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1. INTRODUCTION – GenLink POLICY 
 

1.1 What is GenLink Policy 

GenLink policy is allowing user to issue new business or renew policy. 

 

2. ISSUE NEW BUSINESS POLICY 
 

2.1 Go to Policy Management > New Business (Diagram 1) 
 

 

Diagram 1 
 

2.2 Click at Personal for the drop down list to select ‘Private Motor Car’ (Diagram 2) 
 

 
Diagram 2 

 

2.3 The policy issuance screen comprises of 2 main sections – Policy Header & Vehicle Details. 
Fields marked with “*” denotes as mandatory field. 

2.3.1 For policy transaction, the ‘Cover Note No’ and related fields are not required to be 
completed. Just click on box ‘Not Applicable’ (Diagram 3) 

2.3.2 Click either ‘Select a Client’ (for existing clients) or ‘Create a New Client’ (for new 
clients). Details will be uploaded in the following fields: 
� Client Number 
� Client Name 

2.3.3 Complete the Inception and Expiry dates fields. (Diagram3) 
Note: Allow annual period (1 year) only. Otherwise, underwriter’s approval is required. 
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Diagram 3 

 
2.4 Click ‘Private Car – Co. Cover’ to capture Vehicle Details (Diagram 4) 
 

 

 

Diagram 4 
 

2.5 For ‘Certificate of Insurance Form No’ click ‘Select’ to retrieve the following applicable to the 
purchase of the vehicle (Diagram 5) : 

a) Private Car – Indiv. Ownership (MX1) 

b) Private Car (Company Use) (MX4)  

 

2.6 Enter the information – as per Vehicle Registration Card (where available) 

 

2.7 For ‘Permitted Drivers’, select ‘Private Car – Insured & 1 other’ then click on ‘Add Named 
Drivers’ (Diagram5) and complete the necessary information. (Diagram 6) 
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Diagram 5 
 

  
 

Diagram 6 
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2.8 Complete the ‘Ex-Insurer Information’ (Diagram 7) including NCB (if applicable). 
 

 

 

Diagram 7 
 

2.9 Complete all fields, where applicable, the Premium Information, Additional Coverage and 
Other Information fields. (Diagram 8) 

 

2.10 Click on Show Total Premium – to calculate premium including NCB and Coverage. 

 

2.11 Select Clause – review and select the applicable clauses. Commonly used clauses will be 
defaulted. 

 

2.12 Complete the Vehicle Details Screen – click ‘Continue’ to return to ‘Policy Header’ Screen 
and complete the following in. (Diagram 9) 
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Diagram 8 
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Diagram 9 
 

2.13 Click ‘Show Premium’ to view breakdown of premium. 

 

2.14 Check (�) the Declaration Box. 

 

2.15 Click ‘Submit Placement’ to complete the transaction. User will be re-directed to the policy 
Work Q where the status of the transaction will be displayed. 

 

2.16 Go to Policy Management > Policy Search to select the policy and click Details. To print 
policy click ‘Print’ button. 

 
2.17 Policy document will be generated in PDF format for printing or to save softcopy. 
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3. POLICY RENEWAL 
 

3.1 You may renew policies via GenLink approximately 2 months prior to expiry. There are 2 
ways in which you can renew in GenLink: 

3.1.1 Policy Renewal – with same or amended terms 

3.1.2 Snapshot Renewal – for non-supported GenLink products 

 

3.2 Policy Renewal – with same or amended terms 

3.2.1 If you have the policy number or vehicle number, go to <Policy Search> otherwise, 
go to <Policy Renewal>(Diagram 10) 

 

 
Diagram 10 

 

3.2.2 For <Policy Search> (Diagram 11),  

• Enter either the policy number or vehicle number and click ‘Search’ for the policy. 

Note: Users can search for policies by Client / Customer name, Product Name 
and Policy Status also. 

 

 
 

Diagram 11 
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• The following screen is displayed, click on the hyperlink policy number (Diagram 
12)  

 

 

 

Diagram12 

 

• Click ‘Details’ button to proceed with Policy Renewal (Diagram 13) 

Note: Click the hyperlink product name to view details (not editable) before the 
submission of renewal transaction   

 

 

Diagram13 
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3.2.3 User can select Renew with same term or Renew with amend term (Diagram 14) 

 

 
 

Diagram 14 
 

3.2.4 Policy Renewal – Supported GenLink Products 

• Policies with the acronym PDF are supported GenLink products. (Diagram 15) 

 

 
 

Diagram 15 
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• Policies without the acronym are ‘Snapshot Renewal’ (Diagram 16) 

 

 

 

Diagram 16 

 

• If you require a RENEWAL NOTICE’ from the particular policy, click on the 
acronym PDF to view / printout. 

• Click on the Policy Number required. The same procedure is the same as 
explained for Diagram 14.  

 

3.3 Snapshot Renewal – for non-supported GenLink products 

This renewal procedure is for non-supported GenLink products e.g. Erection All Risk, 
Burglary and Contractor All Risk, (without the acronym PDF) (Diagram 16) 

 

3.3.4 Click on the policy number for renewal and the ‘Snap Shot Inquiry’ screen is 
displayed (Diagram 17). 
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Diagram 17 

 

3.3.1 Click on ‘Instructions to MSIG’ and the following screen is displayed (Diagram 18) 

3.3.2 Select one of the radio buttons listed and complete with comments (if any) and click 
‘Submit’ 

3.3.3 The renewal request will be submitted to the Branch Support via email for their 
action. 

 
 

 
 

Diagram 18 
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4. INTRODUCTION – COVER NOTE  
 

4.1 What is GenLink Cover Note? 

GenLink Cover Note is divided into two sections:- 

4.1.1 Motor Cover Note 

� User will be able to issue new cover note, modify (non-JPJ field) and 
inquire on the cover note that has been issued in GenLink. Once the 
Cover Note details are created, the information will be sent to JPJ. User 
is required to submit all relevant documents needs to MSIG office to 
convert the Cover Note to Policy in P400. 

� This module is only applicable for: 

a) New Business and New Vehicle cases where Registration 
Number is not available. 

b) Private Motor Comprehensive (MPC) 

c) Private Motor Third Party (MPT) 

d) Commercial Vehicle “C” and “A” permit (CV) 

e) Commercial Vehicle Third Party “C” and “A” permit (CVT) 

f) Motorcycle Comprehensive (MCY) 

g) Motorcycle Third Party (MCT)  

� For Renewal cases, user needs to use the Policy Management (once it is 
submitted to P400, information will be transmitted to JPJ and the status 
can be inquired through JPJ Reply) 

4.1.2 JPJ Reply 

� This screen allows user to inquire on the status of the cover note and 
policy that has been sent to JPJ, i.e. Pending iDex, Sent and Fail. 

� Modification is allowed for JPJ related field. 

� Cover note cancellation. 

 

 

 



GenLink Motor User Manual 

Version 1.3  Page 15 of 30 
Prepare by: JY (Sep 2008)  

5. ISSUING NEW COVER NOTE 
 

5.1 Navigate to Policy Management > Motor Cover Note > Create Cover Note, and Click on 
Create Cover Note (Diagram 19) 

 

 

Diagram 19 

5.2 Select the product type e.g. Private Motor Car, Commercial Vehicle, Motorcycle, etc – 
(Diagram 20) 

 

 

 

Diagram 20 

 

 

Click here to start 
issuing new cover 
note 
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5.3 You may proceed to enter the cover note details in the Cover Note Details page. Please note 
all items denoted with (*) are mandatory fields (Diagram21). 

 

 

Diagram 21 

Please enter 
either field 
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5.4 Enter the Premium Information Details (Diagram 22)  

 

 

 

Diagram 22 

 

5.5 Enter Additional Coverage (Diagram 23) – if applicable. Simply check (√) the box next to the 
required additional benefits. 

 

Diagram 23 
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5.6 Refresh Premium Calculation button 

You are required to click this button to calculate the total premium charged – it is mandatory 
to click before you proceed to other action, and after any modifications. 

 

5.7 Save button, this will allow the cover note issued to be saved without sending to JPJ. 
(Diagram 24) 

 

 

 

Diagram 24 

 

5.8 Discard button, cancels the changes made to the cover note. If this is a new cover note, the 
cover note will not be saved and user will be redirected to the previous screen. 

 

5.9 Send button, this will trigger the details to be sent to P400 and JPJ. (Diagram 25) 

 

 

 

Diagram 25 
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5.10 Once the cover notes has been sent to P400/JPJ (either New Business or Modification), it 
will be displayed at the Cover Note Work Queue for five days – go to Policy Management > 
Motor Cover Notes > Cover Note WorkQ (Diagram 26). 

 

 

Diagram 26 

 

5.11 You may encounter ‘Cover Note failed to send’ status due to any of the following reasons 
– user has to re-key in the cover note details (Diagram 27): 

� Duplicate Vehicle Registration 

� Duplicate Chassis Number 

� Duplicate Engine Number 

 

 

 

Diagram 27 
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6. JPJ REPLY 
 

6.1 Once the Cover Note is successfully sent to JPJ, you can inquire the Cover Note in JPJ 
Reply Screen – go to Policy Management > JPJ Reply > JPJ Reply Search (Diagram 28) 

 

 

 

Diagram 28 

 

6.2 User can search by:- 

� Document No – Cover Note number 

� Vehicle Registration No 

� Status – All, Accepted, Rejected, No Reply 

� Transaction Date – From Date is defaulted to current date. 

� Policy Class  
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Diagram 29 

6.3 There are 4 types of status from JPJ Reply (Diagram 30): 

� OK  – JPJ has accepted the transmission. Road Tax can only be  
     renewed once the reply from JPJ is OK. You need to check  
     status is OK before informing your client to renew their Road  
     Tax at JPJ. 

� No Reply  – please wait or contact MSIG 

� Pending iDex – where P400 is not available, please wait 

� Rejected – error message will be displayed 

    

6.4 This screen can only display up to 500 latest cover notes issued. User is advised to key 
in the specific criteria when searching the Cover Notes under JPJ Reply. 
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Diagram 30 

 

6.5 Only cover notes & policies issued via GenLink will be displayed, indicated with source 
codes GM and GC respectively.  

 

6.6 Any transaction done in P400 will not be displayed in GenLink JPJ Reply even though 
under the same account 

 

6.7 For cover notes which have been converted to policy: 

� Policy number will be displayed on the screen instead of Cover Note number but it 
can be recognized by the source code GC. 

� Modification or cancellation can only be done on Policy (once cover note have been 
converted). 
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7. COVER NOTE MODIFICATION 
 

7.1 There are 2 ways to modify cover notes, depending on the type of information to be modified: 

 Fields Modify From? 

JPJ Related 1. Vehicle registration no 

2. Period of insurance 

3. NRIC / Business Reg 

4. Chassis No 

5. Engine No 

Policy Management > JPJ 
Reply> JPJ Reply Search 

 

Only if cover note has not 
been converted to policy 

Non-JPJ Related Other fields other than Item 1 
to 5 above under the cover 
note module. 

Policy Management > Motor 
Cover Note > Inquire Cover 
Note  

 

7.2 Modify JPJ related fields 

7.2.1 From JPJ Reply Search, select the cover note to be modified / cancelled. 

 

 

Diagram 31 
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7.2.2 Scroll down and click on the Modification / Cancellation button. (Diagram 32) 

 

 

 

Diagram 32 

 

7.2.3 Modify the necessary field (Diagram 33) 

 

 

Diagram 33 

 

Only these fields are 
allowed to be modified. 
 
For New Vehicle cases, 
the Vehicle Registration 
Number and Period of 
Insurance are not editable. 
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7.2.4 Click on Send to JPJ (Diagram 33) and confirm Proceed to JPJ (Diagram 34)  

 

 

Diagram 34 

7.2.5 Document will send to JPJ and user will be redirected to JPJ Reply Work Q. 

 

7.3 Modify Non-JPJ related fields: 

7.3.1 Click on the cover note to be modified / cancelled (Diagram 35) 

 

 

Diagram 35 

 

7.3.2 Click Modification button – you will be asked to confirm. (Diagram 36) 

7.3.3 Modify the necessary fields, Refresh Premium Calculation and click Send 
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Diagram 36 

 

7.3.4 Modify the necessary fields, Refresh Premium Calculation and click Send 

 

7.4 If the cover note has been converted to policy, modification & cancellation must be done on 
the policy via Policy Management > Issue Endorsement / Cancellation. 

 
To determine whether or not Modification or Cancellation is allowed at JPJ Reply module, please 
refer to the table as shown below:- 
 

Document 
Type 

Status of 
Document 

JPJ Reply 
Modification 

allowed 
Cancellation 

allowed 
Fields can be 

modified 

Cover Note  New Business Accepted Yes Yes 

- Period of 
Insurance 

- Chasis No 
- Engine No 

Cover Note  New Business  Rejected Yes Yes 

- Period of 
Insurance 

- Vehicle 
Registration 
No. 

- NRIC or 
Business 
Registration 
No. 

- Chassis No. 
- Engine No. 
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Document 
Type 

Status of 
Document 

JPJ Reply 
Modification 
allowed 

Cancellation 
allowed 

Fields can be 
modified 

Cover Note  
New Vehicle 
(No vehicle 
Registration) 

Accepted No Yes Nil 

Cover Note 
Road Tax 
Purpose 

Accepted Yes Yes 

- Period of 
Insurance 

- Chasis No 
- Engine No 

Cover Note 
Road Tax 
Purpose 

Rejected Yes Yes 

- Period of 
Insurance 

- Vehicle 
Registration 
No. 

- NRIC or 
Business 
Registration 
No. 

- Chassis No. 
- Engine No. 

Cover Note Extension Accepted Yes Yes 

- Period of 
Insurance 

- Chasis No 
- Engine No 

Cover Note Extension Rejected Yes Yes 

- Period of 
Insurance 

- Vehicle 
Registration 
No. 

- NRIC or 
Business 
Registration 
No. 

- Chassis No. 
- Engine No. 

Cover Note Transfer Accepted No Yes Nil 

Policy / 
Renewal 

New Business Accepted No No Nil 

Policy / 
Renewal 

New Business Rejected No No Nil 

Cover Note All types  No Reply No No Nil 
 

Note :  
 

1. Only cover note issued but not yet converted is allowed to do modification or 
cancellation. 

2. No details are allowed to amend during cancellation – applicable for all types of 
cover note 
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8. CBC MONITORING 
 

8.1 This module is designed to assist GenLink intermediary users to monitor outstanding 
payment for all Motor transaction, i.e. Policies and Cover Notes. Subject to certain 
conditions & actions, once the policy or cover note is paid, it will no longer appear in the 
CBC monitoring screen. 

 

8.2 The following are key features of CBC monitoring module: 

8.2.1 The following Motor transactions are INCLUDED: 

� All types of Motor Policies (MPC, MPT, MCY, MCT, CV, CVT, HVC and HVT 
excluding Fleet policies) – whether it is issued in GenLink or branches. 

� All Motor Cover Notes issued by branches (excluding Road Tax Purpose Cover 
Note) 

� All GenLink Cover Notes 

 

8.2.2. The following Motor transactions are EXCLUDED: 

� Cover Notes issued from FLAS 1 & 2 (currently monitored via FLAS) 

� Fleet Policies 

� Cover Note for Road Tax Purpose 

 

8.2.3 CBC monitoring module is ONLY updated AFTER: 

a. Receipting completed by finance upon receipt of physical payment, AND 

b. Matching of Cover Note & corresponding Policy during policy issuance / cover 
note conversion, AND 

c. Successful run of day end Batch Jobs 

 
 
8.3 Example WHEN CBC / payment status is updated in GenLink CBC Monitoring module: 

 

 

 

 

 

 

 

 

 

 

 

 

8.4 User can check their CBC through My Personal Page > CBC monitoring Summary (Diagram 
37) or Policy Management drop down list > CBC Monitoring (Diagram 38). 

 

Motor Cover Note or 
Policy issued 

1 

MON, 3 Dec FRI, 7 Dec MON, 10 Dec TUES, 11 Dec WED, 12 Dec 

Agent submit full 
payment to MSIG 

a/c handler 

MSIG a/c handler 
submit payment to 

MSIG Finance 

MSIG Finance 
receipts in P400 

2 3 4 5 

After day end batch job: 
Appear as O/S in GenLink CBC 

 

After day end batch job: 
Removed as O/S from GenLink 
CBC 
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Diagram 37 
 

 
Diagram 38 

 

8.5 Use the GenLink CBC Monitoring module to search criteria (Diagram 39). 

 

 

Diagram 39 



GenLink Motor User Manual 

Version 1.3  Page 30 of 30 
Prepare by: JY (Sep 2008)  

 

8.6 Search Results will be displayed (Diagram 40) 

� Search results are sorted by: 

I. Transaction date  

II. Policy number  

III. Cover Note number 

� The Transaction Date is the cover note issue date or policy posted date. 

� Days O/S – calculate from the system date against Transaction Date of the cover note 
or policy 

� The Gross Premium is a total premium inclusive of Service Tax and Stamp Duty. 

� The Amount Due is a net due to Agent – less of commission.  

 

 

Diagram 40 
 


