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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

Login

“ See an overview of current policies and quotations.

* Re-print policy documentation.

“ Report a new claim.
Email Address:

* Track progress of a dlaim.

Password:

Change password on login [] Login

Forgotten password?

(e )( =)
I'\_ _f'l I'\_ _f'l
\_\ '/ \\ ’_/

You will be issued with

- Username
- Password

Enter these into the fields shown and click Logon
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Basic Navigation

The home screen of the portal is as follows

@COMPASS

Currenc User: 5 TEST ACCOUNT Logous

Online Portal

Quick Quote Holiday Homes
Quick Quote Residential

Search Policies

Search Clients °

Search Claims.

New Quote

Renewal Menu

Thank you for using our portal.

Navigation | User Management | User Guides

@ COMPASS

Improved new business journey for you and your
customers.

Coming Soon!

Watch this space!

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

Oops!

Please do not use browser navigation buttons. Please
use the navigation buttons that this application
provides.
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Renewals Menu

Clicking on the Renewals Menu brings up the following screen

Renewal Summary

porcrame [ -]

Status Statistics for: All

Ready to Pending Volume
Review 15 Next

Invite 14 Next

Confirm 5 Next

This screen gives you an overview of the renewals for your Park or Parks

If you have multiple Parks you can view either all parks or just one of your parks using the
Park Name drop down at the top of the page

prcrame [ ]

From here you can access the following functions

Ready to Review — review the renewals prior to inviting them

Ready to Invite — print the renewal invitations in bulk, as a sub-set or individually
Ready to Take Up — take up renewals as a batch, a sub-set or individually

Ready to Confirm - issue or print renewal confirmations for transacted renewals
Each of the statuses has a number pending and a total volume

Volume — the total number of policies in that status

Pending — the number of policies pending in that status

I
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Review Renewals

On the Renewals Menu, select Next alongside the Ready to Review section

Renewal Summary

porcrame [ -]

Status Statistics for: All

Ready to Pending Volume
Review 15

Invite 14

Confirm 5

This will bring up the following screen

Park Name: Al Status: Ready to Review

Search Options Hide [

s
B
Document Method:
Rows per page: 2 v

Search Criteria: Pitch Number; Print; 20;1765Holiday Home Gelect &l Deselect All

PolicylD Park Policy Holder Pitch No Cover Structure Contents Premium Email Select
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Search Options

Search Options Hide [J

Product: [ bt s v]

Ordered By: [ Pitch Number v]

Document Method: [ Print v]

v B 8

The menu above allows you to change the search results

- The policy product e.g Holiday, Residential

- The order of the policies by pitch number, policy ID, policyholder etc

- How documents are sent to only show those policies that are printed or emailed
- The number of rows per page from 20 to 50, 75, 100 or 125

Commands

The following commands allow you to perform functions at policy and screen level

Select All  Deselect All Select or deselect all records in the search
Select
E Select just that policy
o Amend the policy record
Hide [ Hide the search criteria
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Amending the Policy

If you want to amend the policy at renewal you can do this by clicking on the icon and this
will take you to the policy

Holiday Home Insurance - xxx XXXXxX XXXXX
Holiday Home Insurance
Quote No: 16531205
Insured ID:  CMPC311284
Cert No: CMPCHH2016467105

Change Details

Is this a Replacement holiday home? * ® No O Yes
Client Details

Client FHH IDOOHK HOON

Correspondence Address XK 200000 A0 K0, 00, 0K

Joint Policy Halder{s)? (]

Holiday Home Details

What is the name of the park that the property resides in? * Trelay Holiday Park
What s the pitch number? 11x

Fitted with floatation device? O Yes @ No

Holiday Home Sum Insured

What is the value of the property insured? * 35,000

What is the value of the contents insured? *

Confirm Quote Declaration

|fwe declare that the statements and particulars given in this proposal are, to the best of my/our knowledge and belief, true and complete, that
the sums insured will be maintained on a true and up to date basis and that this proposal shall form the basis of the contract between me/us
and Binnacle Insurance Services Limited.

Please note that fields marked with an * are mandatory.

You can amend any of the details then click Next and the details of the renewal will show the
change in the table

Pitch No Cover Structure Contents Premium Email Select

Ready to Invite

Once you have reviewed the policies and made any changes you want to make you can
invite the renewals. To do this either select the renewals you want to invite or Select All.

Then click Ready to Invite

Ready to Invite

This will bring up the following warning message

I
V4 Page 8 b



This site says...

A total of 4 policies have been reviewed. Do you wish to
continue?

_— i

Click OK and those policies will move into the next stage and the list of renewals will be
updated. You can check this on the Renewal Menu

Renewal Summary

rorkname [ ]

Status Statistics for: All

Ready to Pending Volume

Review 10 Next

Invite 0 19 Next

Take up 0 20 Next
Confirm 1 5 Next
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Invite Renewals

On the Renewals Menu, select Next alongside the Ready to Invite section

Renewal Summary

Park name | All

-]

Status Statistics

for: All

Ready to
Review
Invite
Take up

Confirm

Pending

Volume

15

14

2

5

This will bring up a similar screen to the Ready to Review

V4

Park Name: All

Search Options

Product:
Ordered By:
Document Method:

Rows per page:

Hide []

Holiday Home
Pitch Mumber

Print

20 v

Search Criteria: Pitch Number; Print; 20; 1765Holiday Home

PolicylD Park

Policy Holder

Status: Ready to Invite

All pocs [ Select All

Pitch No Cover Structure Contents Premium Email Select

Page 10
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Search Options

Search Options Hide [J

Product: [ Holiday Home v]

Ordered By: | Pitch Number v|

Document Method: [ Print v]

e B 5

The menu above allows you to change the search results

- The policy product e.g Holiday, Residential

- The order of the policies by pitch number, policy ID, policyholder etc

- How documents are sent to only show those policies that are printed or emailed
- The number of rows per page from 20 to 50, 75, 100 or 125

Commands

The following commands allow you to perform functions at policy and screen level

Select All  Deselect All Select or deselect all records in the search
Select
E Select just that policy
+ Amend the policy record
Hide [ Hide the search criteria
] Print documents
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Amending the Policy

If you want to amend the policy at renewal you can do this by clicking on the icon and this
will take you to the policy

Holiday Home Insurance - xxx XXXXxX XXXXX
Holiday Home Insurance
Quote No: 16531205
Insured ID:  CMPC311284
Cert No: CMPCHH2016467105

Change Details

Is this a Replacement holiday home? * ® No O Yes
Client Details

Client FHH IDOOHK HOON

Correspondence Address XK 200000 A0 K0, 00, 0K

Joint Policy Halder{s)? (]

Holiday Home Details

What is the name of the park that the property resides in? * Trelay Holiday Park
What s the pitch number? 11x

Fitted with floatation device? O Yes @ No

Holiday Home Sum Insured

What is the value of the property insured? * 35,000

What is the value of the contents insured? *

Confirm Quote Declaration

|fwe declare that the statements and particulars given in this proposal are, to the best of my/our knowledge and belief, true and complete, that
the sums insured will be maintained on a true and up to date basis and that this proposal shall form the basis of the contract between me/us
and Binnacle Insurance Services Limited.

Please note that fields marked with an * are mandatory.

You can amend any of the details then click Next and the details of the renewal will show
back at the Review stage with the amended details.

Printing/ Emailing Renewal Invites

Once you have reviewed the policies and made any changes you want to make you can
Print or email the renewals. Always send the email customers first by selecting email in the
search options and clicking search. Select the renewals you want to invite or Select All.

Then click Generate Email

Generate Email

This will bring up the following warning message

A total of 0 invitations will be emailed. Do you wish to continue?

I
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Click OK and the documents will email to the customer and cc you in (if CC’d tick box
selected)

If printed policies are left, change the document method to print and click Search and select
the renewals you want to invite or Select All.

Then click Generate Print

Generate Print

This will bring up the following warning message
I LA Il.. e - 4 I Ealr Ny Py W I P I 4T AT 'I.CI

_ ¥ L
This site says... L

“ Atotal of 5 invitations will be printed. Do you wish to continue?

QK Cancel

Click OK and the documents will open in pdf (or in a new browser window depending on how
you have settings on your computer)

 invitations (11901 - Adobe Acrobat Reades 0C =8 &
Fle fdt View Window Help
Home  Tools Invitations (1).pdf X @ A signin
)% & B B Q D@ 1a AP OO wm-RF BL2a&D
R export POF v
[ Create POF ~
COMPASS 7=
& Comment

BN combine Files

#[] Organize Pages v

4 Redact
O Protect
i 2 Optimize PDF
XXX XXXXXX XXXXX A Filasign
XX XXXXXX XXXXXXX XXXX g
XXXXXX [% Send for Review
XXXX /% More Tools
. " Date
Your insurance is due for Renewal 27 January 2020
Dear XXX XXXXXX XXXXX ) Convert and et oFs
Policy Number St Free ol

Thank vnii for inguirina voanir Holidav Home with Comnass Insiirance Yoiuir renewal is diie nn i S i i
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The Renewal Menu will show the updated status

V4

Renewal Summary

Park name | All

g -

Status Statistics for: All

Ready to Pending

Review

Invite 0
Take up 0
Confirm 5

Volume

12

12

21

5

Next
Next

Next

Page 14
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Resending Invitations

Once you have invited a batch of renewals you also have the option to resend or regenerate
those renewal documents.

On the Renewal Menu select Resend Invitations

Renewal Summary

Park name ‘ All e ‘
Status Statistics for: All

Ready to Pending Volume

Review 12

Invite ] 12

Take up o 21

Confirm 5 5

This will bring up a list of all the policies you have previously invited for renewal.

Search Options Hide [

produc
ontered
Document Method:
towsperpage : .

Search Criteria: Pitch Number; Email; 20; 1765Holiday Home Email cC [J AllDocs [ Select All  Deselect All

PolicylD Park Policy Holder Pitch No Cover Structure Contents Premium Email Select A

From here you can select the policies you wish to invite again and select print or email using
the document method and clicking search.

Always send the email customers first by selecting email in the search options and clicking
search. Select the renewals you want to invite or Select All.

I
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Then click Generate Email

Generate Email

This will bring up the following warning message

A total of 0 invitations will be emailed. Do you wish to continue?

Click OK and the documents will email to the customer and cc you in (if CC’d tick box
selected)

If printed policies are left, change the document method to print and click Search and select
the renewals you want to invite or Select All.

Then click Generate Print

Generate Print

This will bring up the following warning message

Laa. las e 22 leannaa learcan leanaan

{

J X L
This site says... L

“ Atotal of 5 invitations will be printed. Do you wish to continue? e

i oK Cancel

¢ 0

Click OK and the documents will open in pdf (or in a new browser window depending on how
you have settings on your computer)
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) invitations (1)p0 - Adobe Acrobat Reades DC
Fle [d* View Window belp

Home  Tools Invitations (1)pdf X

D% 68 B PO 1= A B OO -

XXX XXXXXX XXXXX

XX XXXXXX XXXXXXX XXXX
XXXXXX

XXXX

Your insurance is due for Renewal

Dear XXX XXXXXX XXXXX

BT B2 49

COMPASS

Date
27 January 2020

Policy Number

Thank vnii far incuirina vanir Halidav Home with C.amnase Inaiirance Yoiuir rensawal is diie nn N e K S e ekl

Accepting Renewals

On the Renewals Menu, select Next alongside the Take Up section

Renewal Summary

2 -

Park name ‘ All

Status Statistics for: All
Ready to Pending Volume
Review

Invite Next

Confirm Next

This will bring up the following screen
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Search Options
Ordered By:
Document Method:

ROWSs per page:

Search Criteria: Pitzh Number; Print; 20;

Hide [J

Pitch Number

o
~

Select All  Deselect All

PolicylD Park Policy Holder PichNo  Cover  Structure Contents Premium Email Select
16538505 | Trelay Holiday Park 00 XIOKKRX KXIOOKK Newforold [£70,000 |£3000 (£0.56 O |& &
16458605 | Trelay Haliday Park X X X000000¢ Newforold |£72,000 |£3000 [£0.57 | &M
16469505 | Trelay Holiday Park pp— 10 Newforold [£35000 |£1,000 |(£060 [ | M
16631205 | Trelay Holiday Park 00 K000 10008 T Mewforold |£35000 |£1000 |£221.76 0O | & M=
16469605 | Trelay Holiday Park 000 X 200000 X009 X X0 | 1 4 Newforold [£63,000 |£12000 |£0.57 0 |& &
o
16631605 | Trelay Holiday Park 06 3000006 2000006 15 Newforold [£40000 |£2000 [£252.72 O | &&=
16469105 | Trelay Holiday Park X 0O G000C 164 Newforold [£60,000 |£4000 |£049 0| & =
—
16457005 | Trelay Holiday Park o o000 ooooooooo. | 18 Newforold [£45000 |£3000 |[£0.74 O | & &
16463005 | Trelay Holiday Park XX 30K XK 19 Newforold [£30,000 |£2000 |[£054 O | &
16470305 | Trelay Holiday Park X X X0000C 20X Newforold [£15000 |£5000 |[£123.20 0| =
16470405 | Trelay Holiday Park 0 % X300 23UYTS |Newforold [£35000 |£5000 |[£246.40 0 | e
16470505 | Trelay Haliday Park 003 X000 23RES  |Mewforold |£37,500 |£5000 |£261.80 0O | M=
16469805 | Trelay Holiday Park 0K 300K 24 Newforold [£35000 |£3000 |£064 O | @
16460205 | Trelay Holiday Park XX X 300000¢ 26 Market value | £10,000 | £0 £0.30 | &M

<< 1 2 »» 1t200f21
Ready ta Take up

Search Options
Search Options
Product:

Ordered By:

Document Method:

Rows per page:

Hide []

[ Holiday Home

<

Pitch Number

<

[
[ Print
[

2

=

£
o

£

- The policy product e.g Holiday, Residential
- The order of the policies by pitch number, policy ID, policyholder etc

- How documents are sent to only show those policies that are printed or emailed
- The number of rows per page from 20 to 50, 75, 100 or 125
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Commands

The following commands allow you to perform functions at policy and screen level

Select Al Deselect All Select or deselect all records in the search

ﬂ Select just that policy

H Amend the policy record
Hide [ Hide the search criteria

™5 Print documents

Amending the Policy

At this point you can still make an amend to the policy. Click the Amend icon and follow the
screen to update details

Holiday Home Insurance - Xxx XXXXxX XXXXX
Holiday Home Insurance
Quote No: 16531205
Insured ID:  CMPC3112384
Cert No: CMPCHH2016467105

Change Details

I this a Replacement holiday home? * ® No O Yes
Client Details

Client FHH IDOOHK HOON

Correspondence Address XX 300000 X3000K J0K, K0, KKK

Joint Policy Holder{s)? (]

Holiday Home Details

What is the name of the park that the property resides in? * Trelay Heliday Park
What is the pitch number? 11x

Fitted with floatation device? O Yes ® No

Holiday Home Sum Insured

What is the value of the property insured? * 35,000

What is the value of the contents insured? *

Confirm Quote Declaration

|/we declare that the statements and particulars given in this proposal are, to the best of my/our knowledge and belief, rrue and complete, that
the sums insured will be maintained on a true and up to date basis and that this proposal shall form the basis of the contract between me/us
and Binnacle Insurance Services Limited.

Please note that fields marked with an * are mandatory.

You can amend any of the details then click Next and the details of the renewal will show
back at the Review stage with the amended details.

I
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Accepting Renewals

Once you have reviewed the policies and made any changes you want to make you can
Accept the renewals. To do this either select the renewals you want to accept or Select All.

Then click Ready to Take Up

Ready toc Take up

This will bring up the following warning message

A total of 0 renewals will be taken up. Do you wish to continue?

These policies will then be removed from the list and the renewal menu updated

Renewal Summary

rorcname [ g - |

Status Statistics for: All

Ready to Pending Volume

Review 12

Invite 0 12

Take up 0 18
Confirm 8 5
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Renewals Transaction

As the process for accepting renewal in bulk requires the system to process a financial
transaction and create a policy debit this is done as an overnight process.

Therefore, you will need to wait for this process to happen before you can print or generate
Renewal Confirmations.

If you need to provide a customer with a renewal confirmation urgently you can still follow
the individual policy renewal process which can be done in real time.

Renewal Confirmations

On the Renewals Menu, select Next alongside the Take Up section

Renewal Summary

Park name ‘ Al

Status Statistics for: All
Ready to Pending Volume
Review

Invite

Confirm

This will bring up the following screen

Search Options Hide [

Produc

Ordered By

oocmer et

Rows er pge: © .

Search Criteria: Pitch Number, Print; 20; 1765Holiday Horme Select All  Deselect All
PolicylD Park Policy Holder Pitch No Cover Structure Contents Premium Email Select [

I
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Search Options

Search Options Hide [J

Product: [ Holiday Home v]

Ordered By: | Pitch Number v|

Document Method: [ Print v]

e B 5

The menu above allows you to change the search results

- The policy product e.g Holiday, Residential

- The order of the policies by pitch number, policy ID, policyholder etc

- How documents are sent to only show those policies that are printed or emailed
- The number of rows per page from 20 to 50, 75, 100 or 125

Commands

At this stage most of the policy action icons are not available as the renewal has been
confirmed and only the confirmation documents are outstanding.

Select All  Deselect All Select or deselect all records in the search
Select
ﬂ Select just that policy
Hide [] Hide the search criteria

Printing Confirmations

Always send the email customers first by selecting email in the search options and clicking

search. Select the renewals you want to confirm or Select All.

Then click Generate Email

Generate Email

This will bring up the following warning message

A total of 0 renewal confirmations will be Emailed. Do you wish to

continue?
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Click OK and the documents will email to the customer and cc you in (if CC’d tick box
selected)

If printed policies are left, change the document method to print and click Search and select
the renewals you want to invite or Select All.

Then click Generate Print

Generate Print

This will bring up the following warning message

A total of 0 renewal confirmations will be printed. Do you wish to

continue?

Click OK and the documents will open in pdf (or in a new browser window depending on how
you have settings on your computer)

B Confrnations (1).pdf - Adobe Acrobat Readar DC -7
Fle [de View Window Help
Home  Tools Confirmations (1).pdf * @ A signin
D% ®8 B8 D@ 1 R PO m- BT BLaD
B exporteoF v
B Create pOF v
23 January 2020 57 Edit POF
XXX XHXXXX S
XX XCOCNC XOKK XXXK 8 Combine Files
XXXHXX .
“[] oOrganize Pages v
XXX
£ Redact
O Protect
' ' Optimize PDF
Renewal Date 31/12/2019 £ Filssign
Policy Number 16467805 .
" ‘& Send for Review
Pitch 54
Park Trelay Holiday Park o More Tools
What is enclosed Insurance Schedule

Confirmation of Renewal

Comvert and edit PDFs
with Acrobat Pro DC

Seare Free Trial

Thank you for insuring your 2010 Willerby Granada XL through Compass.
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