Branches Users  Contxcts DoCuments

Branch Management

Lint al all Branchis in yeur crgansati

Displaying Resules 1 To L OF 1

() Click o a rew i 2l Labshe Lo wiiew branch ditails
Search B
Beanch Mame Brasch et Coda
it Branch 1 MKD 1TS
4

Filter By Sgdect Fiter Option =
SHA i L Sty Nurmier - I%one Ko S
Coxllin
REIED
[
Creabe Branch
Show: | 10 Rows

You'll now be taken to a new screen, here you’ll be able to enter all the relevant information about

this branch.

12



COrganisation Administration

Organisation  Branches Users Contacts  Documents

> Create Branch

& branch for your organization can be created

ry fields are denoted by an asterisk (%)

Branch Name*: TestBranch 1 14/30

Branch Address*: United Kingdom -
MEKL 1T /e O\

10 2/100 Test street 11100

Test City 9/100 Test County 11100

Use sddress of an existing branch

Select Existing Bramch e

Phone No*: I8 -| +44 1226 87009 11/14

Service(s)*: (D) e services and roles will determing what access the users within the
branch
Administration =

Role(s)

All items are selected.

Types of services you can include when setting up a new branch:

e Administration
e  Motor Insurance Policy Data
e Vehicle Salvage & Theft Data

Within this, you’ll be able to select what roles within the service applications that branch can have.

A list of roles can be found in the appendices.
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5.2 View/Edit Branch

Once a branch has been created, you’ll be able to view the details provided, should you need to edit
any of the details. Press the “Edit Branch” button at the bottom of the screen.

View Branch

Statss
CTIVE ol
Bramch Code
Bramch Mamse :
Branch Addness - Lin e Eingdom v
u) Tes:
Test T
Existing Branch o
Phiome Ho
A 44
Service|s) -
Buden inbstrartion —
Role{s)

Laegmcy MILAFTR Codeds) -

Legacy MID Codeys) -

From here, it’ll take you to an editable page where you can make your amendments, such as adding
additional services, suspending a branch, or updating contact details. Press “Save”, and your changes
will have been saved.
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User Management

Where you can create, view and manage users.



6 View Users

Select the “Users” tab to find a list of all your users within your organisation. You’ll be able to search
for users by their name or filter by Status or Branch.

Organisation Branches Users Contacts Documents

User Management Create New User
List of all users in your arganisation

@ Click on 2 row in the table to view user details

Search Users.. Filter By Select Filter Option ~

Forename Surname Status Branch Email Address

WEEKLY 001 TEST SUSPEND..  ADAVARA [N2541) SUIITH.PANICKER @ 2xample.com
Vupdztz_helpdsliva_Datsupmissi

wupdate helpdasklvl ACTIVE ADAVARA [N2541) updzte_helpdsili2_Datsubmission@

mailinator.com

Vrunds Rajoreksr ACTIVE ADAVARA [N2541) wrunds1@wipro.com
Vrunda Test LOCKED ADAVARA [N2541) testL23@wipro.com
Vrunda Testl ACTIVE ADAVARA [N2541) testl@wipro.com
wn S ACTIVE ADAVARA [NZ541) Vehicleupdats_Search@mailinator.co
.
veupdsts helpdesk ACTIVE ADAVARA [N2541) ::::‘:f:f::;e-"E'“S”‘”—E“r@m
Venu Malleboina ACTIVE ADAVARA [MN2541) venu.malleboina @wipro.com
vehicleupdate helpdeskly ACTIVE ADAVARA [N2541) t’:'e"pdm-he'”dsud@mi""m’
vehiclzupdate helpdasklvl ACTIVE ADAVARA [N2541) ::F@d;‘;ii'::::__':;rE""-DE“WE
1203 )(4)(5) .. (43>
Displaying Results 1 To 10 Of 430 Show: | 10 Rows

If no users are found, a warning will be displayed to advise.

6.1 Create Users

For your organisation to carry out the relevant tasks you’ll need to be able to create users. Select the
“Create New User” button at the top or bottom of the page.

A new screen will open and you’ll need to fill out the users’ details, select which branch you want
them set up for and choose their required role.

16



Create New User

Add user details, assign a branch and relevant reles. Click "Save” to create the user where no restrictions are required. Click "Next' to move anto the

restrictions sectian.

1. General Details 2. Restrictions

Mzndatory felds are danotad by 2n astarisk [*)

Forename * : 0/50

Surname * : 0/50

Fhone No : B | +44 214
Ermnail * : 0/110 =] ~
Start Date : 07/03/2024 B

(© Start date must be between today and End date where applicable

End Date : DO/ MNYYYY =

(E) End date must be a futwre date or afler Start date where applicable

Branch Name{Code) * : Test Branch 1 (NE160) - ACTIVE

(E) You can assign uzer to the oganisstion level if it is available in the dropdosn. Please enswre at keast one

role is assgned to the wser

Role(s)

Branch Administrator e

e
H
(1

By selecting “Save” you’ll be able to create a user, however they will not have any restrictions. An
additional pop-up message will be displayed to notify you of this.



Create User X

You have not added any restrictions for the user. You can add them by going to
the restrictions tab. Do you still want to create the user without adding any

restrictions?

No Yes

If you want to set restrictions up for the user, select “Next” and provide the relevant details. Click
“Save” and your user will be created.

Create New User

Add user details, assign a branch and relevant roles. Click 'Save' to create the user where no restrictions are required. Click 'Next' to move onto the

restrictions section.

1. General Details 2_ Restrictions

MWandatory fields are denoted by an asterisk (¥)

Time Of Day Access : Weekdays Weekend
Time Zone

From | 00 v To | 24 v Europe/London v Add

Day Time Action
Na data found
IP Restriction :

I Add

IP Address Or Range Action

Mo data found

Save Back To General Details



6.2 Manage/View user details

You may need to manage current users. Select a user from the table presented in the “User” tab.
Once selected their details will populate on the screen.

This view will show read only details, if their details need to be updated, select the “Edit” button.

Depending on your role/who you’re branch admin for, you’ll be able to change their contact details,
branch name, their restrictions or lock/suspend their account.

You’ll be able to add or remove roles for each branch under this user. A user at branch level must
have at least one branch assigned to them, with at least one role.

et b changed

Wikl G e G

Frosema

Cresed i

e AT L

ke L

Vel b Sad 11T UL +
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6.3 Suspended/locked user

If a user is required to be suspended, only an Organisation or Branch Admin can perform this action
from the edit function within user management. If the user is not within a separate branch, only the
Org Admin can do this. If the user is within a branch, either the Org admin or a Branch Admin from
the same branch can do this. Once a user has been selected, click on “Edit” and choose their Status
from ‘Active’ to ‘Suspended’.

You'll be presented with a pop up to confirm the change in status.

Update in User )-(

¥ou are going to suspend the acoount and this user will no longer have access to Navigate. Click on Save to complete the action.

If ‘Suspended’ has been selected, an additional field will be populated, and you’ll be required to
choose from the following options:

o User left the company
e User does not need the account

Status® : Suspended

Lock/Suspension Reason® : User |=ft the company .

Press “Save”, and you'll be presented with the pop up once more, asking if you’re sure you want to
lock this users account, as they will no longer have access to the portal.

Update in User

re Eping to suspend the account and this user will no longer have access to Navigate. Clidk on Save to complete the action.

-

If required, you’ll be able to identify who made a change to the user’s status by looking at the ‘Status

You

last changed by’ and on which date.
A user will become locked after 90 number of days of inactivity.

After 180 days of the user getting locked, their details will be deleted from the system. However,
when the user is in an active state, the activity of the user will still be kept.

20



If the branch is in a suspended state, you won’t be able to change the status of the user from
Suspended/Locked to Active. If the status of a user is ‘Blocked’, only MIB will be able to unlock this
after raising a service request via the help button.

If you need to reactive a user’s account, simply change the status from ‘Locked/Suspended’ to ‘Active’.
The user will be sent an email to notify them of the change and will be able to log back into their
account.

21



7 Contacts

Access to important contacts associated to your organisation can be found by selecting the “Contacts”
option if available.

Home / Organisation Administration / Contacts

Organisation Administration

Organisation Branches Users Contacts Documents

You can add and edit these contacts depending on the services you access.

7.1 Add contact

To add a contact, select “Add Contact” at the top or bottom of the page. This will open a new page
and will allow you to enter in all the relevant details required for your contact.

Contact Management Adkd Coetact
(5} Chick on a row in the table to view details &
Search. Filtar By Select Filter Cption - i Resat ]
b, )
Comtact Type & Organisation Name Mame Department Ernail Address
Legal Drganisation (1400001) John Deo Departrment 01 firstname@domain.com
Alart Organisation2 {1400002) lohn Dea Department 02 firstname @ domain.com
Alert Drganisation3 (1400003) John Deo Departrment 03 firstname @domain.com
Alert Drgantsationd {1400003) John Deo Department 4 firstname @ domain.com
Legal Drpanisationd |1400004) John Deo Department 05 frstname @ domain.com
Legal Organisations | 1400005 John Den Department 06 firstname @ domain.com
Palice Organisationt | 1400006) John Deo Departrment 03 lirstname @domain.com
Police OrganisationT | 1400007 John Den Department 04 firstname@domain.com
Police COrganisationd | 1400008 John Deo Department 05 firstname@domain.com
Palice Organisationd | 1400003) lohin Deo Department 06 firstname@domain.com
Add Contact
Displaying Results 1 To 5 OF 47 | 2 - 5 > Shiow - 10 Rows 2

22



Select the relevant service where application, choose which organisation you require this contact to

be set up against and the type of contact they are:

e Police

e Audit

o Alert

e Support
o Legal

Add Contact

Add a new cantact Far your crganisation

Service ;

Organisation Name :

Cantact Type® Audit Cantact
Mame® John Dos
Email* johndee@domain.com 10
Fhone Na*® OE = -4 123454 788D
Orpanisation Address” ;
Lorem Ipsum Line 2 ! Lorem lpsurm Lines 3
Lomdon 1 England
BAclas
Department
Joh Description

55

Additional fields will then populate for you to fill in, then click “Save”.

7.2 Edit contact

By selecting on a specific contact type, you’ll be able to view further details in relation to that contact.

23



Contact Management Add Cortact

G Chck om a raw in the table to view details

seorch., Filter By  Select Filker Option - | 3 Resat

Contact Type 2 Organisation Mame MName Departrent Ermail Address

Legal Drpanisationl {1400001) John Deo Department 01 firstname@@domain.com
Alart Organisation? {1400002) lohn [ea De partment 02 firstname @domain.com
Alert Drganisationd | 1400003) John Deo Department 03 firstname @ domain. com
alart Organisationd | 1400003) John Deo Department 04 firstname@domain, com
Legal Drpganisationd | LAO0004G) John Deo Department 05 festname @domain.com
Legal Organisations | 1400005 John Deo Department 06 firstname @ domain.com
Budit Contact Organisationt | 140000E] Johin Den Department 03 {3 Sie B2 o Sif. Com
Police Organisation {1400007) John Den E Depariment 04 firstname & domain com
Police Organisation® | 140H008) John Den Department 05 firstname @ domain.com
Palice Organisation® { 1400009) lokin Den Drepariment 06 firstnamea@domain.com

Displaying Results 1 Ta 5 OF 47 < 1 2 - 5 »

This will open a new screen. Select “Edit” at the bottom of the page and amend the relevant details.

24



View Contact

Service : p Sy it Dat -

Organisation Mame Eanisa 114 L
Contact Type : ( 1 -
Hamw 2
Email :
Phone Ma : =

Drganisatbon Addness

Departmient =

lob Description =

3

7.3 Delete contact

If you need to delete a contact, select “Edit”, this will open the contact view in edit mode, an
additional button at the bottom of the page will appear, select “Delete” to delete this contact. You’ll
be presented with an additional pop-up to confirm this change. Please note that not all contacts can
be deleted. If you do not see a ‘delete’ button, the contact is mandatory and can only be edited.

Dbt Contact X

Are yau sure yau want ta delete this ontact?

I+:

G
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8 Documents

When you’re in your organisation admin area, you’ll be able to view and download any important
documents your organisation has accepted or requires access to. Select “Documents” in the options
at the top of the page. This area will show you documents such as user agreements and schedules.

Org=nisation Branches Users Contacts Documents

> Documents

Wiew important documents here

Docurment Narme Document Version
MPAMIEPDSchedule-1.pef 1
MPAVSETDSchedule-1 pdf 1
NavigateMPA-1.pdf b

Last Agreed on

28-11-2023

28-11-2023

28-11-2023

Document | pdf)

Q|9

@
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Appendices



9 Appendices

9.1 Motor Insurance Policy Data Roles

Role

Description

Search

Seach for a vehicle record on the database for
own insurance and 3™ party insurers.

Data Submissions

Review the data submissions of your
organisation by checking the status and
summary of a submission.

Update Vehicle (read only)

View fleet/commercial policies and vehicles.

Update Vehicle

View fleet/commercial policies and vehicles,
amend, add and remove vehicle/driver data.
Submit files and view the status of files
submitted by the organisation and check
summary of files.

Helpdesk Level 2 (L2)

Access to policyholder users, add, amend,
remove users and policies, authorise L3 actions.

Helpdesk Level 3 (L3)

Access to policyholder users, add, amend,
remove users and policies with the need to be
authorised by L2.

Policyholder

Ability to add files, review file status’, check the
summary of a file. Add/amend/remove vehicles
from a policy without driver data associated to

the vehicle record.

28



9.2 Vehicle salvage & Theft Data Roles

Role

Description

Limited Enquirer

Search a vehicle using VRM or VIN. View
versions and vehicle audit trail.

Full Enquirer

Search claims using all fields. View versions and
claim audit trail.

Limited Input User (prev. Branch User)

Insert or amend a claim. Search claims using all
fields. View versions and claim audit trail.

Input User

Insert, amend or delete a claim. Search claims
using all fields. View versions and claim audit
trail.

Management User

Insert, amend, delete or reinstate a claim.
Search claims using all fields including postcode
only. View versions and claim audit trail. View
and manage alerts. Create reports.

Fraud Investigator

Search claims using all fields including postcode
only. View versions and claim audit trail.

All roles are multi select depending on users’ needs
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