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This document includes recommendations for using the training materials available in ELANY’s 

AEROS system. 

 

You must be signed into EEFS/AEROS to access the training content.  https://eefs.elany.org/eefs/ 

 

Should you have any issues, please contact ELANY at ELANYHelpdesk@elany.org. 
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AEROS How Do I? 

 
AEROS training videos (  ) and user guides (  ) are available in the “How do I?” section of ELANY’s 

Electronic Filing System (EEFS).   

 

Pop-ups must be enabled on your laptop / desktop to watch the training videos.   

 

The “How do I?” menu option is available at the bottom of the left navigation panel. 

 

There is content for Part A Affidavits, Reports, Inquiries, the Dashboard, User Profiles, and Binding 

Authorities.  Specific EEFS/AEROS user roles may be required to access some of the functions shared 

in the training materials.  Consult your Broker Administrator for additional access if needed. 

 

 

 
 

https://eefs.elany.org/eefs/


Excess Line Association of New York 
AEROS  Training Material Quick Guide 

 

V 27-Apr-2026                                                                                                                                                                                                                                       Page 3 of 6 

 
Part A Affidavits 

 

 
 
Recommended viewing / reading order , e.g. the most common workflows first: 
 
1.  Overview 

Orientation to AEROS Platform for Part A 
Affidavit 

Overall guidance on using the AEROS Part A Affidavit functionality 

2.  Starting Points 

Batch Listing Starting point to create transactions and to manage existing 
batches and the transactions within the batch 

Transaction Listing Allows the transactions to be added, edited, and managed for a 
specific batch 

3.  New Affidavit 

New Affidavit  How to create a new affidavit 

Single-Affidavit  The ELANY requirement to allow new affidavits and their 
endorsements to be grouped in the same batch 

Risk / Coverage Code Selection The features of the coverage/export code selection in conjunction 
with the risk code and their effect on the declination section 

How to Add Tax Allocation to a 
Transaction 

The details of the tax allocation entry and its impact on the 
placement information. 
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4.  Submitting an Affidavit for Stamping 

How to Correct Data Validation Errors / 
Validation & Errors 

The visual cues and how to correct errors on a transaction 

Submit to ELANY The various points from which a batch can be submitted 

5.  
 

Corrections after Submitting to ELANY (Re-opened Batches) 

How To Correct Data on Part A Affidavit The steps to take when ELANY has re-opened a batch for a needed 
correction 

How to Upload Missing or Incorrect 
Documents 

How to attach documents when ELANY has re-opened a batch due 
to insufficient documents 

Re-open Batch Orientation for 
Programmatic Filers 

How to amend reopened batches submitted by programmatic filers 

6.  Retrieve Stamped Documents 

 Retrieve Stamped Documents The various methods to get the stamped documents of the batch 
returned by ELANY 

7.  Update Transactions 

Endorsement Transaction The creation of endorsement transactions; on either a Binder or a 
Dec Page transaction 

Stamp-Only Transaction The creation of stamp-only transactions on a Binder or to Create a re-
stamp on a previously stamped transaction 

Notice Of Correction (NOC) Transactions The creation of a notice of correction (NOC) transaction on either a 
Binder or a Dec Page transaction 

Suspense Resubmission Transaction The creation of a suspense resubmission transaction when ELANY 
suspends a transaction 

8.  Renewing an Affidavit 

Renewal Affidavit The steps to renew a transaction 

9.  Broker of Record 

Change Broker of Record (CBOR) 
Transaction 

The creation of a change broker of record (CBOR) transaction 

Reverse Change Broker of Record (CBOR) 
Transaction 

How to reverse a previously entered change broker of record (CBOR) 
transaction 
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Reports 

 
Recommended viewing / reading order , e.g. the most common workflows first: 
 
1.  Overview 

Reports / Run Reports Guidance on running, viewing, downloading and searching for   

2.  System Generated Reports 

 Invoice Reports How to access the system-generated monthly ino Accounts Receivable (A/R) 
invoice report 

End of Month  How to access the system-generated monthly filling report 

End of Year How to access the system-generated end-of-year reports to be used when filing 
annual excess line premium statements with the New York Department of 
Financial Services (DFS) 

3.  Stamped Documents 

Stamped Documents  How to run reports of stamped documents for a specific filer, submit (to ELANY) 
date, returned (from ELANY) date 

PDFs Additional details on how to search for and find stamped documents 

 

Inquiry 
 

1.  Inquiries 

Affidavit How to search for Part A affidavits using criteria for specific views   

Declining Companies How to search for declining insurance companies using criteria to limit the 
outcome, e.g. NAIC code, company name, organization type e.g. P&C insurer) 

Life Brokers How to search for life and health brokers using criteria to limit the outcome, e.g. 
license number, broker name 

Producing Brokers How to search for property and casualty brokers using criteria to limit the 
outcome, e.g. license number, broker name 
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Dashboard 

 
1.  Inquiries 

Dashboard Explains how to use the broker-customizable widgets that provide a bird’s eye 
view of various aspects of a broker’s overall filing data   

 
Binding Authority 

 
1.  Inquiries 

Binding Authority How to use the upload portal to submit Binding Authority Agreements to ELANY    
 
 

User Profile 
 
1.  Individual Users 

Quick Guide for MFA How to use ELANY’s multi-factor authentication for accessing EEFS/AEROS 

2. 2 Broker Administrators 

User Profile Maintenance Instructions for broker administrators to add and disable logins for those 
authorized to access the broker’s data and documents and/or use the ELANY 
system to  submit policies or endorsements for stamping 
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