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Introduction 

The purpose of this document is to outline the processes and guidance for the Appointed 

Representative Portal 
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Logging In 

The following link enables you to access the login screen 

https://portal.compassinsuranceservices.co.uk/Extranet/ 

This will bring up the following screen 

 

You will be issued with 

- Username 

- Password 

Enter these into the fields shown and click Logon 

  

https://portal.compassinsuranceservices.co.uk/Extranet/
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Basic Navigation 

The home screen of the portal is as follows 

 

 

From this screen there are quick links to  

- Quick Quote Holiday 

- Quick Quote Residential 

- Search Policies 

- Search Clients 

- Search Claims 

- New Quote 

- Renewal Menu 

At the bottom of the screen there are also links to Compass information and websites for the 

user to follow. 

The Navigation drop down also allows the user to access various parts of the Portal from 

any screen in the portal. 

The portal does not allow use of the Back button on the users browser and navigation 

through the screens should only be done using the navigation built into the portal itself 

 



V4 Page 5  

User Management 

Each member of staff on your Park or within your business who needs to access the Portal 

will be issued with a logon. You can request these via your Regional Account Manager. 

To comply with data security and system access controls the Portal will not allow the 

following to occur 

- Multiple users / sessions on the same device 

- Multiple sessions for the same user on the same device  
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Financial Sanctions Checking 

To comply with HMT Financial Sanctions Checking requirements you must enter the full First 

Name and Surname for your client. It is also important that we have their full address for the 

same reason.  

Our IT systems have integrated Sanctions Checking so you do not need to take any specific 

action other than ensuring that you enter the necessary information on the client into the 

Portal.  

If you do not enter the necessary information it will prevent a sanctions check from being 

done and may prevent you from being able to proceed with the policy. 

For more information on Sanctions Checking please refer to the Appendices of this 

document. 

Adding a new Client 

To add a new client select ‘Add Client’ from the main navigation and the following screen will 

appear 

 

Select the ‘Add new Client’ option 
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Complete the data on the screen and press ‘Submit’. You can use the postcode lookup to 

search for addresses.  

The following screen will appear confirming you have added the client 

 

 

Your client now has a reference number / ID 
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Adding a Quote 

There are two ways to start the process of adding a quote. 

Adding from the Client Screen 

to add a quote from the Client Screen simply select the ‘Get Quote’ option 

 

 

Adding a Joint Policyholder 

A policy can only be in a single name, additional people can be named on the policy by 

adding them as a joint policyholder 

If the policy is in joint names you must tick the box for Joint Policy Holder and enter the 

details of the additional policy holder, this is done following the same process as for a new 

client. They will then appear on the Schedule of Insurance as an additional policy holder. 
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Completing a Quote 

Enter all the data in the screen as follows 

Data Field Information Enter 

Start Date? The start date for the policy. This can be a maximum of 

30 days in the future but cannot be in the past 

Park Name? Your parks will appear in a drop-down list associated to 

your log on account 

Structure Type? Select the type of unit from the dropdown 

Cover Required? Select either New for Old or Market Value 

Pitch Number? The number of the pitch the structure is on 

Year of Manufacture? This should be the model year for the unit 

Make? The make of the structure 

Model? The model of the structure 

Fitted with floatation device? If the unit has a flotation device fitted please tick this 

box 

Included as part of sale? If you pay the pro rata premium for the new owner as 

part of the purchase of the new unit then tick this box 

Width/ Length (ft) The size in feet of the unit 

Number of Bedroom(s) The number of bedrooms the unit has 

Structure Sum Insured The value of the structure. This should be the cost to 

replace the unit 

Contents Sum Insured The value of the contents in the unit 

 

You must also ensure that if your client answers ‘Yes’ to any of the following questions that 

the box is ticked to indicate this. A referral to the underwriting team will be needed, this is 

automatically done by the system and you will receive a call back from us, or you can call in 

immediately and quote the client or quote reference. 

a) ever had insurance cover refused or cancelled or special terms imposed? 

b) or insured family member ever been convicted or cautioned with any criminal offence, 

other than driving offences? 

c) ever had any claims or incidents at these or any other premises in the last 5 years? 

d) ever been declared bankrupt or been the subject of any winding up petition or order in 

this or any previous business? 



V4 Page 10  

 

Finally you must tick the box in the Quote Declaration section confirming that the details are 

correct and this is the basis for the quote 

 

Now select ‘Next’ and the following screen will appear 
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This is the summary of your quote and it shows the following information 

- Cover From 

- Cover To (this will be the common renewal date) 

- Total Premium (with a breakdown including and excluding IPT) 

- Total Sum Insured 

There are also quick link boxes for a number of actions 

 

Email/ Print Documents – Generates the quote documents and sends you a copy of them via 

email, if you have inputted a customer email address, a copy will be sent to the customer. 

Edit Quote – Takes you back into the quote and allows you to edit the information and 

generate a revised quote 

Policy Summary – Takes you back to the overview of the client/ policy 

Refer to UW – Enables you to send a message to the Compass teams 

Proceed to Cover – Allows you bind cover for the quote  
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Issuing the Quote 

To issue the Quote to the client select ‘Email/ Print Documents’. This will send an email 

automatically and also generates the documents if you need to print (this can take up to 60 

seconds depending on the speed of your network) 

 

From here you can access the documents to print or issue them to your client 

Editing the Quote 

You can edit a quote by selecting the Edit Quote option on the quote screen 
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This will bring up the following screen where you can amend and update the quote 
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Proceed to Cover 

If the client wants to procced straight to cover then select ‘Proceed to Cover’ 

 

You must tick the Agree to Terms box and then select ‘Purchase’ 

 

The policy is now showing as ‘On Risk’ and the screen now gives the following information 

- Product 

- Policy No. – this is the policy reference 

- Client ID – this is the reference for this specific client 

- Cert No. – Unique insurer reference 
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If you want to send / print documents then select ‘Policy Menu’. 

 

From here you can then select ‘Documents’ and the following screen will appear showing the 

documents for this Policy 

 

You can view then then save or print these documents 
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Appendix 1 – Financial Sanctions Checking 

Introduction 

In 1993 the Bank of England set up the Financial Sanctions Unit to administer financial 

sanctions against Libya. Since then the unit has continued to exist in a number of guises and 

under different governance regimes and since 2016 has been Office of Financial 

Sanctions Implementation within HMT 

As part of our binders with insurers we are required to complete Sanctions Checks on all of 

the individuals and businesses we insure.  This has been commonplace in the insurance 

industry for a number of years now. 

It is a criminal offence to provide a financial service or product to an individual and not 

complete a financial sanctions check 

Financial Sanctions are put in place by Her Majesty’s Treasury (HMT), the UN or the EU to 

limit the provision of financial services or to restrict access to financial markets, funds or 

economic markets to certain individuals or businesses.  This is typically to limit the 

opportunity for money laundering. 

Sanctions checks need to be performed on 

- Businesses (entities) we insure 

- Individuals we insure 

- Individuals who have a financial interest in businesses (entities) we insure i.e 

directors  

Sanctions lists are constantly changing and as a result a business or individual that was not 

the subject of sanctions at new business still needs to be checked at renewal 

Who is on the Sanctions List? 

If a person or organisation is on the consolidated list it means they have had their assets 

frozen 

Even if they’re not on the consolidated list themselves, organisations are subject to financial 

sanctions if they’re 

- more than 50% owned by a person or organisation that’s on the consolidated list 

- controlled by a person or organisation that’s on the consolidated list 

If a person or organisation is on the consolidated list it means they have had their assets 

frozen.  This means you must not 

- make funds or resources available to them directly (for example by buying 

something from them, employing them, giving them a gift or loan or repaying a 

loan to them) 

- make funds or resources available to them indirectly (for example by paying off a 

loan on their behalf) 

- give them access to assets you’re holding on their behalf (for example letting 

them withdraw money from a bank account) 
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- buy, sell or deal with assets that belong to them, or are held or controlled by them 

We must not do anything to get around financial sanctions, or help anyone else to get 

around financial sanctions - directly or indirectly 

When a check is required 

We are required to perform a Sanctions Check  

- Prior to offering terms to bind cover 

- Prior to binding cover 

- Prior to any return of monies to the client i.e cancellation mid term 

- Prior to any claim payment 

 


