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echnical
Training Academy

By the end of this training session you will be able to:

= Provide a quote for a stand alone Legal Expenses Insurance policy
and DAS Loss Assist policy.

= Provide a quote for an add on Legal Expenses Insurance policy

= Action a mid term adjustment for a Legal Expenses Insurance policy
= Cancel a Legal Expenses Insurance policy

= Renew a Legal Expenses Insurance policy
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Creating A Stand Alone Policy
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HOME TASK MANAGEMENT BROKING RENEWALS REPORTING HELP o . .. . ® L . .. : - Log Off | =
Broking < || options <| Locate RFQ A2l <
4 Contacts Search Main Search Criteria
4 Qu:‘\rf;:m\ar\s Ltd - 30127668 - Lead 3 t:z: Zli:te Search On |:| *
5 :‘;::5 ﬁj = Additional Search Criteria -
P Complaints Search *
I Fees —
Accounts 0 Results -
TO ad d an R FQ fl rstly fl n d th e b Vision Inc - 30166703 - Live & RFQRet. Paieyhalder Product Target RFQ Description Effective Date | RFQ Status @
customer profile or create a new H
profile and then select Add RFQ 2
from the Options column. @

Open RFQ Add to Tree View
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Creating A Stand Alone Policy

echnical

Training Academy

Select the appropriate Product —— .-k = —

Type from the drop down. et | e e s
= e .

DAS Commercial Legal Expenses | 't — .

(Commercial Legal Expenses .

Insurance Product) or DAS Loss o :

Assist Business can be selected o g

for a stand alone policy. —— | (BT e :

Alternatively by selecting another P

product you will have the

opportunity to add DAS

Commercial Legal Expenses to

your policy.
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Creating A Stand Alone Policy

HOME TASK MANAGEMENT BROKING RENEWALS REPORTING HELP N . . o . L ) e Log Off | ~
Broking < | | Options < | Add RFQ = . MY
4 Contacts Search Product Target
4 Quill Guardians Ltd - 30127668 - Lead Locate RFQ + Product Target DA G 2l Legal B X
RFQs & || Locate Quate roduct Targ ammercial Legal Ex ﬁ .
sad Populate the required
I Claims Acd RFQ
> Complaints Include All Preduct Targets * B -
- B fields marked with a red
Accounts Dates -
b Vision Inc - 37166703 - Live * Effective Date Quote Required Date. @ as t e r I S k .
* Term End Date 20/05/2019 Insurer Quote Due Date
Remarketed o

Remarketed Policy (ves  (UNe IS Once the Informatlon haS
e ; been populated and

Account Exec Office DAS A * Account Handler Office DAS x m

* Account Exec Test User 1, DAS A * Account Handler Test User 1, DAS v Saved’ CIiCk on Ri S k
ors - ] Details from the Options

Additional Information

RFQ Description CO I u m n .

Select Frames Save Cancel
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Creating A Stand Alone Policy

Options < Risk Details

Details Product Tree Allw
Main Details

Agent & Introducers
Client Reguirements
Product Selection
Add On Selection
Risk Details

Claims History
Subsidiaries Covered
Rating Notes
Interested Parties
Quotes Recelved

DAS Commercial Legal Expens..

File & Diary

Task Management
Electronic File
Highlighted Activities
Status History

Create Document
Create Email

Add Task

Acd Activity

Actions

Update Claims History
Clone RFQ

Clone RFQ across Client
Close

Change Offices

View

Refresh View

Remove RFQ from Tree Aed Femove

Clone Grid View

Hide unanswered optional questions

Risk Details | Claims History  Additional Info.  Rating Notes
Company Details
* Business, company or partnership name:

Quill Guardians Ltd
* Address:

57 Melbourne Road, Bristol, BS7 8LA, United Kingdom

Edit Remove

* Legal Trading Status:

Limited -
* Tumover (including Rental Income) £

420,000

* Total Wageroll £
120000

Trade Information
* Main Business Trade:
Academy School X

* Business Description:
scnool

Risk Information

* Total Rental Income from Commercial Premises &
0
* Total Rental Income from Residential Premises &
0
* Total number of directors, employees and sub-contractors in your business
(including yourseif):
27

* How many legal disputes, prosecutions (excluding motoring offences) and tax
enquires from HIVRC has the business had in the last 5 yearst:

Back Next Save Cancel

Populate the
required fields.

Ensure you scroll
down to complete
the required fields.

Risk Details
Product Tree

DAS Commercial Legal Expers...

“

Add Remove

Clane Grid View

Hide unanswered optional questions

Once completed press Save and then Submit.

al[¥]|[@

Risk Details | Claims History  Additional Info.

[)

Rating Notes

* Total Rental Income from Residential Premises £
0

* Total number of directors, employees and sub-contractors in your business
(including yourself;:

27
* How many legal disputes, prosecutions (excluding motering offences) and tax
enquires from HMRC has the business had in the last 5 years?
)
# Has the business ever had legal expenses insurance cancelled, been refused legal
expenses insurance or had special conditions imposed?s
() ves @ Mo

* Are you aware of any circumstances that may give rise to & claim?:
(O ves @ Mo

* Has the business been taken over, merged with, acquired or dispased of any
companies or significant business activities in the last 3 years, or are any currently
under consideration?:

(O Yes @ no

* Has any proposer, director or pariner of the Trade or Business ar fts Subsidiary
Companies ever, either personally or in any business capacity had any convictions
or eriminal offencas which are not spent under the Rehabllitation of Offenders Act
or has any prosecutions pending:

(O Yes @ No

* Has any proposer, director or pariner of the Trade or Business or its Subsidiary
Companies ever, either personally or in any business capacity been deciared
bankrupt or insolvent or been the subject of bankruptcy proceedings of insolvency
proceedings?:

O ¥es @ Ne

* Limit of Indemnity:
250,000 -

Back Next Save Cancel
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Creating A Stand Alone Policy

Options < Quotes Received o

Details Quotes Received
Main Details

Agent & Introducers
Client Requirements
Product Selection
Add On Selection
Risk Details

Claims History
Subsidiaries Covered
Rating Motes
Interested Parties
Quotes Received P

File 8 Diary

Task Management . .
- Next, open the quote which will
Highlighted Activities . .

Sttus History take you to the main details screen

Create Document

Creste et by clicking on Quotes Received

Add Task Open Quote Add to Tree View Quote Comparison Options ~ Key Information

acd Activy under the Options column.

Add On Quotes Received -
Actions 2

Update Claims History Product Target Insurer Insurer Account | Product Quote Status Client Amoun
Submit

Clone RFQ

Clone RFQ across Client

Close

| Insurer Insurer Account | Product Quote Status Client Amount inc Tax | Discounteg

E v DAS Legal Expenses Insur DAS DAS Commercial Legal Expen Obtained 24254

Change Offices
WView
Refresh View

Remave RFQ from Tree COpen Add On Add to Tree Wiew Options ~

Show Available Quotes Only Cancel
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Creating A Stand Alone Policy

Options

Details

Main Details

Report Questions
Client Reguirements
Risk Details

Claims History
Rating Motes

Rating Amounts
Premium Summary
Insurer Details
Client Details
Compliance Information
Additional Details

File 8 Diary

Task Management
Electronic File
Highlighted Activities
Status History

Create Document
Create Email

Add Task

Add Activity

Actions

Update Claims History
Clone Quote

Target Calculator
Accept Wizard
Pre-Authorise Invoice
Finance Quote

Reject

Submit

Set to Manual

Quote Documents

Main Details

Reference
Quote Ref,

Quote Cetails
Product Target
Insurer
Insurer Account
Product Name
Insurer Quote No.

Dates

* Effective Date

*Term End Date

Account Information

* Post To

Offices
Account Exec Office

* Account Exec

* Income Team

Additional Information

Quote Cescription

257572954

DAS Commercial Legal ...

DAS Legal Expenses [ns...

DAS

DAS Commercial Legal Expen

21/05/2018
20/05/2019

Client

DAS
Test User 1, DAS

DAS

Old Quate Mo,

Rating Method

Quote Status

Quote Obtained Date

Quote Expiry Date

* Account Handler Office

* Account Handler

E-Trade

Obtained

21/05/2018

20/06/2018

DAS

Test User 1, DAS

Cancel

1R (] 5 b @ ()] T [

ar
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Once you have retrieved your quote,
double click the quote to open it. You
can also view the quote documents
by clicking ‘quote documents' in the
options tab, and then visiting the
electronic file.

From here you will now be able to
accept the policy by selecting on
Accept Wizard under Actions in the
Options column.
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Creating A Stand Alone Policy

HOME TASK MAMAGEMENT

£

Accept Wizard

Steps

Q Cover Summary

G Amounts Summary

% Report Questions

& Client Requirements
& Compliance Information

From here you will run through the Accept Wizard. This will replace the Options column whilst running
through the completion of the policy. As each section is complete a tick under the Accept Wizard steps will

highlight in green. The section currently being worked on will highlight in
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Creating A Stand Alone Policy FTechnical
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Admin Fee VAT Rate

me Summary

Under the following section Amounts Summary (second step in the Accept Wizard) you may wish to click
on 'Premium Summary' to change the commission or fee, remembering to save any amendments.
Alternatively you can cancel the screen without making any amends.
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Creating A Stand Alone Policy

echnical
Training Academy

You will also need to click on Edit under the Product
Target which will allow an additional pop up to open.

HOME TASK MANAGEMENT BROKING RENEWALS REPORTING HELP Log OFf | ~
Accept Wizard <| Amounts Summary Edit Insurer Details & X = [ <
Steps Client Details - : '
@ cousurmn BIPS (— o Select Risk Transfer from the
@ Amounts Summary =
& Report Questions Total Retained Incom|{  Insurer DAS Legal Expenses Insu

G e - : Risk Transfer Type drop down.

& Compliance Information

Create Document Risk Transfer

Product Target  In| * Insurer Office anster Type | Insurer Policy No. | Gross Premium inc Tax | || 52

e e Once selected, press ok and
Add Task DAS Commercia ' D) acdress Third Pary +Back, Bristol, BS1 6NH, United Kingdom 22y 3 p

Add Activity Total 24284

Policy Numbers

) the pop up will close
automatically. From here,

Insurer Amounts -

| el select Next

Percentage of Risk. 100.0000000 -
Intrody -
Net Premium 14099
Prod arget Inf Rate Type Rate Ameunt

Commission Income 7582
Palicy Fee 0.00
PT 26.03
WAT 0.00
Gross Premium inc Tax 24284

Add Edit| Additional Information
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Creating A Stand Alone Policy

Complete the following screen as per your standard process.

.- T = [ ] L
HOME TASK MANAGEMENT | BROKING | RENEWALS REPORTING HELP T e O e, " Logorr | v |
Accept Wizard < | Report Questions X <
Steps Report Questions -
@ Cover summary Allow forward dating - TEST ONLY [ -] @
ci Amounts Summary =
Ci Repert Questions Original Premium - TEST OMLY | |
@ Client Requirements | |
o EomElETeR BT Renewal Moderator - TEST OMLY [
File & Diary Policy Status | T |
(Create Document B
Create Emall Cancellztion Reason | - | El
Add Task
Add Activity

Same again on the Client Requirements screen, click Next.

ST B E R ¢ “ Logort | - |

HOME TASK MANAGEMENT ‘ BROKING | RENEWALS REPORTING HELP
X || <

Accept Wizard < Client Reguirements
Steps Client Needs
@ Cover Summary @
@ Amounts Summary =
& Report Questions

jim]

% Client Requirement:

® Compliance Information B /7||U =B+ @ W |¥
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Creating A Stand Alone Policy
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On the final screen of the Acceptance ot T -~
Wizard, there are two drop down boxes — [gememm 00T = ’
that need to be populated accordingly; if —[S&mmmme | 277,

the policy is an advised sale and the st B e o -

sale type. = o o .

Once populated, include any additional e o

details as per your standard process, e o

click on Accept. ow o -

Oves ONo

A pop up will confirm the documents will
be available shortly in the Electronic
File.

Contract Concluded by Telephone () ves (JNo

1 Motification

1 0 Documents will be available shorthy in the Electronic File.

OK
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Creating A Stand Alone Policy

echnical

Training Academy

Matification

0 The Policy has been Accepted and can now be invoiced. Select action:
The next pop up will ask you to confirm if the

client is being invoiced now, if you wish to add it
as a task or if you wish to open the policy again.

Inveoice Now

Add Task

Open Policy

Account Credit M Acturis will pull through the payment method
Account Credit used on the previous policy version. If this is not
Cash correct select the correct option from the drop
Cheque down list as per your business operating model.
Direct to Insurer

Finance Prowvider Other Then CliCk NeXt.

-
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Creating A Stand Alone Policy

echnical

Training Academy

" wgott |~

© arerorens omasane e : ®

DAS rouse.

Peaple & Acdresses Acdres Tempie Back, Quay Side, Bsto, Unitea Kingdom, BS1 6N a

Check the details pulled
through are correct and add
any additional comments in
the comment boxes, then
click next to continue.

Then click Post Invoice to
open the invoice.
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Creating A Stand Alone Policy
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[ Password

(708702621) Invoice' is reserved by UAT ActComp

Enter password to modify, or open read only.
Password:

’Eead Onily ] [ Ok ]’ Cancel ]

The invoice will open in Microsoft Word The invoice will automatically save into
as a password protected document, the Contact Electronic File. You can
you can only open it as read only. now close the document.

The policy is now live, as shown in the
Broking column on Acturis.
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Creating An Add On Policy
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To create an add on,
complete an RFQ for your
required commercial
insurance policy. If DAS
Commercial Legal Protection
Is available as an add on it
will show in the 'Add on
Selection' box.

Complete the required
information then click on
Save.
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Creating An Add On Policy

Gptions < Add On Selectan
Detals Avatabia A3 On Broduct Targats
Man Dela 71 | Product Target Beserigtion
‘gent & Itroducers

Clent Reiremenis ¥ DAS Commercial Legal Experses

Prodiuct Seiection ¥ DS Loss Ausst Busess

e On Seiectn
R Detals

s History
Suvsicianes Cortred
Rating Notes
Iterested Fartes
Quotes Received
il & Disry

Task Management
Bectranic e V| DAS Cammercil Legal Experaes DAS Logal Expenses insurance Campary Lic DAS DAS Commercil Legal Expenses

seect

Ausiabie cd O

¥ Procud Target Insurer Insurer Account Product.

Highlighted Acttes V| DS Loss Assst Busiess DAS Legai Expenses Insurance Company Lic DAS DAS Loss Assist Business
Status History.

Creste Document

Creste Emal

g Taak

Asg hay.

actens

Upcate Claims Mstory.
Clone RFQ

Clone RFQ acress Clent
Cose.

Crarge OHfices

View

Retresh view
Remare RFQ trom Tree
femene Otrer RIS from Tree

Produst Berefts

Snow Preferred & Selected Adg Ons Only

Rating Meinoe
ETace

ETage

B sk 0@ &

0 &

Add On Selection

Available Add On Product Targets

Product Target Description
DAS Commercial Legal Expenses

DAS Loss Assist Business

Select

Available Add Ons

B Product Target Insurer Insurer Account

' DAS Commercial Legal Expenses DAS Legal Expenses Insurance Company Ltc DAS

2

DAS Loss Assist Business DAS Legal Expenses Insurance Company Lte DAS

echnical

Training Academy

Product
DAS Commercial Legal Expenses
DAS Loss Assist Business

Ensure DAS Commercial Legal Expenses

is selected.

From here you will now need to select Risk
Details. Click on the RFQ and then Risk

Details in the Options column.
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Creating An Add On Policy

Options < RiscDetais Risk Details 2«
Details Product Tree a|[¥][1] | company Detaiis
Main Detalls Tradesman & Professionals Pa. .
e Business, company or partnership name. | ¥r

- y DAS Cor T -
Client Reguirements e cact ol oyl Payrenses) + Agcress 2 Clouds Hill Avenue, Bristal, 555 7JE, United Kingdom
Product Selection

" Edit Remove s .

o O h mpleted the risk
Rk o PF— : nce you nave compilete e ris
Claims History
P ——— * Tumoer (including Rental Income] £ 300,000 @

information for the underlying

Interested Parties

e S °F insurance product click next to begin
i A *F the risk entry for the DAS cover and

Create Document.

ot complete the required fields with a red

* Tota! Rental Income from Residential Premises £
Agd Activity @

* Total number of directors, employees and sub-contractors In your business g =
o asterisks
Upaate Caims History O

* How many legal oisputes, prosecutions fexcluding motoring offences) and

Clone RFQ tax enquires from HMRC has the business had in the last 5 years? =

Clone RFQ across Client * Has the business ever had legal expenses insurance eancelled, been refused S ves O No

Close. legal expenses insurance or had special conditions imposed? v «

Change Offices * Are you aware of any circumstances that may give rise to a claim? O ¥es O No .

ven s the pusinessbeenten v, merged i, acaured o1 ssposeT ooy Once the required boxes have been
Refresh View companies or significant business activities in the last 3 years, or are any (D ¥es (U No

Remove RFQ from Tree. currently under consideration? w

Remove Other RFQs fram Tree * Has any proposer, director or partner of the Trade or Business of its 1 1
iy gt nr b e BT S  Oe Oe populated, click Save an en clic
had any convietions or crimins| offences which are not spent under the. ]

Rehabiltation of Offenders Act or has any prosecutions pending? L .

* Has any proposer, director or partner of the Trade or Business or its S b m I t

Subsiaiary Companies aver, aither personaly or In any Dusiness casacity O Ne u .

been declared bankrust or insolvent or been the Sudject of bankrUpLeY

proceedings o insolvency proceedings?

* Limit of Indemnity 250,000 -
Add Remove
Clone GridView  +
Hide unanswered optional questions Back. Next Save Cancel
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Creating An Add On Policy

A — e W e
-y o -y
G S ——

by bt s e ~

P LT (v v £

4 By .t TN bt
e e ) e e bty C—— e et
A0y b Sy b D Oy -
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Make sure that the legal
expenses add on is ticked
on the cover summary step
of the Accept Wizard.

This will complete the
policy.
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Mid Term Adjustment
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Broking £

4 Contacts
4 Stark, Anthony - 30082163 - Live TO make an MTA Select the
b RFQs ) i ' .
4 Policies Live policy from the Broking

4 DAS Loss Assist Business - DAS Legal Expenses Insurance Company Lid - ACT/LA/O0D02E

Mew Business - 53873340 - Live
[ DAS Commercial Legal Expenses - DAS Legal Expensas Insurance Company Lbd - ACT/LEG/Q00100
[ DAS Commercial Legal Expensas - DAS Legal Expenses Insurance Company Lid - ACT/LEG/000103
[* Tradesman & Professionals Package - A Dummy Insurer - client opening balance

column, under the contact you
are amending the policy for.

If the policy has DAS cover as
an add on then remember to

[ Tradesman & Professionals Package - A Dummy Insurer - client opening balance

b Claims follow these steps to update
E ‘FC;";F"E'FE the live DAS policy in addition

to the underlying insurance
product.

Accounts
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Mid Term Adjustment
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Options <| Main Details P

Details Reference -

Meain Details

Report Questons Version Ref. 53878340 Ol Policy No,

AT S Parent Quote -

Client Requirements

Aad On Policies Quote Ref. 257504872

Risk Details

Caims History Open Quate

Subsiaiaries Coverad

Fotng Notos New Business Detais -

iz e P Product Target DAS Loss Assist Business 3 Acceptance Reason - .
Add On Quotes

Enter the effective

Premium Summary

Once you have = o date for the MTA and

Product Name.
Compliance Information

selected the correct e x select the reason from

live policy, select e P the MTA Reason drop

Process MTA from e ' down box.

Highlighted Actvities

Status History.
Additional Information -

the Options column. &= o

Add Task.

ok N Once actioned, click

Process MTA. Offices -

Process Cancellation

A po p u p bOX Wi I I P—— Accaunt Exec Office DAS @ * Account Handler Office DAS - o n Sav e )

Remarket Poiicy. Account Exec Test User 1, DAS 2 * Account Handler Test User 1, DAS -
Invoice

a ear Lapse policy Income Team bas -
" Clone as RFQ

Clone 25 RFQ across Client Adgtions| Information -

oid New Business Folicy Description

Extend Policy.
View Document Pack -
Refresh View

[ ee 77 KB

Remove New Business from Tree
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Mid Term Adjustment
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Options < Risk Details RiskDetails  Claims History  Additional Info.  Rating Notes  Rating Amounts L
e Fone T e | oo NOW Select I a|Sk Detal IS |r0| I l tI Ie
Wiain Detals . y
DAS Commercial Loss Assist LN
R — Business, company or partnership name Stark, Anthony

o e Options column. You will now be able to

Client Requirements
o Edit Remove
Add On Policies

e | Pmake the required amends to the live

Claims History * Turnower (including Rental Income) & 450,000

Subsidiaries Covered 1
* Total Wageroll £ 260000 O I C
Rating Notes .

Interested Parties
Add On Quotes * Main Business Trade ool Or Academy X

Rating Amounts
Premium Summary

ey AN e e - ou can Save at any point to come back

Compliance Information * Total MDBI Fremium exclusive of IPT 2830

ey ST O o o the MTA, once saved there is an option

* Business Description School

insurance or had special conditions impased?

Task Management * How many Material Damage and Business Interruption claims o . . B ) )

Electronic File has the business had In the last 5 years?

Highlighted Activities * Has any proposer, director or partner of the Trade or Business . O u I I l I e re q u es y W I C WI I n a I S e
o its Subsidiary Cempanies ever, either parsanally or in any Oves @No

Status Hist
EES S business capacity had any canvictions o criminal offences

cc::: ::l:mem which are not spant under the Rehabilitation of Offenders Act h e MTA req uest_ O nce Su bm Itted, the

o has any prosecutions pending?
Add Task * Has any proposer, director or partrer of the Trade or Business . .
Add Activity or its Subsidiary Companies ever, either personally or in any
s R b A po||cy will be re-rated.
the subject of bankruptcy proceedings or insoivency
Update Claims History proceedings?
Change Offices
Remarket Policy
Target Calculator MNatification
Reject
Submit
Set to Manual 0 ‘Waiting for Policy to be rated. |:||:|
Clone 35 RFQ
‘Clene as RFQ across Client |

Continue

View

Refresh View
Remove MTA from Tree

Add Remave
Clone Grid View

Back Next Save Submit Cancel

Hide unanswered optional ques
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Mid Term Adjustment

Premium and Taxes

Revised Annual Premium

Pro Rata Days

Override Rate

IFT Rate

VAT Rate

Commission and Fees
Cemmissicn Rate

* Commission Discount Rate

Admin Fee VAT Rate

Income Summary

Totals Including Add Ons
Add On Gross Premium inc Tax
Add On Retained Income

Add On Client Amount inc Tax

1200

8667

359

00000000

0.0000000

00000000

000

000

Annual AP/RP

Pro Rata AP/RP

Premium Override

Discounted AP/RP

Paiicy Fee

PT

VAT

Gross Premium inc Tax

Cemmissicn Income

* Commission Discount

Discounted Commission

* Commission Fee

* Admin Fee

Admin Fee VAT

Client Amount inc Tax

Discounted Income

Introducer Commission

Retained Income

Total Gross Premium inc Tax

Total Retained Income

Total Client Amourt inc Tax

Options ~

save

Cancel

echnical
Training Academy

You can now confirm the new premium and
make any amends to the commission or fee,
should you need to.

Once amended, click on Save. Now you can
accept the MTA.
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Mid Term Adjustment
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Follow the Accept Wizard,
as previously shown when
accepting a policy and
complete as per your
standard process.




Mid Term Adjustment
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Training Academy
® i L] ] . .
HOME TASK MANAGEMENT BROKING RENEWALS REPORTING HELP e . « e g Log OFf ~
Accept Wizard < Amounts Summary x <

Steps Client
& Cover Summary

Total Client Amount inc Tax 000 @
@ Amounts Summary =
@& Report Questions Total Retained Income 000
@ Compliance Information
Premium Summary
File & Diary
Create Document Insurers
Create Emall g
Product Target  Insurer Placement Informa...  Insurer Account  Insurer Office Risk Transfer Type | Insurer Policy No. | Gross Premium incTax | || 2]
Aod Task = g
e DAS Loss Assist Bu DAS Legal Expenses Insurance Company Lid DAS Head Office Risk Transfer ACT/LA/00D028 000
Add Activity
Total 0.00

Edit View Placement Information

On the Amounts Summary screen you will have an opportunity to review the premium by selecting
Premium Summary. If happy with the premium, click on Next.

Complete the Report Questions screen as per your standard procedure and click on Next.
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Mid Term Adjustment

[] w L) | .

HOME  TASKMANAGEVENT | GROKNG | RENEWALS  REPORTNG  HEL? . . U s e
Accept Wizard < Compliance Information x| <
S Reguistory Information -

v @EsnrEy - Sse Type Cammercal -] @
[ = =
@ Report Questins « Ackised Soe ves -
@ Compliance Information
Warket seecion -
File & Diary
Create Document Documertation sert -
Crestemai
o To ent Oves Oe Ao Bate
RSB 10D sent OvYes ONo Action Date
SoDa sent Oves One acton oate
Policy Summary St Oves Oe Ao Bate
Pojiy Wersing Agrees Ove One Acton Date
Policy Documentation Receved Oves One acton oate
Policy Documentation Checked Oves Oe Ao Bate
Poliy Docmentation sent Oves Owe Acton Date
Employers’ Liability Tracing Office -
Insurer Natified of 870 Date Oves One Acton Date
SaesProcess -
Soes Process -
Sales St Reaci o Clert Oves One
Contract Concluded by Telephone Qves Qe

Capacity
Capacity when Sourcing Policy

Capacity when Placing Insurance

Capacity in Event of Claim

echnical

Training Academy

Again, as per your
usual process,
complete the
Compliance
Information screen
and click on
Accept.
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Mid Term Adjustment
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Motification HOIME TASK MANAGEMENT BROKING REMEWALS REPORTING HELP
. . . o Eroking <
Documents will be available shorthy in the Electronic File.
4 Contacts
4 Stark, Anthony - 30082163 - Live
K I RFQs
4 Policies

4 DAS Loss Assist Business - DAS Legal Expenses Insurance Company Lid - ACT/LA/DDDOZE
4 Mew Business - 53878340 - Expirad

—) 174 - 53880159 - Live

[* DAS Commercial Legal Expensas - DAS Legal Expenses Insurance Company Ltd - ACT/LEG/000100

A pop up box will confirm the documents will
be avallable |n the E|eCtr0nIC Flle, under [* DAS Commercial Legal Expenses - DAS Legal Expenses Insurance Company Ltd - ACT/LEG/000103

[* Tradesman & Professionals Package - A Dummy Insurer - client opening balance

F|Ie & D|ary |n the Opt|ons COIumn [ Tradesman & Professionals Package - & Dummy Insurer - client opening balance

[ Claims
I Complaints

Select Accept and the MTA will be showing b Fees

Accounts

as Live in the Broking column.

The MTA is now complete.
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Cancellations echnical

Training Academy

. v ® - . -
HOME  TASKMANAGEMENT  SOONG | RINGWAIS  RIPORTNG WA & % togon |+
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4 Certacts oets fateeece
4 Vision Inc - 30166703 - Lne Ve Detsz
o version s, sems i poiey N *
4 Poscs At & rtoduces TS
4 Tradesman & Professcrss Package - A Dummy Insure - et coering oa | | Gt Becurements
4 New Busioes - 3477191 - Exores 20900 Poices Proguct Twrget Tragesman & Professcres Package - MTA Resson Geners Adustmert = |[*
MTAL $3877152 - Lve - Polcy smended Rk Detals il
rrem e Wy e ADumimy rsures . et opering bance - Rt Hetrca Marus
O S e Accourt s - Foicy Versen St v ®
Foes
accounts Inerwsted Paies Preduct Name Tracesman & Pofesscoas Padage
44 0n Quotes ®
Rating Amosets Tneer Dosicy N 4
Fremiam Summany
- e el Oses »
R Entias Eectie Ome a0 =
y Cargiance toraton
Adamons Dewis Temm €na Dte 200872018 ®
- cams -
secountormaton
2ad Cale “ponTe et - @
Fle& ey et

Jump to Traesaction

policy you wish to i [

Stetus Hstory * Commission Rate Incomect Yo N

o
cancel in the .
Broking column =

= "

=

= e

=

[
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Cancellations

53877192

Tradesman & Professionals Package

A Dummy Insurer - client opening balance

TEST

Tradesman & Professionals Package

Process Cancellation
Cancellation Options
* Effective Date
* Cancellation Reason
| Update Claims History

Commission Discount Options

Use Default Commission Disceunt
(O SetTo zero (0.00%)
Additional Information

Policy Description

Carry Fonward Commissien Discourt (0.00%)

Save Cancel

Options < Main Details
Detais Reference
Main Details
e Version Ret,
Agent & Introducers [
Clent Reauirements
Acd On Policies Product Terget
Risk Details
Ciims Histery Insurer
Subsiclares Covered Insurer Account
Rating Notes
Interested Parties Product Name.
Add On Quotes
Rating Amounts Insurer Policy No.
Premium Summary
Insurer Details Dates
= ffective Dat
Compliance Information
Acditional Details Term End D
Caims
Locate Cam Account Inform
Add Caim postTo
File & Diary
Task Management Jump toTr
Electronic File

Commission Ra
Highlighted
Status History “ Commission
Create Document
Create Email Offices
Acd Task
Aty Account Eres
Actions Account Exes
Unaccept
——v— Income Tea
Process TWTA

Additional Information

Process Cancellation
Process Renewal
Remarket Policy

Process Declaration

Lapse Policy

Clone a5 RFQ

Clone as RFQ across Cient
Void MTA

Extend Policy

Document Pack

Locate File

View
Refresn View
Remove MTA from Tree

Policy Description

Options - || View

Policy amended

Old Palicy Ne.

MTA Reason

Rating Method

Policy Version Status

* Account Handler Office

* Account Handler

General Adjustment
Manual

Live

DAS

Test User 1, DAS

e @ & T

=

echnical

Training Academy

Once the correct policy has been
selected, click on Process
Cancellation in the Options
column, under Actions.

Complete the pop up box ensuring
the correct dates have been entered.

From the Cancellation Reason drop
down, select the reason cover is no
longer required.
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Cancellations

Options
Details

Main Details

Report Questions
Agent & Introducers
Client Requirements
Agd On Policies

Risk Details

Claims History
Subsidiaries Covered
Rating Notes
Interested Parties
Add On Quotes
Rating Amounts
Premium Summary
Insurer Details
Client D
Compliance Information
Acdtionsl Details

Caims.
Locate Claim

Add Claim

File & Diary

Task Management
Electronic File
Highlighted
Status History.
Create Document
Create Emall

Add Task.

Add Activity
Actions

Unaccept
Process MTA
Process TMTA
Process Cancellation
Process Renewal
Remarket Policy
Process Declaration
Lapse Policy

Clone a5 RFQ

Clone as RFQ across Cient
Void MTA

Extend Policy

View

Refresh View

Remove MTA from Tree

<

Main Details
Reference

Version Ref,

MTA Details

Product Target

Insurer

Insurer Account

Product Name.

Insurer Poiicy No.

Dates

53877192

Tradesman & Professionals Package

A Dummy Insurer - client opening balance

TEST

Tradesman & Professionals Package

Effective Datq_Process Cancellation

Cancellation Options
Term End D:

* Effective Date
‘Account Inform|
* Cancellation Reason
*PostTo
| Update Claims History
Jump to ]

Commission Discount Options
Commission Ral

= Commission
Use Default Commission Disceunt

Offices (O SetTo zero (0.00%)
Account Bxeq additional Information
Account Bxed  Policy Description

Income Teas

Carry Fonward Commissien Discourt (0.00%)

Save Cancel

Additional Information
Policy Description

Document Pack

Locate File || Options - ||  View

Policy amended

Old Palicy Ne.

MTA Reason

Rating Method

Policy Version Status

* Account Handler Office

* Account Handler

General Adjustment
Manual

Live

DAS

Test User 1, DAS

e @ & T

=

echnical

Training Academy

Now you will need to Submit (under
Actions in the Options column) and
this will give a cancellation quote
with the return premium on the
premium tab and the cancellation will
show as Obtained. They then need
to Accept Wizard the cancellation

The cancellation will then be Live in
the broking tab.
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Renewals echnical

Training Academy

HOME  TASK MANAGEMENT SRORNG. RENEWALS. REPORTING Hew ol . e “ Logon | -
= = s |-
4 Vigion Inc - 30166703 - Live Main Details -
pre it vesenrs st oassiyhe  —
4 Tragesman & Prafessonats Package - SL035012 - ACCepted Agent & Introcucers Parent Quate .
A Dumeny Insurer . clent opening baance - 257572166 - Accepted Crent Requirements.
4 Polcies Add On Poiices Quote Ret 257572166 -+
4 Tradesman & Professionats Package - A Dummy Insurer - clent opening bs Rk Detalls -
New Business - $3877654 - Uve Cums History RS
G A New Business Detais. O
Complants Rating Notes -
P Fees Interested Parties. Product Target Tradesman & Professonals Package o Acceptance Reason -
Accounts Add On Quates ®
e — '
—
Clent Dstally Product Name. Tragesman & Professionals Package -
Compliance Information.
- . Acditionsl Detais. Insurer Posicy No. m
To renew a policy, first :
’ Loate cam s
Acd Caim enectie Oate a0 ©

select the policy that .

Account Informatien

requires renewing from e - = :

5
o

Sl Jump to Transaction @
the Broking column and &;;ﬂ, — .
then click on Process I (e . =~ gv— . :
Renewal in the Options =1 — = e = '
column. Q%“ oo

Locate e | | Options = || view
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Renewals echnical

Training Academy

Options. < Main Details £ all <

Agent & Introducers Farent quote |

Add On Policies Quote Ref. 257572166 *

Risk Details -

Claims History ROpCDER IS a

Subsiciares Covered @

~°®  When selecting to Process Renewal, a
Interested Parties Product Target Tradesman & Professionals Package - Acceptance Reason -

Acd On Quotes @® .

i e DT T g vinos = ¢ oD up Wi I I a ear

Premium Summary .

‘Additional Details Insurer Policy  penewal Options - 2

Claims = - - -

i - If the client requires any adjustments to
Add Ciaim Effective Dat Copy Add Ons from Expiring Policy 9

File 8 Diary.

= o] @ their policy, you will need to complete

Account Inform|  Commission Rate - -

1]

Higniighted Activties

S - wriiontonsl : the Risk Details section, as previously

Create Email Jump toTr
Add Task . Additional Information - H
Add Activity Commission Ra| -l

Policy Description o
Actions. * Commission
Unaceept

save Cancel

Process MTA Offices .
Process TMTA Account Exec Office. DAS - * Account Handler Office: DAS -
Process Cancelation
e e Account Exec Test User 1, DAS - * Account Handler Test User 1, DAS - . :
Remarket Poicy. I V t t I t
Process Declaration Income Team Das - ( : a e O n Ce CO m e e e n S l I nn .
Lapse Policy.
Clone as RFQ Additional Information .

Clone as RFQ across Client
Void New Business

Extend Policy Document Pack. -
View

Policy Description

Refresh View
Remove New Business from Tree

Locate file || Options v || View
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Renewals echnical

Training Academy

Gptions < | Main Details SRR <
T e .k Once the relevant sections have

e e ’ been updated, click on Accept

Risk Details

L , Wizard and, as previously shown

[

@
P New Business Detais <
Interested Parties Product Target Tradesman & Professionals Package . Acceptance Reason - H A
ses cnuees 4 when accepting a policy, ensure the
Rating Amounts Insurer A Dummy Insurer - client opening baiance. T Rating Metnod Manual = []
Premium Summary -
R oo mmmm & details are correct on each screen
Client Details Product o
‘Compliance Information Process Renewal X
Additional Detais Insurer Polcs| panewal Options ® 1
- and clic ext. Once accepted, the
o Dates Etective Date 2900572018 -
Add Ciaim Effective Dats Copy Add Ons from Expiring Policy ¢ - [ . .
- renewe OlICy will show as LIve In
st armemert TemEnaDs{ (7] upaste clsms istory
Bectontc e account nform| Commisson Rate - - th 1
e e Broking column
Status History + PostTo. (®) Reset to Proguct Default - -
Create Document. Y Ihesi . al
) Inherit from Current Version =
Create Email wmptor|
Ao Task Acaitons! nfomstin
Add Actiity ‘Commission Raf - w
° Poliy Descrption
Actions. * Commissicn - 4o S e e e S
[
Save Cancel _—
Process MTA Offces A - 4 Paolicies
:mms ZMTA - Account Exec Office DAS = * Account Hendler Office: DAS - i i
rocess Cancelation 4 Tradesman & Profes@Bnals Package - A Dummy Insurer - client opening ba
Process Renewal Account Exec Test User 1, DAS - * Account Handler Test User 1, DAS -
Remarket Poicy Mew Business - 5877654 - Live
Process Deciarstion Income Team oas B
Lapse Poiicy
fSoni sceitions! Inormation Renewal - 53877665 - Accepted

Clone as RFQ across Client
oid New Business
Extend Policy Document Pack.

Poiicy Deseription

View
Refresh View
Remove New Business from Tree

Locate File | | Options v || View
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Renewals echnical

Training Academy

Broking < Options < Main Details &
4 Tradesman & Professionals Package - 51033012 - Accepted Agent & Introducers Renevial Detalls .
BECe | EUTEE LT SRS E Insurer Account TesT o Poicy Version Status e I
R ssue documents as
P Complaints Interested Parties Product Name Tradesman & Professionals Package
P Fees ‘Add On Quotes -
er your business
pery
Insurer Detzils Dates -
Client Details Effective Date. 29/05/2018 p ro C e d u re
TEsH T ‘Account Information -

Highlighted Activities

el The policy is now

Create Email Commission Rate -
= + Commission Rate Incorrect Oves @ No
A Adtwity 5
Actians Offieas -
Unaccept

Aceount Brec Office Das - * Account Handler Offce Das -
Process MTA
(A=A Account Exec Test User 1, DAS = * Accaunt Handler Test User 1, DAS -
Process Cancellation
Process Renewal Income Team Das -
Remarket Poiicy
R Additional Information -
AcceptWizard

2 Policy Deseription

Lapse Policy
Clone 25 RFQ Document Pack -
Clone as RFQ across Client
Void Renewal
Extend Folicy

Locate File | | optons +| [ view
View
Refresh View

Remove Renewl from Tree
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