APPLIED RELAY

COMMERCIAL VEHICLE FULL CYCLE RENEWALS
USERGUIDE

Sepntember 2018



Commercial Vehicle Full Cycle
Renewals

This section of the User Guide introduces the Commercial Vehicle Full Cycle facility
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Full Cycle Renewals is now available on Applied Commercial Vehicle (CV).

With this new functionality comes the ability to download electronic renewal
invites, produce renewal documentation locally on Commercial Vehicle, provide a
renewal premium in place of a new business premium and complete transfers to
alternative insurers.

For Applied Relay Commercial Vehicle customers who have Commercial Vehicle
integration enabled, any insurer documentation generated will save directly back
into the client documents tab.

The following user guide describes the Commercial Vehicle Full Cycle processes
from the point of view of Applied Relay Commercial Vehicle customers only and
Applied Relay Commercial Vehicle customers with Commercial Vehicle integration
enabled.



Accessing Commercial Vehicle Renewals

Applied Relay Commercial Vehicle customers
The renewals menu is accessible via the Online Services menu:

'Online services’-> 'Full Cycle’ - > 'Commercial Vehicle Renewals’

¥

Figure 1 - Access renewals via Applied Relay

The assumption is that you have Commercial Vehicle integration enabled. If this
is not the case, or if you cannot see the renewals menu, please contact Applied
Support Team.

Applied Commercial Vehicle Only customers

The renewals screen can be launched from within Commercial Vehicle under the
new ‘Renewals’ menu.

'Renewals’ -> 'Launch Renewals Wizard’

File Help
Cuarr In Launch Renewals Wizard

Incephion
Quote Reference: |
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|

Figure 2 - Access renewals via Commercial Vehicle

a\



A\

Download Renewal Invites

On selecting the renewals module, a prompt will display asking if you want to
Download / Import Renewals.

The renewals module will be blank until you download your first invites.

Download Renewals

'9' Download | Import Renewals?
Select '"Yes’to proceed Select *No' to continue to
with downloading any the renewal screen without

new renewal invites | Yes | No downloading new invites

Figure 3 - Download renewals screen

On selecting ‘' Yes“to download, the system will download all available renewals:

Commercial Yehicle

Import Renewals APPLIED

Dovanloading renevaal invites

Cahicel

You can cancel the download at any time by selecting 'Cancel’. The download
process will finish downloading the renewal invite currently being imported and
then continue to the renewals screen.

The Auto Lapse process triggers as part of the renewal download.



The Renewals Screen

The Commercial Vehicle Full Cycle renewals screen shows you all renewals
invites sent by insurers. There are filter options to allow you to narrow down
the list to show only the renewals that you want to work on.

All renewal processing is started from within this renewals screen, via the
‘Action’ button.

, Lomtjunte Benewals

R
APRLIED =

: = — Select or type in required
Prodiet Type: [Commemc Vebecke =] [ ] W] Rl i - yp . 0] ;
CortPoiylode [ Reetr [ 3]  AeweTo [ 3] filters and click Apply'to
Pobcy orsber e R | see only renewals that
P— match these criteria, Use
Chert Code | Chent i Code | Fenewsl Stk | Rienesssl D Remter | | Flenewal Pr | Adewwtn Pr_ | PasdVia Disect Dbt U '
LM Io-eEh:;‘-n SLONTNE s oted 1112018 = 0919 [17] ﬂxm T Reset' to remave filters and
CASFOl  Foeckdy Caile CASFOIO0N  Flerewal bwid 01012018 0313 [T * T shov all,
EENSDT Simon Kanny FERSMOM  Renesasl kwited mansame a8 0o x &
LOAGH Dy Lo LORGIDN  Renesalbnied 1002005 a9 g x ]
MURRD Fipan Murphy HURRDION  Rerewsl Eee mna2ms 0813 oo x 3

All renewals sent by insurers show on the one

g The alternate premium
screen, regardless of status. Filter to soa lass. P

will populate after the
'Cffer’ process.

EFrboch | Lot Updbed S/T1/2018 1520 by RELARUAT Shitnd
Aachon Ewgunt
Est

Figure 4 - The renewals screen explain thig shows the last date & time that this window has
been updated. Select '‘Refresh’to see the latest data

Actions available (explained (explained below)
below): EiRefiesh | Last Updated: 05/01/2018 1520 by RELAYLAT\mib

Disassociate Invite
Lapse Policy

Offer Renewal
Remove Invite
Wiew Current Risk

Wiew Renewal Risk

Action ™ I Expart...
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Apply filters to the renewals screen

Use the filters at the top to reduce the number of renewals appearing in the list.

@ Hide Filter Options

Product Type: |Relay Commercial Vehice = Insurer: [ All - Renewal From: [ -
Client/Policy Code Renewal Status > Renewal To: =

Policy Number “+ Apply X Reset

This section can be hidden from view to give you more space for displaying the
renewals on the bottom of the screen.

@) Hide Filter Options

% ComQuote Renewals

Renewals

APPLIED  sekc

Client Code_ | Cliznt Name |_Policy Code | Renewal Status | Renewal Date | Policy Murber | Insurer |_Renewal Pr... |_Altermate Pr... | PaidVia Direct Debit | Ned |

When filters are applied, the bottom right of the screen will be updated to
reflect this.

7 listed. > Fiter Applied (6 tems excluded ) 1 listed

_ e | e |

The filters available are discussed below:

Client / Policy Code With the client/policy code, it will find any client/policy code whose starting
characters match the search string, e.g. searching for ‘BEEJ’ could return
renewals for ‘BEEJ01002’, ‘BEEJ23005’, etc.

Policy Number The policy number filter works off a ‘contains’ command, i.e. if you enter
*10070’, it could return '"VAN1007060’, '"VAN1007078’, etc.

Insurer Filter on a single insurer.

Renewal Status Allows you to multi select different status (es). Apply to see only the
renewals matching those statuses.

Renewal From / To The date filters inclusive of both dates, searching FROM 1st April 2018 TO
5th April 2018 will return renewals with renewal dates e.g. 1st, 2nd, 3rd,
4th and 5th April 2018.




Renewal Status

There are a number of different renewal statuses showing on the renewals

screen and these are explained below. Depending on the status of the renewal
invite, there may be one or more actions available to you. The available actions
are shown alongside each status.

Applied Relay Commercial Vehicle customers; these renewal statuses are
separate to the policy status you see within your client portfolio.

Renewal Not Invited

There are three main reasons you would see this
particular status.

e 1. The policy has already been renewed
manually. In these cases, select the Action
button and select the Remove option.

e 2. The renewal has downloaded but wasn't able
to match up with the policy in your system — this
leads to Not Matched, Date Difference issues for
example. When you work out these exceptions,
then the invite record will be removed and you
will be left with a single record with a status of
‘Renewal Invited'.

e 3. The insurer has not issued the renewal yet but
the policy is due for renewal in the near future.
Wait for the insurer to send down the renewal.

e Remove Invite

Date Difference

This status highlights where the insurer invite has a
different date than your saved risk record. You will
have to confirm that the insurer value is correct in
order to proceed. If the insurer value is not correct,
you will need to contact the insurer to get the invite
resent.

e Synchronise Data
e Remove Invite
¢ Dissociate Invite

Not Matched

The renewal has been downloaded but Applied Relay
has not been able to match this to a Commercial
Vehicle policy. You will have to match this manually.

¢ Associate Invite
e Remove Invite




Renewal Invited

The renewal has been downloaded and matched. It
is waiting to be offered out to the customer.

o Offer Renewal

e Lapse Policy

e View Current Risk

¢ View Renewal
Risk

e Remove Invite

Renewal Offered

When you ‘Offer’ a renewal out to the customer, the
status changes to ‘Renewal Offered’.

o Accept Quote

¢ Lapse Policy

¢ View Current Risk

¢ View Renewal
Risk

e Regress Offer

e Remove Invite

Renewal/Lapse
Pending

This status will apply if the Renewal Accept EDI fails
to complete successfully. This should be a rare
occurrence. In the event that this does happen,
please contact Applied Support Team.

e Remove Invite

Renewal Stopped /
Insurer to be
contacted

Contact the insurer.

e Remove Invite

Renewal Exception

Contact Applied Support Team.

e Remove Invite

Synchronisation Regq.

Select the renewal, then the Action button and select
the synchronisation option.

¢ Synchronisation
Data

Invitation Issue

If it is not possible to set any other status against a
renewal, the status will be set to Invitation Issue.
When the mouse pointer is passed over the entry on
the renewals screen, a message will be displayed to
the broker explain the issue that was encountered.
This is expected to be a very rare occurrence and will
be dealt with between the broker, Insurer and / or
Applied Relay depending on the nature of the
problem.

e Remove Invite




Renewal Invite/Offer
Referral

Not Applicable to Applied Commercial Vehicle.

Unknown

This is a status to catch any ‘unknown’ status. This
should be an extremely rare occurrence. In the event
that this does happen, contact Applied Support.

Actions Available

As explained above, depending on the status of the renewal invite, there may be
one or more actions available to you. The actions are described in the following

table.

Accept Quote

...allow you to accept the current holding insurer, or to transfer to
another insurer and lapse the existing renewal.

Associate Invite

...allow you to match the insurer renewal invite to your own
Commercial Vehicle policy. You will be presented with a search
screen to locate your Commercial Vehicle policy.

Lapse Policy

...allow you to lapse the renewal and send a lapse message back to
the insurer. This is permanent and cannot be undone.

Offer Renewal

...allow you to offer the renewal out to the customer. During this
process you can print off your insurer documentation.

Synchronise Data

...allow you to confirm the renewal date that the insurer has sent
down is correct.

Remove Invite

...allow you to remove the renewal invite from the renewals screen.
This is permanent and cannot be undone.

Regress Offer

...move the renewal from status ‘Renewal Offered’ to status
‘Renewal Invited’ and allow you to ‘Offer’ out the renewal again.

View Current Risk

...allow you to view the saved risk.
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View Renewal Risk ...allow you to view the renewal risk.

Figure 6 - Actions available on the renewal

Refreshing the renewals screen

You may want to refresh the renewals module to ensure you are looking at the
latest status on each renewal.

To do this, select the ‘Refresh’ button (shown below). This updates the

renewals shown on the screen. This will also update the date and the user
shown in the details beside the ‘Refresh’ button.

SFehe | Lost dowrloadsd mmzzzmsnuhyw ‘Refresh’ updates the user & date\time shown so you
, know when renewals were last downloaded.

4 Refresh | Lazt Updated: 06/01/20018 15:20 by RELAYLAT mib

Figure 7 - Refresh the renewals screen

The refresh option will not download any new invites but it will show you any
new invites that any other users have imported since you first opened the
screen. If you want to check for new invites just close the renewals screen and
re-open. This will prompt the renewal download.
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Matching the insurer renewals to your policies

Not Matched

Applied Relay will try to automatically match up the insurer invites to your
existing Commercial Vehicle policies. In any cases where Applied Relay has not
been able to find an obvious match, you will have to locate the matching record
manually.

First, select the renewal you wish to match up.

Then choose the ‘Action’button (bottom left of the screen) and from the list of
actions, select ‘Associate Invite’.

5, Comijunte Renewals

Ranawals

APPLIED ekt the nerewal poboy yowish Io process
[-
Prodet Type: mecil Verade 7] wauer [ad =] el From =
it Policy Cosder Fionaeval 5atus - Fienawal To vi
Pk Busber T hpok I 3, Pt I
Py
hent Code | Chank Hame Code | Rerewal Stahn | Aerewal Dale Humber | Insuses Fenesal P | ABewaie Pr_ | Pasd Vis Dweci Detst | Wed
Sirmon Kanny Mot Matckod oEE 418313 oon >, B
CASFIM Fuscldy Canils CASFMO0T  Aerewd Ofeed 00007200 41919 ooa >, '
LOAGH  Giee Losd LOAGION  Aorewsl Imited  0/01/2070 41819 0o b ]
MURARD Fipan Mgy HUARDIOM  Farwmeal Exca omAanEme 415313 oon *, 3
| Frzfes, 1| -k Ao e [0
I Associate Invike 1

This will bring up a search screen.

The search defaults to the last search criteria e.g. name, address, policy code
etc., but you can change this to search on a number of different items.

,* Client Search E

Search for Name containing z‘l @ . Sl s 9 G

more search options

ame
Address
Registration Number
Folioy Number

Sub Agent

Folicy Code
Insurance Company
|Renewal Date
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Date Difference

If the Renewal Date in the Insurer Renewal Message does not correspond to the
value stored in your system, but the data otherwise matches, the renewal status
is set to Date Difference.

Choose the ‘Synchronise Data’option via the ‘Action’button. You will be
asked to confirm that the Renewal Date on your system should be overwritten by
the insurer value. If the insurer renewal date is not correct, please contact the
insurer and they can re-invite the renewal with an amended date.

Renewals
Client Code  Cliant Name: Policy Code  Renewal Status ~ Renewal Date  Policy Number  Insurer Renewal Pr... Alemate Pr.. Paid Via Direct Debit  Mcd
TESTH John Smih TESTO1005 Renswalln 05/01/2016 500.75 0.00 x 7
COLKD3 Karen Colbert COLKD3005 1211205 772.89 0.00 x 5
John Murphy 15/0272018 643,73 0.00 b4 3
Figure 8 - Accepting the 'Date Difference’
Disassociate Invite
Remove Invite
Synchronise Data
Renewal Data Synchronisation [ |
Renewal dake on current risk is: 2401172018 12:00,
Renewal date From insurer invike is: 01J/01/2018 00:00,
Do wou wish ko use the renewal date provided in the insurer invike?
(IF wou say no, wou will hawe ko conkact the insurer to nokify them that their
renewal date is incorrect, and will nok be able to praocess this reneval
invitation any Further, until an updated invite is received from the insurer )
Yes | Mo I
Once dates have been aligned, the status becomes Renewal Invited.
Client Code  Client Name Policy Code  Renewal Status  Renewal Date  Policy Number  Insurer Renewal Pr., Atemate Fr.. Paid Via Direct Debit
TESTO John Smith TESTD1005 Repswsllovted 05/01/2016 500,75 0.00 X
COLKD3  KaenCobet  COLKD30S 1241172015 77289 0.00 X

John Muphy 19/02/2016 643.73 0.00 x

Wl En



The Offer Process

A valid policy awaiting the ‘Offer’ process will have a renewal status of ‘Renewal
Invited'

The steps to follow during the ‘Offer’ process are as follows:

Process

Step 1: Action button — ‘Offer Renewal’

Step 2: Allocate claims or synchronise area (if any)
Step 3: Commercial Vehicle Renewal Risk screen
Step 4: Choose Alternative (Applied Relay only)

Step 5: Print proposal or Statement Of Fact for alternative (Double-click on the
alternative)

Step 6: Display ‘Offer Renewal’ option
Step 7: Raise your premium

Step 8: Create your letter pack

Step 1: Action button - '‘Offer Renewal’

Select the renewal you wish to offer, and choose the Action button at the
bottom.

From the list of actions, select Offer Renewal.

a\



Fenewal
Chert Coder  Cheni Mame Pobcy Code  Fenswal Statu:  Ranewal Dale  Policy Nusber Inpae Fierareasl Pr ARernatn Py Paid vis Dwect Dbt~ Nedd
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Jobn Musphy Mgt Maickad 1982 2mE AT o b4 3

Diazsociate Imite
Lapse Palicy

Oiffer Renipanl
Remnone Irnite

iews Cument Rist

ZR

View Rirvewial Rigk

peion* | | Export

Step 2: Allocate claims or synchronise area (if any)

Claims Allocation

If the insurer sends claims information a claims allocation wizard will appear
during the ‘Offer’ process to assist you in linking these claims to the correct
driver(s) on the policy.

For Applied Relay Commercial Vehicle customers, this process is similar to Private
Motor renewals where you need to allocate a claim to a driver, however unlike
Private Motor renewals; you will not choose to overwrite existing claim data or
add a new claim.

When allocating claims on Commercial Vehicle renewals, the
assumption is that the insurer has the correct claims.

To allocate, simply select the claim you wish to allocate on the left side of the
screen, pick the correct driver on the right side, and click on Allocate Claim.

If you have made a mistake and allocated to the wrong driver, you can
Unallocate Claim.

You can refer to the Current Claim Allocation section which will show any claims
already allocated to drivers on Commercial Vehicle.

D220 700 by e 2 kstad
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[/ CloimAllocationForm ji] BRI
Claims for Alocation
Ciaim Date Czim Type Claim Amourt Hlocsted Claims
Proposer. John Smith
12/09/2007 "~ 100
12/09/2008 D 600 Dver. Joe Seth
Alocate Claim  »
I 4 Unallocate Claim
Current Claim Allocation
I Propaser. John Smith
Driver: Joe Smith
2 Cisims Remaining 0 Claims Allocated [ e @[ cocd x| ccestnanges |
[ ClsimaliocationForm k] BN
Gaims for Alocation |
Gam Date Cam Type Qam Arnourt Alocated Claims
=4, Proposer. John Smth
LLU.I\D.YIM&TMZC\MM'C.UMM!J]
- Drver: Joe Smth
/i) Cisn [Cim date: 12/09/2006, Clam code: AD, Claim amourt: 66]
Alocate laim b
I 4 Unallocate Claim
' Curment Claim Allocation
Proposer: John Smth
Dver: Joe Smith
0 Cloms Romaining 2 Cloms Alocated [ meen 2)[ ol X[ e ]

Area of Use Difference

Should the insurer renewal invite have a different area to your saved risk, you
will be asked to complete the following wizard. Simply select and confirm the sub
area from the list available in the dropdown.



-
/ Area Of Use Selection

Please corfirm the renewal sub area by selecting the sub area from the drop down list

Area of use noted on your system last year Area of use for renewal

Arza Meath Arza Meath

=)

Area Of Use Selection
REL/Y

Sub Area |Denore Sub Area [ Baliath

)

l Cancel X l l Accept Changes + ]

-
/ Area Of Use Selection

Please corfimm the renewal sub area by selecting the sub area from the drop down list

Area of use noted on your system last year Area of use for renewal

Area Meath Area Meath

Area Of Use Selection
REL/Y

=B S |

Sub Area | Balmth

Balrath

Sub Area | Donore

Laracar

Tara
Cancel Clonee
Meath Cther Than

Donare

-

Listed

Figure 9 - Confirm Area of Use Difference

Step 3: Commercial Vehicle Renewal Risk screen

This brings you to the Commercial Vehicle renewal risk screen.

The holding insurer is shown in a different color (purple) to the other insurer

quotes.

For example;

Company Name | TP | TPFT | Comp | [~
N/A 602.93 744.33 |
N/A N/A 772.89
/A 633.07 781.54

The risk screen is mostly greyed out; this is to ensure that you do not make
an unintentional change to the risk details while offering out the renewal.
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From here you can print results as you would normally do from Commercial
Vehicle.

Step 4: Choose Alternative (Applied Relay CV customers only)

For Applied Relay Commercial Vehicle customers, you can save the details of the
alternative insurer by first selecting who the alternative is.

Right click on the appropriate quote to get the option ‘Select Alternate Quote’.

When a quote has been selected as the alternative, it will change to bold.

y Name | TP | TPFT | comp
Auto Van Plus MN/A 679.90 1129.]
futo Van Plus - Restricted Op... N/A 781.89 1298,

Select Alternate Quote

a

315.00 380.66

For Applied Relay Commercial Vehicle customers using Commercial Vehicle
Integration, this will then update the policy details in Applied Relay with the
alternative quote premium and insurer. The premium saved will be based on the
‘Cover Required’ you have already selected in the risk. For Example, in this case I
have ‘Comprehensive’ cover selected, so the premium that saves back will be the
comprehensive premium.

Step 5: Print proposal or Statement of Fact for alternative
(Double-click on the alternative)

Depending on the insurer, and your EDI setup you can print the proposal either
via a ‘Print Proposal’ option on the first screen (as seen below), or via the
‘Submit Risk” option. In either case, print the proposal and save as required.
(Again, for those using Commercial Vehicle integration, this document will
automatically save to the Applied Relay documents tab).
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B sreakdown E3

Breakd T Notes ] Refenas()
Set Cover Date |
Thud Party TPET Comprehensive
Discounts
No Claims Discount NZA N/A -400.73

Optional Extra
If this Optional Extra is showing as 0" when it has been selected then the annual premium is at the Minisum
Level Therefore there woukd not be & ted np for g this oplional cover.

Additional Benefis N/& N/A Not Inchaded

N/& N/A 458 98
Premium N/A N/A 43712
Govt Lavy N/A N/A 21.86
Service Chaige N/A N/A 0.00
Totad Premium N/& N/A 458 98

L

Close out of the current screen (press X in the top right corner) to return to the
Commercial Vehicle screen.



Step 6: Offer renewal and print documentation for holding

insurer

Double click on the holding insurer renewal quote to proceed to Offer the

renewal.

This will first bring you to the following screen; choose Submit Risk to continue

to the ‘Offer’ option.

{Breakdown

Motes T Referals

Submit Risk |

- Comp Breakdown

Depending on the insurer, you may need to add in additional EDI information
prior to proceeding to Offer the Renewal e.g. an extra line of address and/or
confirm acceptance of their criteria by ticking a box (ref screen shot below).

Cover o commencs: ||]'|,l|]'|j2mg at b lr-| d Tm; |-|- j
Cover: Third pany FT Vehicle details:
Presmiu: W Date purchased ||]1."'|2."2|]15 * dd iy
Pioposer Details: Registration numbes: |1 R0 S
Address neT: [25 Deerpark Aoad Mumber of lived seats in wehick: Fﬂ
Addiess ne2; |
Address ned: |Casllcknuck
Address brued: |Dm,», 15 X
Prewious Policy Expiry Date: NM2/2007 " dd/memdyyae
— Penalty Points
[ Diives [ Points | Alacal
Prop  Gies Loed 0 0
1 | »
Edit Selected
By ticking this box the proposer confims having tead and accepts the pal'cy' o Offer i
] gm Rerewal Hernuyd

On the EDI capture screen, you will see an option to Offer Renewal.

Print Propozal
Farm Only

Offer
Renewal

Once you complete this, your web browser will open with a page containing links
to your renewal documents. From here you can print or save a copy of any of

A\
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the documents available. When saving them please remember to rename
them to something meaningful. Note that if you have forgotten to save your
documents and need another copy you must regress the invite and re-offer it.
For Applied Relay Commercial Vehicle customers, these documents will
automatically store in your clients document tab.

MOTOR RENEWAL NOTICE

REASON FOR ISSUE:
POLICY NUMBER:
INSURED ADDRESS:

BUSINESS OR OCCUPATION
PERIOD OF INSURANCE:

REGISTRATION NUMBER:
CLAIM FREE YEARS:
DRIVERS:

PREMIUM:

TOTAL PREMIUM:

Renewal Invite

Fraddy Castle

Deerpark Road

Ravensdale

Dunialk

Ca Louth

Elacirician

From: 010122018 0000
Ta: 2018 23:58
141024648

5
Insured only
€ 308 23

€ 41919

AGENC) CODE:
DATE OF ISSUE:

VALUE:
COVER:

DISCOUNT ALLOWED:
GOVERNMENT LEVY:

REQQ00
060172016 16:34:30

€ 12000
Third party FT

€ 44541
€ 2006

ADDITIONAL INFORMATION
Included in Premium above Claim(s) Loading € 0 Caonviction(s) Loading € 0
Additional Cowvers:

Windscresn Cover €0

(AT S S

Closing this documents directory (clicking on the X in the top right) will bring you
back to the renewals screen where you will see a message confirming renewal
has been offered. You can proceed with offering further renewals.

Commeercial Yehicle Renewals B

'0 Renswal Offer Completed.

In order to complete the renewal offer process for your policy,
complete the next steps outside of the renewals screen.

Step 7: Raise your premium

Applied Relay Commercial Vehicle customers Manually raise a ‘Provisional
Renewal’ premium, (you will need to fill in the premium and service charge
details).

If you need to apply any discounts, you should edit the premium in this field
before merging your letter.



Applied Commercial Vehicle customers Manually raise premium on your
existing client system.

The status on your Applied Relay policy remains as ‘Insurer Invited’
until you raise your Renewal premium.

Step 8: Create your letter pack

Applied Relay Commercial Vehicle customers The assumption is that
Commercial Vehicle integration is enabled. If this is not the case, contact Applied
Support Team. Applied Relay will automatically save the insurer documents to
the Client Documents tab (associated to that policy). The Alt Insurer & Premium
will also be populated in Policy Details, allowing you to pull this through into your
Applied Relay letter or invoice.

Applied Commercial Vehicle customers In step 6 above you will have had
the opportunity to add your insurer documents to your CRM (if applicable).
Follow your normal internal process to create the letter.
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Regress Invite
If you wish to regress a renewal, select the renewal you wish to regress, click
the ‘Action’ button and select ' Regress Offer”

Accept Quote
Lapse Policy
Regre{}eofrer

Remove Invite

View/Amend Current Risk
15 16:36 by RELAYUAT\ams Fitter Applied (27 items excluded ) 1 listed

|

View/Amend Renewal Risk

Action ™ I

=

Figure 10 - Regress an invite

Then select the renewal again, click the ‘Action’ button and select * Offer
Renewal’ again (prompting you to print / save the renewal offer documents)

Accept Quote
Lapse Policy
Offer Repgwal

Remove Invite

View/Amend Current Risk

2

View/Amend Renewal Risk 15 16:36 by RELAYUAT\ams Fitter Applied (27 tems excluded.) 1listed

Agtion ™ I

_ & |

Note that Applied Commercial Vehicle Only customers you can use the
regress option to generate another copy of your renewal documentation if
you forgot to save them the first time around.

Accepting a renewal

A valid policy awaiting the ‘Accept’ process will have a renewal status of
Renewal Offered.

Process
Step 1: Action button — ‘Accept Quote’
Step 2: Commercial Vehicle Renewal Risk screen

Step 3: Confirm renewal quote and print insurer documents via ‘Confirm
Renewal’ option

Step 4: Raise your premium
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Step 5: Create your letter pack

Step 1: Action button — ‘Accept Quote’
Highlight your policy and select Action -> Accept Quote

| Accept Quote |

Lapse Policy
Regress Offer
Remove Invite

View Current Risk

View Renewal Risk

[ Action ™ ][ Export... ]

Step 2: Commercial Vehicle Renewal Risk screen

As per the ‘Offer’ process, you will be first brought to the Commercial Vehicle risk
screen where you can make any necessary amendments to the risk. Select the
‘Amend’ button from the Renewals menu in Commercial Vehicle.
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Step 3: Confirm renewal quote and print insurer documents via
‘Confirm Renewal’ option

Double click on the renewal quote to proceed with accepting the renewal
quote, (follow similar process as you would for New Business)

Like the Offer process, this will open a browser with links to your renewal
confirmation documents. Save or print these as required.

Step 4: Raise your premium

The following steps may differ, depending on whether you are using
Applied Relay for managing your client or not.

Applied Relay Commercial Vehicle customers Post the client
payment and / or confirm your renewal premium.

Applied Commercial Vehicle customers perform whatever actions you
take to confirm the renewal in your Appliedsystem.

Step 5: Create your letter pack

The following steps may differ, depending on whether you are using
Applied Relay for managing your client or not.

Applied Relay Commercial Vehicle customers The assumption is that
Commercial Vehicle integration is enabled. If this is not the case, contact
Applied Support Team. Applied Relay will automatically save the insurer
documents to the Client Documents tab (associated to that policy). Merge
your cover letter or invoice as usual, again risk information can be
automatically pulled from the Commercial Vehicle risk screen into your
letter.

Applied Commercial Vehicle customers In Step 3 above you will have
had the opportunity to add your insurer documents to the client (if
possible). Create your letter as you currently do.

Once a renewal has been successfully renewed, the invite will be
automatically removed from the renewals screen.



Transferring a renewal

A valid policy awaiting the ‘transfer’ process will have a renewal status of
‘Renewal Offered’.

Process
Step 1: Action button — ‘Accept Quote’
Step 2: Commercial Vehicle Renewal Risk screen

Step 3: Select the alternative insurer quote and print insurer documents via
‘Confirm Renewal’ option

Step 4: Lapse your old premium and raise your new premium

Step 5: Create your letter pack

Step 1: Action button — ‘Accept Quote’
Highlight your policy and select Action -> Accept Quote

| Accept Quote |

Lapse Policy
Regress Offer
Remove Invite
View Current Risk

View Renewal Risk

[ Action ™ ][ Expart... ]

Step 2: Commercial Vehicle Renewal Risk screen

As per the accept process, you will be first brought to the Commercial Vehicle
risk screen where you can make any necessary amendments to the risk using the

‘Amend’ button on the Renewals menu.
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Step 3: Select the alternative insurer quote and print insurer
documents via ‘Confirm Renewal’ option

Similar to the Offer and Accept process, this will allow you to print and save your
new business documents.

Step 4: Lapse your old premium and raise your new premium

Applied Relay Commercial Vehicle customers Lapse your provisional
renewal premium by posting a lapse for transfer premium. On the new Applied
Relay policy line (automatically created), raise your transfer premium. Finally,
post client payment and allocate accordingly.

Applied Commercial Vehicle customers Complete the renewal transfer
process as usual in your non-Applied Relay.

Step 5: Create your letter pack

Applied Relay Commercial Vehicle customers The assumption is that
Commercial Vehicle integration is enabled. If this is not the case, contact
Applied Support Team. Applied Relay will automatically save the insurer
documents to the Client Documents tab (associated to that policy). Merge
your letter or invoice as usual; again risk information can be automatically
pulled from the Commercial Vehicle risk screen into your letter.

Applied Commercial Vehicle customers In Step 3 above you will have
had the opportunity to add your insurer documents to the client (if
possible). Create your letter as you currently do.

Once a renewal has been transferred successfully the holding
policy will be Lapsed and the invite will be automatically
removed from the renewals screen.
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Lapsing a renewal

A valid policy awaiting the ‘lapse’ process will have a renewal status of ‘Renewal
Offered'.

Process
Step 1: Action button — ‘Lapse Policy’
Step 2: Complete Lapse reason

Step 3: Lapse your premium

Step 1: Action button - ‘Lapse Policy’

Select the renewal you wish to lapse, and choose the ‘Action’ button. From the
list of actions, select ‘Lapse Policy’.

Accept Quote

| Lapse Policy
Regress Offer

Remove Invite
WView Current Risk

View Renewal Risk
[ Action ™ ][ Export...

. _ —
Relay Framework Tools - [t e

@] Are you sure you want to lapse pelicy TEST01005 for John Smith?

=

Figure 11 - Confirmation of lapse
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Step 2: Complete Lapse reason

When you select "Yes’to lapse, you will be offered a screen that allows you to
capture the reason why this policy is being lapsed.

Lapse Policy:GRIA17001

Figure 12 - Capture reason why policy is lapsed

Lapse Policy:GRIA17001

ILapsed Due To Being Uncompetitive At Renewal
Lapsed Due To Being Uncompetitive At Renewal

Lapsed Due to Change Of Agent Or Merger

Lapsed Due To Death, Business Closure Or Selling Of Property
Lapsed For Transfer To Another Insurer To Support Other Business
Lapsed For Transfer To Another Insurer Under Better Terms
Lapsed For Transfer To Different Scheme With Holding Insurer
Lapsed To Carmy Own Risk

Manually Lapsed For Unknown Reason

Figure 13 - Different 'Lapse' reasons available

If you click the ‘red X”on this lapse reason screen, the policy will not be lapsed.

You must select a reason and then click the green tick to confirm this reason.

Step 3: Lapse your premium

Applied Relay Commercial Vehicle customers Lapse your provisional
renewal premium by posting a renewal policy lost premium.

Applied Commercial Vehicle customers Complete the Lapse process as
usual on your back office/CRM system.

Once a renewal has been lapsed successfully, the invite will be
automatically removed from the renewals screen.
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Amending renewal risk information

When your Commercial Vehicle policy has been matched to a renewal invite, you
will notice that the risk screen is mostly greyed out; this is to ensure that you do
not make an unintentional change to the risk details while offering out the
renewal.

Should you need to make a change from renewal date, you will heed to ‘Amend’
the risk.

This is available on the risk screen _(after you h_ave Renewals
offered the renewal) from the within Commercial -

. . ' Launch Renewals Wizard
Vehicle via the Renewals menu: .

‘Renewals’ -> ‘Amend’

These will make the risk fields editable, and you can make any required changes
to the risk and exit/save.

Note that you must offer the renewal before the ‘Amend’ option will be
available.
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Appendix
Enabling & Configuring

Should any existing Applied Relay Commercial Vehicle customers not have
Commercial Vehicle integration enabled, please contact Applied Support Team
and we will schedule this for you.

For Applied Relay Commercial Vehicle customers, there is a list of merge codes
that can be used to merge in Commercial Vehicle risk information to your
existing letter templates. If you do not already have these merge codes, please
contact Applied Support Team.

Tips
Expand the screen size

Did you know you can make your Commercial Vehicle screen full size? Just select
the square button in the top right corner. This allows you to see more
information in your quote results.

A a_
i[=1 3 — = 3
. Change back using this button —

From this:
Include Service charge - €50 r Transit Cover |
Company Name [P | TPET | comp 4]
Refer Refer Refer
Refer Refer Refer
Refer Refer Refer
Refer Refer Refer
Refer Refer
_| Refer Refer Refer
e Refer Refer Refer X
J14a | »
To this:
Include Service charge - €50 r Transit Cover |
Company Name ITP ITPFI’ rComp INotes lGuid =l
N/A Refer Refer 12E5BF
Refer Refer Refer CDD7E:
Refer Refer Refer 4COEAE
Refer Refer Refer 82D561
Refer Refer Refer 8A0A27
Refer Refer Refer SFCCAE
LSS -... Refer Refer Refer 9]2654;;1
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