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CHAPTER ONE 
INTRODUCTION TO SIBAGEN GENERAL CORE INSURANCE SOLUTION 
 

SIBAGEN Core Insurance solution is a fully integrated general insurance solution covering the entire insurance business cycle 

from underwriting and claim management to reinsurance and accounting.  

SIBAGEN is designed to offer flexibility to users to improve their overall operational efficiency. It ensures quick, accurate and easy 

access to information by adopting a parametric approach to software design 

 

The application enables seamless integration with other SIBA application such as SIBA-Self Service portal, SIBA-mobile and SIBA-

business intelligence reporting tool with a single login and multiple platform channel capabilities for customers, agents, and banc-

assurance. 

 

SIBAGEN is a multi-currency system built on a flexible architecture. It uses one of the most reliable web based technologies 

making it very user-friendly. It designed to enable users access it over multiple user devices such as mobile phones tablets, etc  
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The core modules of the software are: 

- Underwriting 

- Claims 

- Reinsurance 

- Finance 

- Business Intelligence 

- Workflow 

 

This documentation is focused on underwriting.  This module manages all operational processes of underwriting from  

 Quotation 

 Policy processing 

 Endorsements 

 Renewals 

 

The following classes of business are readily available  

1. Motor  

2. Fire and Property 

3. Homeowners 

4. Travel 

5. Liability 

6. General Accident 
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7. Personal Accident 

8. Engineering 

9. Marine Cargo 

10. Marine Hull 

11. Aviation 

12. Oil and Gas 

13. Others 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



BIC Technologies Functional User Manual 

 

™ 

     SIBAGEN 

 

BIC Technologies Company LTD.  Page 11 of 108 
 

GENERAL UNDERWRITING TRANSACTION FLOW DIAGRAM 
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     Types of Underwriting Workflow 

 

     1. Risks Basis 
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CHAPTER TWO – Getting Started  
 

You require the necessary rights and privileges to start the SIBAGEN software.  

To start SIBAGEN: 

Step 1: Type the SIBAGEN URL in the address bar, and click. For example, the address may look like http://172.30.10.24/ 

 

 

http://172.30.10.24/
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STEP 2: Click the Sign in as indicated in the arrow below 

          
 
        Enter User id and password to login 

 

NB: All the characters you type in the Password field will appear as “****” for security reasons 
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CHAPTER THREE – The Workspace  
 

The workspace comprised of Main Menu and Tasks management dashboard. 
The menu allows for easy navigation from one process to another. Users can only access any of the sub menu links based on 
rights 
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TASKS MANAGEMENT MENU 

 
On clicking on the Inbox comes with a tasks management tool. This feature is used to easily track tasks from beginning to end, 
delegating subtasks to teammates, and setting deadlines to make sure projects/assignments get done on time. 
 
Its fully integrated with email alerts and time bound on which a specific task is expected to be completed. It comes with follow up 
comments  

 Indicates all tasks in pending task   and processed tasks  
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MY APPS 

Click on my apps to enter the various modules of sibaGen based on rights granted to the log in user thus Insurance, Finance, 
Business Intelligence, Digital offices, Workflow and Quick Quote 
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REPORTS 

To access reports on the various domain, follow the report link as stated below. See below illustration on underwriting dashboard 
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HOW TO ACCESS APPLICATIONS  

UNDERWRITING   

To access underwriting menu, Click on My Apps>>SibaGen Insurance 
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PRODUCTS UNDERWRITING MENU 
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REINSURANCE MENU 

Under same SibaGen underwriting menu, click on Reinsurance Menu to access the RI Menu  
 

 



BIC Technologies Functional User Manual 

 

™ 

     SIBAGEN 

 

BIC Technologies Company LTD.  Page 22 of 108 
 

CLAIMS 

Under SibaGen Underwriting menu, click on Claims to access the various claims process menu’s 
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ACCOUNTS 

On clicking on the account module, user with rights will have access to the below menu: 
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CHAPTER FOUR – Customer On-boarding  
 

INTRODUCTION: 

Customer On-boarding is the process of registering a new Customer in the system.  

Required Steps 

 Before any customer is created, the first activity is to SEARCH exhaustively if the customer already exists in the 

system. 

 This process of checking is to prevent duplications of customers. 

 If a customer already exists, the existing code is selected and used for the transactions. Existing Customer Details can 

be edited to update the information earlier provided. 

 

1. How to Search for Existing Customer 

 You can search for a customer either by Name, Address or Mobile/Telephone Number 

 To search for a customer: 

- Open the customer onboarding form 

- Key in any of the names of the customer to search 

- The system will fetch all Names that Match and populate the Grid 
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- Further filtering can be done in the Grid 
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EXTENSIVE SEARCHING 

Note: Use all combination of names to search with the extensive search parameter here. Verify the customer by name, Address, 

Mobile or Phone Number and other relevant information. 

If the customer is not found, Search again with another name. 
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ONBOARDING A NEW CUSTOMER 

 
In the case where it is confirmed that the customer does not already exist in the system, a new Customer is created by 

completing all the relevant information in the system to generate a new customer code. The newly created code is then used to 

perform transactions. 

 
Require Information for customer on boarding: 

1. Full Name,  

2. Mobile / Phone number 

3. Address 

4. Email 

5. Identification 

6. TIN Number 

7. Bank Details 
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Customer creation details is divided into three segments thus 
Customer Information Section 
Personal Information Section 
Location and Account Information 
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Customer Creation Process 
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CUSTOMER ACCOUNT BIO DATA 

 

Type    Click on the Type LOV will give you options for all the various categories of customers thus: 

        
 
Please note that excerpt corporate customers where Personal Information segment is not applicable, all the other customer type 
groupings have same layout. 
 
 

Code   Customer code is generated offically by the system using two official letter prefix follow by seven numbers 
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Customer codes  
 
Customer Type                   Prefix                  Sample Code 
 
Individual Customer            ID                       ID0000007 
Corporate Customer           CP                      CP0000007 
Government Customer       GV                     GV000007 

Official Name : Its automatically generated by the system once user enter  Name of Customer. All documents printed from 
the system thus schedules, certificates, debit notes, credit notes, client statement will bear the official name 
 

Name :          Enter name of  Customer here. 
 
Note: Names entered officially shows at official name. User can decide to enter all the names of the customer here and ignore 
the last Name and Other Name fields as illustrated below: 
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Or Firstname is entered at Name, last name entered and other name 
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Last Name:       Enter last name of Customer here if applicable 
 

Other Name :     Enter other names of the customer if applicable.   This will be used for future search in cases where there 
multiple occurance of one user name 
 

Title :  : Drop down on the field to select the title of the customer if applicale 
 

BirthDate:    Enter birthday of Customer using the date picker. Note that its an NIC requirement and will be needed to 
generate sticker for customer 
 

Gender :  Drop down on the field to select customer gender. This is applicable to only individual customer category 
 

Occupation:    Enter occupation of the customer  
 

ID Type:  Drop down on the ID1 and ID2 fields to select the ID type applicable  
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ID No :  Enter the number on the ID here at ID1 No and ID2 No. 
 
 
Enter details for below at Account information: 
 

Physical Address  

Postal Address  

Phone No1.  

Phone No2     

Email  

Tin No.  
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Digital Address  
 
 
Bank Details 
 
If available kindly enter. It will be used during claims settlement and other financial transactions 

Bank Name   

Bank Branch  

Account Number  
 

File Attachment: Click on the file attachment icon  to attach driving licence and other documents required from the 
client to create the account  
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SAVING AND GENERATING CUSTOMER ID 
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CHAPTER FOUR - Motor Quotation and Policy Process 
 

** there are two levels of Policy Quotation: 

1. Quick Quote 

2. Detailed Quote/ Policy Processing 

 

Quotation requests are usually received through emails, calls and personal requests. The request is assessed to ensure that all 

relevant information necessary to allow for a quote to be given is available.  

The quotation is then prepared in the software and the relevant quotation schedule and invoice sent to the insured. The process 

is first stage of underwriting a policy in SibaGen. 
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Quotation/Policy Process Status Dashboard 
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Policy/Quote Header 
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       Main Product 

This does not allow for selection. System automatically default to motor product as indicated above 

        Sub Products 

This LOV  will allow user to select the various subtypes of motor product as illustrated below: 

 



BIC Technologies Functional User Manual 

 

™ 

     SIBAGEN 

 

BIC Technologies Company LTD.  Page 43 of 108 
 

 Branch 

 Click to select the operating office or branch for user. Users mapped to their offices will have their office automatically 

defaulted 

 SBU 

SBU simply means Strategic Business Unit. Instead of earlier branch operations where each branch has broker, corporate and 
retail units, there is only going to be one branch office. Users are expected to pick the appropriate strategic business unit 
depending on the business category: 

 
  NB. Excerpt Broker and Corporate branches that are mapped to only Broker SBU and Corporate SBU, all the other branches are 
mapped to Broker, Corporate, Retail SBU’s            
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Insurance Type 

The insurance type refers to the various ways Star Assurance accepts business from other insurance Companies. Click on the 

insurance type LOV to display the various insurance sources and select the applicable one thus: 
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      NB. Note the below of the various insurance types: 

1. Direct  

Choose this when Star Assurance is the Primary Insurer( Normal Business from walk in clients, Brokers and Agents)  

2. Inward 

Choose this when the business is from another insurance company as Facultative Reinsurance (FAC inward business) 

3. Coinsurance Leader 

Choose this when Star Assurance is Coinsuring with another insurance company and is acting as a leader or taking a greater 

% of the risk 

4. Coinsurance Member 

Choose this when Star Assurance is Coinsuring with another insurance company and not the  leader or not taking a greater 

% of the risk 

 

NB. If Inward, Coinsurance Leader and Coinsurance Member is selected, enter the company share menu  for participating 

companies allocations 

Business Source    

This field allows you to select the source of business or means by which the business comes to   Star Assurance. Click the 

LOV  to select the appropriate: 
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 Currency 

 Click    to select the currency in which the policy is being issued with the appropriate rates as indicated as 

indicated below: 
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Start and End Dates 

The start date and end date are used to indicate the policy cover period. 

NB. The start date is defaulted to system date (Today’s date) 

The system comes with an intuitive and eases to use date picker calendar as showed below: 
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 Policy Days 

This is automatically defaulted in the system using the number of days between the start and end dates. 

 

UW Year 

UW Year is automatically defaulted in the system 
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Customer Details 

Use all combination of names to search with the extensive search parameter here. Verify the customer by name, Address, Mobile 

or Phone Number and other relevant information. 

If the customer is not found, Search again with another name. 
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For a customer that does not exist, click on the  button to go through the customer registration process. 

 

The below customer details are automatically populated once a client is selected 

 Addresss 

Tel No 

 Ownership 

The ownership field is defaulted to the Client name selected. This field print on the policy schedules. The field is editable. For 

normal clients leave the name as it. 

If the name to appear on the schedule is different from the client name, then edit the field as appropriate. Such situations may 

arise in the scenarios where there is: 

- Joint Ownership of a property 

- A property sold but not yet transferred 

In these scenarios: 
Register only one name and in the Assured field add the joint name separated by / as below: 

Eg. Client name: John Mensah 

Interest Party: Star Assurance Company Ltd 

Assured Name: John Mensah/ Star Assurance Company Ltd 
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Loss Payee:  

Use this to indicate Interest on the policy by a Bank or financial institution 

 

Commission 

 For policies with Agent/Broker as source of business, the commission button is enabled for users to confirm the entry 

details of the agent/broker as illustrated below: 
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1. Click on   to select Agent/Broker applicable. open the commission menu.  

 
 

 

 

2. Once an agent/broker is selected, system automatically enters the name and commission % based on the commission setup 

done. 

Note the below action button after adding the agent/Broker 
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  Reference Number 

Once a policy is saved successfully for the first time, a policy reference number will be generated. This number is a unique 
number of the policy which is also referenced in policy/Quotation number, endorsement numbers etc 
Eg.  

 
                    

Quotation/Policy Number 

This number is also generated on first save of a quotation or policy. This number is printed on document printouts (Policy 
Schedule, Endorsement Schedule, FAC closing Slip, FAC Offer slip, Covering letter, Debit notes, Credit notes, Claims credit note, 
and Renewal notices) 

Same format is used for quotation excerpt a suffix type of Q is used to replace P 
NB. In SibaGen, all saved policies are quotes. Once a quote is approved, its assumed a policy 
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New Policy Number Structure 
 
SAC indicates Star Assurance 
6000 indicates system Class of Business code.  Fire will have 3000, Travel is 9000, Engineering is 2000 
20 indicates Policy Year 
00003937 system generated Reference Number 
P indicates it’s a Policy.  
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Endorsement Number 

            This is used for endorsement count on the policy 
 

               
 
 

Renewal Number 

           This is used for renewal count on the policy 
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MOTOR RISKS/VEHICLE DETAILS 

Click this tab to continue entry on the vehicle details, the risks cover, loading and discount, excess, accessories and 
other details specific to the vehicle 
 

 
Clicking on the vehicle details         takes you another window as illustrated below: 
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Main details of the vehicle captured here are the risks type, make& model, body types, usage dates, number of seats, NCD, 

excess and other information that affects the tariff ratings of the policy    
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Motor Risks  

This refers to the actual risks being insured. Note that calculations of premium and certificate wordings are all based on risks type 

selected. At clicking the LOV the below window will open with different risks types for selection: 
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Premium basis 

 
There are three basis on which premium calculations is done thus, Pro Rata, Short Period and fixed Premium  

 

ProRata method calculates policy Premium over 365 days (one year) while the Short Period method calculates Premium based on 

a scale of rate over a period of Months. e.g Period not Exceeding: 

1 Month = ¼ of Annual rate 

2 Months = 3/8 of Annual rate 

3 Months = ½ of Annual rate 

4 Moths = 5/8 of Annual rate 

6 Months = ¾ of Annual rate 

8 Months = 7/8 of Annual rate 

Period Exceeding 8 Months = Full Annual Premium 

Flat premium allows user to over-write any premium calculations based on rights and authorization 
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Short Period: This is defaulted automatically once the policy is less than 365 days 

 

Issue date 

The Issue Date is defaulted to the system date (Today’s Date). For policies which start date is today or in the future, the Issue 

Date is always the defaulted date ((Today’s Date). 

***For backdated policies (Cover notes from brokers Agents), the Issue Date should always be the Policy start date. 

Retro Date 

This is to indicate effective date of back dated policies 

Risks Start and End Date 

  Risks Start and end date are used to indicate the risks cover period. 

  NB. Risks dates are defaulted to policy start and end dates selected earlier on policy header 
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Registration Number 

Enter the Vehicle Registration number here (e.g GE 4376 – 17).When the same registration number exists in the system, there 

will be a warning message. 

 

Ove rider for Registration Number 

All vehicle numbers entered are validated according to current standard. Use the over rider feature for registration number for 

customized numbers.  

When checked, a modal pops up for user to enter reason for using the registration number override 
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Chassis Number 

Enter the Vehicle Chassis number here (e.g 1FMCU8K95EUD46368 ).When the same chassis number exists in the system, there 

will be a warning message. 

 

Ove rider for Registration Number 

For chassis number greater than 23 character, use the chasis number ove rider feature 

 

 Engine No.  

        Enter applicable engine number if available 

 Make 

Click on the make LOV to select the appropriate make of the vehicle 
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 Model           

Click on the model LOV to select the appropriate model of the vehicle 

Body Type 

Drop down on the body type field to select the appropriate body type of the vehicle 

 Colour 

Enter the appropriate year of colour of the vehicle 

 Manufacturing Year 

Drop down on the manufacture field to select the appropriate manufacturing year of the vehicle. 

Note that the manufacturing year cannot be less than the year of registration. This is validated in the system 

Age Loading% 

 Enter age loading% if applicable. By default, its 0% 

 Cubic Capacity 

 Enter the applicable cubic capacity of the vehicle. Eg. 1600, 1800,2000 etc 

 Cubic Capacity% 

Enter age loading% if applicable. By default, its 0% 
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Number of seats 

This field refers to the number of seats of the vehicle being insured. It is used for extra seat premium calculations. 

Extra Seat Loading 

 By default, number of seat is defaulted for each risks/usages. For risks/usages which Extra seat is applicable once user pad the 

number of seat, extra seat is calculated automatically. 

 
From the above, since X1 is the risks selected, once number of seats entered is 8, system automatically calculate the extra seat 

premium of the additional premium which is equal to 15 



BIC Technologies Functional User Manual 

 

™ 

     SIBAGEN 

 

BIC Technologies Company LTD.  Page 66 of 108 
 

NCD Years and   NCD% 

This field allows you to apply the NCD during the time of underwriting. Use 1, 2, 3…. For first year, second year, third year no 

claims discount respectively. Thus if you want to apply first year NCD% enter 1, If you want to apply second year NCD% etc.  

Once the field is entered, the system will automatically select the appropriate NCD % at the NCD % field accordingly. 

Vehicle Value and  Rate% 

For all Motor Comprehensive products, once a risks is selected. User is expected to enter value of the vehicle for premium 

calculation. The rate is automatically generated by the system based on the risks selected.  
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Additional TPPD and  TPPD Value 

When a client requests for additional TPPD, select Yes option at the Additional TPPD drop down and enter the sum insured at the 

TPPD value.  

TPPD rate is defaulted based on the risks selected.   

 

Ded. Excess%  Buy Excess  and Excess Narration   

Deductible Excess is only applicable for Comprehensive and TP Fire and Theft Policies. 

On default, Buy excess drop down is No.  Where the deductible excess% and narration is defaulted accordingly 

 
If the Buy Excess down option selected is “Yes”, system will automatically activate the deductible excess % LOV to select the 

percentage applicable as illustrated below:               

 
 

 



BIC Technologies Functional User Manual 

 

™ 

     SIBAGEN 

 

BIC Technologies Company LTD.  Page 68 of 108 
 

Vehicle Interest Loss Payee and Loss Payee Name 

For fleet policies, if loss Payee is applicable on a particular vehicle, drop down to Loss Payee and enter Loss Payee name 

Sticker Number 

This is automatically generated by the system once the policy is approved and posted to NIC MID  

GIA Number 

 If applicable, enter GIA Number here 

Brown Card No 

 If applicable, enter Brown Card Number here 

Cover Note Number 

 If applicable, enter cover note Number here 
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Additional Info 

This is used to ask client about his/her engagement with other insurance for risks assessment purpose. 

Check Yes/No for the questions and give further descriptions accordingly 
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Saving Vehicle Interest 
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Risks Details with Added Vehicles 

 
 

Once vehicles are added to the grid, user can always update vehicle details using the Edit Vehicle  button. 
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Risks Cover Details 

It will not be required for a user to enter cover details during underwriting.  

 

If further verification is required, user can enter risks cover menu to appraise with the various covers and charges as illustrated 

below: 
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RISKS DISCOUNT/LOADING  

To apply Vehicle Risks Level Loading and Discount, follow the below process to get it completed 
Fleet discount and Staff discounts can all be applied from here 
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PREMIUM CALCULATION SUMMARY 
 

Before saving, check Premium tab to verify summary breakdown of Net Premium, Excess, Discounts, Loadings, Fees etc 
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Illustration of Premium Calculation in The System with a Test Case 
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See attached excel 

Motor Premium 

Calculator.xlsx  
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CHAPTER FIVE 
 

GENERATING A QUOTE 
 

 
 

Once all the underwriting steps are completed, click on save button to save and generate quotation. All saved policies in Sibagen 

automatically assumed a quotation status. 

Running a Quotation  

Follow below steps to run quotation 
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Sample Quotation Document  
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Sending Quotation Via Email 

 
 

 

 

 

 



BIC Technologies Functional User Manual 

 

™ 

     SIBAGEN 

 

BIC Technologies Company LTD.  Page 80 of 108 
 

CHAPTER SIX 
 

OTHER UNDERWRITING TABS/FEATURES 
 

Fees 

To verify details of all fees applicable on the policy. See illustration below 
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RI Details Tab 

This tap keeps trail on RI apportionment automatically done by the SibaGen for view only. User can drill down on further 

apportionment by clicking on >> . RI apportionment is only available after saving a poliy 
  
 

 
 



BIC Technologies Functional User Manual 

 

™ 

     SIBAGEN 

 

BIC Technologies Company LTD.  Page 82 of 108 
 

Endorsement Tab  

This tab is to keep trail on all endorsements passed on approved policies.  
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Document Attachment Tab  

During underwriting all documents are to be attached through this menu. System allows word, excel, pdf, jpeg and png files 
attachment. 
Find below illustrations on Document Attachment process: 
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Document Export 

Document export feature is available on all the forms and processes. See example below. 
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Condition and Clauses 

On default, condition and clauses applicable to a particular policy are attached automatically. User can override by editing or 
attaching if required 
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Claims Tab 

This is a view only tab for underwriter to track the number of claims estimates and settlements on an approved policy 
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Payment Tab 

This is a view only to track all the payments made on an approved policy 
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COPY VEHICLE 
 

This facility will be required for fleet policy creation. To copy a vehicle, select the already added vehicle in a grid  
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CHAPTER SEVEN 
MAIN APPROVAL PROCESS 

System approval process is done in three stages: 

1. Policy saving (user is allowed to modify the policy after saving). Policy is in quotation stage 

2. Confirm (System will automatically pass Reinsurance apportions on confirming the policy. This will prevent any modification on 
the policy unless user unconfirmed the policy 

3.Policy Approval (System continues to automatically pass accounting entries for premium, commission and coinsurance share. 
reinsurance accounting entries will also be passed for proportional arrangements.)  

Policy Save and Quotation Generation 

To save the transaction or changes, click on the save button     

Sometimes the policy may not save because more information such as the policy Sum insured and Premium are required. In such 

situations continue then return later to save the transitions. 

NB: 

If you save for the first time, the policy reference numbers and policy/Quotation numbers are generated in the Sequence 

Number and Policy number fields respectively. 

 

These numbers should be noted down for future references to the policy  
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CONFIRMATION APPROVAL PROCESS 
Once all the underwriting steps are done, premium  is verified , policy is saved successfully and schedules verified to be ok, then 

click on this  to approve confirmation of the policy. 

 
 

If this option is chosen, RI allocations are placed automatically during the policy processing stage. Once policy is confirmed, 

system will not allow any level of modifications or changes 
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Confirmation Approval Workflow 

All confirmation in the system are completely workflow. During confirmation, user is require to assign to higher authority based 

on underwriting limits and for other rights related protocols 
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MAIN APPROVAL PROCESS 
This is chosen to complete the policy processing process where accounting entries are passed for both underwriting and RI 

Policy State Changes 
Colors of labels changes as showed below during the policy approval process: 
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POLICY HISTORY SEARCH 

This is a view only feature which allows user to quickly retrieve an approved policy. Dive into the various endorsements carried 
on a policy, run debit/credit notes, endorsement schedules and other history details of a policy  
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History Log of the various endorsements passed on the policy  
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To run documents such as debit/credit notes, schedules, endorsement schedules on the particular history policy, follow the 
illustration below 
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To view the details of the specific endorsement passed on the policy, follow the illustration below 
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To view the net premium breakdown. Follow the illustration below  
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CUSTOMER 360 
This gives complete view of customers by aggregating data from the various touch. Among the touch points to be considered in 
the customer 360 are customers, underwriting details, endorsements, claims, reinsurance details, payments and customer 
balances 
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Policy Documents 
SIBAGEN comes bundled with default policy documents such as Policy Schedule, Debit Note, Credit Note ,Certificate and 

Endorsement Schedule 

 

To run a policy schedule, follow below process 
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Policy Schedule 
This can be run after save of a policy. Select Policy schedule and click on the  button to view report the report as 

showned below: 
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Sample Debit Note after approval 

 
 

 


