L A NY Excess Line Association of New York
EEFS/AEROS Administrator Quick Guide

This document includes instructions for managing user profiles (user logins) on ELANY’s
EEFS/AEROs system. Only users with the Administrator role can add or manage user profiles.

All users must have their own user profile for signing in to ELANY systems.

Administrators are responsible for

1. Adding user profiles for users who need to file Part Affidavits / Part C Affidavits / Purchasing
Group transactions with ELANY, access invoices and invoice reports, upload binding authority
documents, or have access to system-generated or ad hoc reporting; and
Disabling user profiles when a user has left the broker or third-party company; and

3. Creating only user profiles for which the broker authorizes the user to access data and
documents specific to the broker.

Should an administrator have questions or be unable to perform the above requirements, please
contact ELANY at ELANYHelpdesk@elany.org.
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Setup New Users (create user profiles)

1. Log into EEFS with your admin user ID Contact ELANYHelpdesk@elany.org if you
and password. need help with the user ID or password.
https://eefs.elany.org/eefs/

2. Click the Security tab on the top menu to get the User Profile / Maintenance menu option.

A ] ey [N NN

Security Profile Maintenance
Primary Contact || Secondary Contact || Users | History | Elect Submission | Stamped Documents

License No: TEST BROKER
Profile Type: |Mfﬂlb&f j
Roles: | Invoicing a|

3. Click the User Profile / Maintenance option in the left menu to get the User Profile screen.

User Profile Maintenance

Contact Information | Security Settings | History

Security Profile: |TEST BROKER |
User Profile: IBRO'K—F—R-. TEST [519833A] j

Unange Fasswora User Id: | 519833A | |TEST BROKER

V 20-Apr-2026 Page 2 of 8


https://eefs.elany.org/eefs/
mailto:ELANYHelpdesk@elany.org

ﬁLANY

User Profile Information

Excess Line Association of New York
EEFS/AEROS Administrator Quick Guide

User Profile Maintenance

e User Profile: Select “-—- Add New User”

e Copy From: Change if applicable

l ] Contact Information | Security Settings | History
Security Profile: |TEST BROKER |
| t'ser Profile: | |--~Add New User-— | m [5193);J swsisiosnn »| T
|<New User> |<New User>
Status: | @ c c c |
Binding Authority | Data Access:l'Read-L'pdate Delete j
PartA
I Roles: . .
Purchase Group v l Initial Page’ IBatchListin_z Page L]
Logon Attempts: | |
P Explrgnoq | | Last Access Date: |
ate:
[ Cancol |

e User ID: Enter a new ID. Recommendation is the user’s first initial followed by last name.
There can be no spaces, special characters, or email addresses. If the user ID already
exists, a number can be added to the end to make it unique.

¢ Roles: Select the roles the user will perform. To select more than one role, hold down the
CTRL key and click on the desired roles.

ROLE

RIGHTS

FIRM’'s CONTENT ACCESS

Administration

IAdd / edit user logins and primary contacts
for the firm; Manage licensee pin codes;
Set stamped document preferences

All data, documents, reports

broker

Part A Create / submit Part A Affidavit filings for All Part A Affidavit data,
stamping documents, reports
Part C Create Part C Affidavits to share with E&S All Part C Affidavit data,

documents, reports

Purchase Group

Create / submit Purchase Group filings for
stamping

All Purchase Group
data, documents, reports

Invoicing

IAccess Invoices and invoice reports

All invoices, invoice reports

Binding Authority

Upload binding authority documents

Only submitted documents

e Data Access: Change from “Read Only” if user needs to add, edit or delete data.

¢ Initial Page: Select “Dashboard” or “Batch Listing” depending on the user’s primary role.
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Contact Information

User Profile Maintenance

User Profile Information || & C o0 F"Curity Settings = History

Security Profile: |TEST BROKER |

First Name:

Last Name: I
Address Line One: |
|
|

Address Line Two:
City: State: I-— Select State — d
Zip Code: l— Country: I
Phone: |
Email Address: I
Web Site: |

Create Cancel Reset
EE EXE REEE

e Bolded fields are required. Non-bolded fields are optional.

6. Security Settings

User Profile Maintenance

| User Profile Information | Contact Information | |

ngs | _I]istory_

Security Profile: |TEST BROKER |

User Profile: |<New User> |

Challenge Question: |

Challenge Answer:

Password: [ssssesssses [Conﬁrm Password: || seeseeeeees

[Greate JJJ Cancel [ Resel |

e Enter temporary passwords in the Password and Confirm Password fields. These must
match exactly.

e Click the Create button to save the User Profile.

7. To create more logins, click the User Information tab and repeat steps 4-6.
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After creating the User Profile for a new user

Broker
Administrator
will need to:

New User will
need to:
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Share the following with the user

EEFS login https://eefs.elany.org/eefs/
User ID

Temporary password
Log in to EEFS with their user ID and temporary password.

Change the temporary password per EEFS prompt.
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Disable or Delete User Profiles

Broker Administrators are responsible for helping ensure the security and integrity of a broker’s
data and documents by disabling or deleting user profiles timely when

e Auser has left a company, or
e A user has changed roles within a company and no longer needs access, or
e Any other reason the user no longer needs access.

Disable vs. Delete

e User profiles created and used to access the EEFS/AEROS system cannot be deleted;
instead, they must be disabled.

e User profiles created but not used to access the EEFS/AEROS system should be deleted.

1. Log into EEFS with your admin user ID Contact ELANYHelpdesk@elany.org if you need
and password. help with the user ID or password.
https://eefs.elany.org/eefs/

2. Click the Security tab on the top menu to get the User Profile / Maintenance menu option.

" [ weperin ] I e ] g

Security Profile Maintenance

Primary Contact | Secondary Contact | Users | History | Elect Submission | Stamped Documents

License No: TEST BROKER
Profile Type: |1\'1'3ﬂl1bﬁr j
Roles: | Invoicing a|
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3. Click the Users tab on the sub menu to get a list of user profiles for the broker.

e Profiles created but never used will have an ‘I (initial) in the status column.

e Profiles created and used will have an ‘E’ (enabled) in the status column.
Click on the User ID to be disabled or deleted.

Affidavits Emulate Heip | [ iCogort

Security Profile Mail

Profile Information | Primary Contact || Secondary Contactf| /1! || Hist§ry | Elect Submission | Stamped Documents

Users for the Security Profile: |TEST BROKER |

UseeD ¢ | User Name ¢ | Email ¢ Phone ¢ Stat ¢ | Admin ¢
IADMTEST ADMIN, IMA NONE@ELANY ORG (207)885-6210 E Y
519833AK KEMPER, ARLANA NONE@AKEMPER COM  (111) 234-5000 E Y
519833AK2 KEMPER. ARLANA AKEMPER@ELANY.ORG (111) 222-3333 E
KEMPER, MARY AKEMPER@ELANYORG (615) 111-2222 I
ADMS519833 LAST. FIRST NONE@ELANY.ORG (207) 774-3857 E Y
KMCGILL MCGILL, KEVIN NOREPLY@ELANYORG (646) 805-1200 E

4. User Profile Screen

Status will be enabled for Administrators.

e To disable a User profile, choose the ‘Disabled’ status and click the green update button.
e To delete a User Profile, click the green Delete button.
User

How to Add New Users ||

[ Contact Information | Security Settings | History

Security Profile l TEST BROKER ;l

User Profile: [KEMPER MARY [KEMPERTEST] ~]

User 1d: [KEMPERTEST | [MARY KEMPER
[Stams.' & [ [ (] |
Ml Aty = Diaia Access. | Read Only =
PartA
Roles: PartC
Purchase Group = Initial Page: |<UseDefanlt> j

Logon Attempts: |0
Pwd Expiration ’—|
Date:

[ ]
Update  Delete |

Last Access Date:

Reset

For Deletes, a confirmation is required.

Delete User Profile

A Are you sure you want to delete MARY KEMPER'?
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Re-enable User Profile

Broker Administrators are responsible for helping ensure the security and integrity of a broker’s
data and documents by
e Only re-enabling a user profile for a user who previously had access and is authorized by
the broker to access the data and documents again
e Not re-enabling a User Profile for someone else to use. Instead, create a new User Profile
for that person.

Follow the steps outlined in “Disable or Delete User Profiles,” except choose status “Enabled.”
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