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EASYi

Claims and Policy  
Management  
Portal address
To access:

https://easyi.msig.com.hk

Supported browsers: Chrome, Firefox & Microsoft Edge  

Supported platforms: Desktop & Mobile



Partner owner, admin and standard user will receive an email invitation for account activation.

Activation process

Before entering the EASYi Claims and  

Policy Management Portal, please 

accept “Terms of use”.

• A minimum of 8 characters
• 1 lowercase letter
• 1 uppercase letter
• 1 number 
• 1 special character

Once “Terms of use” is accepted, 

please create a new password and 

confirm the new password.
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Click “Activate now” to activate your account for EASYi Claims and Policy Management Portal.

New password must have:



Enable two-factor authentication

EASYi Claims and Policy  

Management Portal isequipped  

with security protocols for data 

protection. Please select “Security”

under  welcome.
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Click “Set up authentication device”
under Two-factor authentication.

For example, we use Microsoft Authenticator App 

to setup  two-factor authentication. Any other

authenticators app, such as Google Authenticator 

can be used in a similar way.

Please download “Microsoft Authenticator App” to  

your mobile device.

Once downloaded, please click “Add new account”.



Enable Two-factor authentication

Scan the QR code shown on EASYi Claims 

and Policy Management Portal.

Once the QR code is scanned, an 

account will be created.

Locate the one-time code, for this 

example, “406 483”.
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Enter the code and device name. The device 

name can be entered freely for identification

purposes. Then click “Submit”.

If the “code” has expired, an error message  

will be shown. Please obtain a new code from  

the authenticator app again.

From now on, after entering your email 

and password during login, you will need 

to generate a one-time code from the 

authentication app.

406483

iPhone



Disable Two-factor authentication

To disable authentication, please select “Security”

under welcome message, then click “Remove 

authentication device”.
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Update password

Select “Security” under  welcome. Then press “Update password” under Basic authentication. 

• A minimum of 8 characters
• 1 lowercase letter
• 1 uppercase letter
• 1 number 
• 1 special character

New password must have:



Reset password

The default number of password retry attempts

is set to three, allowing users a maximum of

three attempts at logging into their account

before they are locked out. When lock out

occurs, an error message will be shown.

Users may “unlock” their accounts by clicking “Forgot

password” and follow the instructions provided.

Password will always be expired in 60 days. You will 

be redirected to reset password page upon successful 

authentication.
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User profile

At the top right corner, please select “Profile” under welcome message to view user profile.
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Home
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After login, you can see a navigation menu at the left-hand side. You can switch between different 

sections by clicking the respective section.

Home

User profile

At Home, you can see the notification bar at the top showing important messages such as system 

maintenance arrangement, including maintenance schedule and any potential impact on system 

availability.

Next, you can see the News section with the latest promotion offers available. Just swipe to the 

left to see more.



Home
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Home

The homepage provides you with an overview of your 
business. You can select the agent number to easily access 
business related information, including the latest uploaded 
policy, upcoming renewals, expired policies, and the most 
recent claims. 

You can also click on these modules to directly visit the 
relevant pages.

You can track the number of policies issued, gross written 
premium and commission for each product within a specified 
period, giving you a clear view of your business performance. 

The “Create New Business” button enable you to directly 
obtain quotes and issue policies. 



Claim Management

To create new business, press “New business” 
in the navigation menu.

For example, you are going to issue an 
annual travel insurance policy, select “Annual 
TravelSurance 4.0"

Input details to get fast quotation.
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New business

Create new business

Select the product under "New business".
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Fill in the proposer information.

To protect your privacy, the 
commission is hidden by 
default. If you wish to view it, 
simply click the “Show” button 
to unhide the information.

4 Fill in the insured information.
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New business
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Create new business



Review the information and 

premium amount, then click

"Submit".
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New business

5

5

Create new business



An Annual TravelSurance 4.0 policy is issued. You can click “View policy” to view 
the details.

You can view the policy details, client details and agency information.  
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Create new business



You can retrieve the policy documents by selecting the “Document” tab. Click 
“Download” or "Email me", allowing you to send the policy documents to your 
clients right away.
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Create new business



Policy renewal

Policies with status of pending, 

replied, renewed, hold cover, or 

lapsed will be shown.

Select the required policies, then 

click the download/export buttons 

above the table to download the 

renewal notice or export the 

search result.
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Policy management

To search for a specific policy, please 

enter the policy number and 

policyholder name, and select the 

agent number, status and specific 

time period. If no search criteria are 

entered,  records of the last 3 months 

and coming 3 months will be 

displayed when clicking "Search".

You can renew a policy or check the renewal status of the policies by selecting "Policy renewal" 

under "Policy management".



Policy search
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Select “Policy search” under “Policy 
management” and enter policy 
number, policyholder or date for 
the search.

To facilitate intermediaries in 
issuing the same type of policy 
for the same client, you can 
click “Duplicate to new 
business” after searching for 
the relevant policy. The 
relevant details of the 
policyholder and the insured 
person will be automatically 
filled-in. (This function will be 
available by the end of 2025)

You can easily find the required policy documents using either “Policy search” or “Document 

search”. With “Policy search”, you can look up all related policy documents under a specific 

policy. Meanwhile, “Document search” allows you to search for specific types of policy 

document across all policies.



Policy search
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Document search

Select “Document search” under 
“Policy management”, you can 
search by selecting a particular 
document type from the pull-down 
menu 

You can select the required 
document, then click  “Download 
document” to download it to your 
device. 

Policy search

Transaction report

You can view the transaction 
report by selecting “Transaction 
report” under “Policy 
management”. 

Select a particular period, then 
click “Export report”.

The transaction report will be 
downloaded to your device.

(will be available in mid-August 2025)



Claim search

You can check the claimant’s claim details by selecting  “Claim search” under “Claim management”.

Enter any one of the fields including policy number, claim number, claimant name, personal ID number or 

vehicle number to search and access the claim information.

Claim management
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Claim report

You can view the claim summary by selecting “Claim report” under “Claim management” or the 

“Latest reported claims” shortcut on the dashboard.

Simply select a specific loss date or report date to access the claim summary.
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Claim report

Select the tab of “Outstanding claim”, you can view the claim status of all outstanding claims.

P.21



You can select “E-statement” to view the monthly e-statement, which includes the 

statement of account and commission statement. This allows you to have a quick 

overview of your business in a simple way.

E-statement
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(will be available in mid-August 2025)



Partner owner/admin

Create user

Select “Add user” under “Account management” to create 
a new user.

Please enter the required details and click “Add account”.

If the same email address already exists, an error  

message will be shown.

The list of agent numbers is assigned by MSIG admin  

or partner owner.

(Please refer to the explanation on the next page)

Standard user has no privilege of managing other  

users, while administrator can manage users except  

partner owner.

Once created, the user shall receive an activation  

email.
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Agent number assignment example

Partner owner

Agent numbers: 12220000, 13334444, 23456789, 10008000

Create

Agent numbers: 12220000, 10008000

Admin user 1

Agent numbers: 12220000, 13334444, 23456789

Admin user 2

Agent numbers: 12220000

Standard user 1

Agent numbers: 12220000, 13334444

Standard user 2

Agent numbers: 12220000, 23456789

Standard user 3

Create

Create
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User enquiry

Click “User enquiry” Under “Account management” to search user by entering 

the full name, email or agent number.

For partner owner, all users are shown on the list, while for admin, the partner 

owner is not shown.

User can only be edited by users  in upper hierarchy. For example, partner 

owner can edit admin, but admin cannot edit another admin or itself.

For standard users without administration privileges, only self-service facilities, 

such as profile update, change password and security, are provided.

You can click “Edit” to edit the user details.
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Partner owner/admin



Partner owner/admin

Terminate user

After clicking “Edit” to edit the user details, you can terminate a user by clicking the 

“Terminate account” button.

A confirmation dialog will be shown. When the user is terminated, it cannot be 

enabled again.

The terminated user will free up the original email for use later.  For example, 

peter@mail.com of ABC company is “Terminated”.  Another company DEF can then add

peter@mail.com.
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mailto:peter@mail.com
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User guide

To access the user guide for EASYi Claims and Policy Management Portal,  you can either click the 

action button “View file” to view the user guide or click "Download" to save a copy to your device.

Useful information
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Product brochure

You can access product brochures for our various products under "Useful information". Simply 

choose the brochure you need and either click "Download" to save it to our device or click "Email me" 

to send it to your clients right away.

For enquiries, please contact 

your MSIG account handler.



MSIG Insurance (Hong Kong) Limited

9/F, 1111 King’s Road, Taikoo Shing, Hong Kong  

Tel +852 2894 0555 Fax +852 2890 5741

Macau Branch

Avenida Da Praia Grande No. 693,

Edif Tai Wah 13 Andar A & B, Macau

三井住友海上火災保險（香港）有限公司

香港太古城英皇道1111號9樓

電話+852 2894 0555 傳真+852 2890 5741

澳門分公司

澳門南灣大馬路693號大華大廈13樓A-B座

電話+853 2892 3329  傳真+853 2892 3349

For more information, please contact 
your account handler.

如欲了解更多，請聯絡您的客戶主任。

msig.com.hk
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