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PacificComp-

A CopperPoint Insurance Company

Underwriting Management System (UMS)

Please use the following steps to access your secure information in the PacificComp portal.

. Visit www.copperpoint.com, click LOGIN and select PacificComp
2. Click MY PORTALS and select PacificComp
3. Click on Manage Submissions

Questions about logging into your account?
Contact portaladmin@copperpoint.com or call 818.575.8500

ARRANGING THE LOOK OF YOUR HOME SCREEN

The information boxes (Submissions and Recent Activity) can be dragged and dropped anywhere on your screen. To minimize a
box, select the icon in the top righthand corner of each box:

Minimize

Maximize

Retum to Default Size

CREATING A NEW SUBMISSION
(UPLOAD YOUR ACORD APPLICATION TO UMS)

From your Home screen, click on the New Submission button in the top right corner.

M Sulbsmission @ [:-]] ﬂ

In the Submission Details box:
« Select Upload from an ACORD application.
Select Select File to Upload. Search for your saved ACORD/document on your desktop or other file on your computer.

« Supply Needed by Date (optional).
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« Select the Create Application button once. There may be a slight delay. Please wait for the pop-up that will appear, advising that
the ACORD is being loaded. You will be notified when the upload has been completed.

“our request to upload the ACORD
application has been accepbed and will be

procez=ed shortly. You will be notified when
the upload has completed.

« Once the ACORD upload is completed, select Yes to open the submission.

ACORD Upload Completed

The oo for o0 Test Ac ord fuls complsted. VWiould you B 10 0pen he submisson™

ﬂ*:.

The UMS system will self-populate with information from the ACORD and will automatically attach the ACORD to the submission under
“Files.” To access the Files folder:

1. Select the round Collaboration* icon in the top right corner of the screen.
2. Select the Files icon.
3. Click on the ACORD attachment to open the document.

4. To attach additional documentation, select New and either drag and drop the file to the space indicated or select Choose File to
attach a document saved to your desktop or another file location.

*Note: The Collaboration icon also contains the Chat, Emails, Tasks and Notes functions.

£ MNew File

1
Diag and Drop File Here
of
3
Q Search / YT v New~ B
* System 11130117 \ p.
s Test ACORD (editable) pdi N 4

Uploaded POF
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Once the ACORD upload is complete, it will bring you to the Submission screen to complete the required fields in each section.
Missing information is indicated by a red asterisk *. Review and confirm all information is correct.

Submission 1]
Application \ w
Ganarsl Information 03]
Locafions - Class Codes ﬁ
ACORD Cuesfions fou cannct submit the appication

because there are required fislds
and Agent Remanks rernaining.

Indrddiuals inc ludedExciudad

Prior Camiar Information and
Lioss Hishony

E‘ ::,-__.

Supplemential infy

After all fields are satisfied, click on the Submit Application button in the top right corner of your screen to formally submit your
application and put it into our queue. Your application is not submitted until you click on the Submit Application button.

4 Cancel Subrmit Af

Acions v | (&= s

In the Submit Confirmation pop-up, select Yes to formally submit your application. UMS will automatically evaluate for our SmallComp
Program. If it is not eligible for the program, the submission will be sent to an Underwriter for evaluation.

Submit Confirmation

Yol have slectad to submit this apphcation. In doing S0, you certity thal all infomation
provided is accurale io the best of your knowledge. This infonmpon i requined for you
submission o be cheared

Completed &cord Applicabion
- 4 ears of Curmently Valued Loss Runs

- Supplemental Aoplcation
- Premium and Payroll Hestory

o -
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ATTACHING ADDITIONAL DOCUMENTS TO THE SUBMISSION

Attach documents such as ACORD, loss runs, narratives, experience modification worksheets, etc. to the submission as required.
1. Select the round Collaboration* icon in the top right corner of the screen.
2. Select the Files icon.
3. Click on the ACORD attachment to open the document.

4. To attach additional documentation, select New and either drag and drop the file to the space indicated or select Choose File to
attach a document saved to your desktop or another file location.

*Note: The Collaboration icon also contains the Chat, Emails, Tasks and Notes functions.
L9 Mew File

Diag and Drop File Here
of

Collaboration m
B2 M B = £
Al et Emady Files 11ks
3
Q. Search / Y v New~ =
m s?rstam . 11730017 \
L [ et 120 PM

TV rect ACORD (editabie).par 4
Uploaded POF
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GENERATING A SMALLCOMP QUOTE FOR ELIGIBLE SUBMISSIONS

If a submission qualifies for Small Comp online quoting, the following message will appear:

Submission FB-66411 for insured ABC
Sample Submission is eligible for

Automation. Please complete the required
fields on the proposal input tab, and click Get
Quote to obtain your quote

You will be taken to the proposals page and given the option to create one or more quotes at various deposit and commission levels
using the Actions tab*.

*NOTE: The system will automatically generate an initial quote with a 10% deposit/15% commission. To generate a quote with alternate
percentages, see the next step. Commission levels can be adjusted from 0-20%.

€ Decline o Bing
_—
Eubmission
| Close Submission
L
Modity Submission

Under the Create Quote tab, you have the option of adjusting deposit and commission % levels. Select
Get Quote when the desired information has been inputed.

ABC Sample Submission . .
Cats: Quoled 2K el . [t
° X (-]
Quiote
inputs & Sutouts
Submission pu ;a8 Copy Lee
Dediate Ducte
Application 3 ; ,
Quotes "3 * subemiszion
Deposn - 10 0% % ] Mﬂﬂ" Ciose Subrmission
Comemesion: 15 0% p—
WC: Quote 2 w Towe Vs aan Creaie Cucie: I
Inpuls & Ouiipwts
oA 78 a LAy Submisaon
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BINDING PROCESS

Click on the quote youd like to bind and select the Begin Binding tab.

P
R R Begin Binding 3

Aclions w a?ﬂ

Complete the additional needed information as indicated by the red asterisk *. Click on Request to Bind.

Dreponit ; 10.0%, Commisuion: 15.0%

Fa- l | ——
(] (] () [ e ] | o= v | o
Rvsgues! Bnd
Bind ingaa B Deans opees 4 el Y
T ity B e i s il ot e bl i, iy bl i, L4
* Puaekbd Sy T o P BT ke e OF Gasvmity vbhund Kbk A Vo
™ Pl oo you Peben e b B ACOMD) acc o i
R e n o Pracess [
= rwgion: L4 0I5 8!
oot Azt EELE LD | Sama w mspecton Cont
o Cagmna) =] T o G
Prtrary, Oficars, Rnistivan o b incheced o Escuied. b et of ol wction.
i
i Phiaes o o “Tem [ i Bazs Siwiy e Vi [T
oy Dol S Peirtatant L Enchaie - = | - Eabetl -
T s Doa L By g Enchbe - el 3
Praain ashim or compie s Foliowng Bleng P P b, It form:
-
& * Pupraer S
P Cromopr -
avct
Plasiss Chuiurit -
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The following message will appear, confirming the bind and providing a Claims Toll-Free reporting number. The Policy Number can be
found on the left side bar on the Submission page.

You shoukd recen your podicy within 30
days. In the meaniime, i the msuned shoulkd
have a claim, please instruct them o call our

Policy Issuance

Claims Toll-free Reporiing number at 1-B00- Q
AT4-8080. Thanks again for the onder 1o bind
We greatly appreciate your business

Submission
Application

Quotes

WA 00623400 (WC)

Policy Issuance
Inputs & Outpuls
Bind Input

£ £ v w
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RESUBMIT FUNCTION

The Resubmit function allows you to create a copy of a previously declined or lost submission within 90 days of a policy’s expiration
date. If the expiration date is within 90 days of the current date, the Resubmit button, found at the top right corner of your screen,
will be active.

Find the original submission by selecting My Agency - All in the drop-down box (top left corner of your screen) and searching for the
insured’s name. Click on the submission to open it, then select the Resubmit button in the top right corner.

Plascer

Insured ¥ Agency. Cumeni User's Apercy a3

Verify that you want to resubmit by selecting Yes in the pop-up.

Resubmit Submission

Ae you sire you wani 1o resubmit this sutm msion?

- I

The following message will appear. UMS will produce a copy of the submission in “Draft” status (not formally submitted yet). A pop-up
will advise when the process is complete.

Submission has been resubmitted. Please

& | review and update the application
information.
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From this point, the submission should be reviewed and updated as necessary under the Application tab. The system will notify you of
missing information with red asterisks.

€K Test E-maile
sipen el oy —_— —
& o e T o |
Ps Pl Tt 1S hevmplin il Lidd Hirtp = r = —
AT e
Application e P S sy - B
Tarrerdl infirmaton n- B Ry Sy S — L
% M, - Cln S T e ety 8 ro b i S
AT Chpieitae P LY O Y S

FeWynTodi L% late=3T od bale]
P . (R

P CTH SR

SEIETT O e - |

. e
p——— L1 e tomi b Pk

S o Lkl e Y Fomw saoed  Casesawn

If there is missing information, the system will prevent you from submitting.

When all information has been entered and verified, select the Submit Application button in the top right corner of your screen.

€ Cancel Submit Application % Actions | e

(=]
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Verify that you want to resubmit by selecting Yes in the pop-up.

Submit Confirmation

Yiou have alected 1o subme this appiicabion. In doing =0, you certify that all smfcmabion proveded is:
acourati 16 the bost of your knowlsdge. Ths informabon o nequined for your subsmission bo be chaared

Complebed Acord Apphcabon
- & Years of Curently Valued Loss Funs
- Bupplemental Application
- Presreum and Payrol History

Remember: The new submission is in “DRAFT” status to allow any changes that are needed. The user must select the Submit
Application tab to formally submit the account and put it into our queue.

Submit Confirmation ﬁ*;h':l'_ht non.5TP

¥ioid Nayve ek ied o submil this application n going S0, you cerify thal all Fformation
provided s acrurale §o ihe best ol your knowledge. This infomation i requined for your I submission
SUDTESSION 10 D Chrad Application »

Geners Informaon

- Compleled Aoid Application

- 4 Years of Currently Valued Loss Runs LAK I~ LA Lo

- Supplérméntal AJplic aticn ACCORD (ustioes

= Premmium snd Payrol History m.ﬁ, e hic e
@l Agent Riemanks
Price Camier indonTsation and
Lerss Histony
Sucpiemental into

The system will indicate whether the submission qualifies for our automated Straight-Through Processing Program.

Thank you for submitting your application
The account is not eligible for straight-
through-processing and will be refermed 10 an

Submission FB-67618 for insured Clearance
IV is eligible for Automation. Please complete

Underwriler for review, due 1o the following
S0NS s not STP Elgible.
s than $50.000 in

the required fields on the proposal input tab,
and click Get Quote to obtain your quote.

Premium

Questions about logging into your account?
Contact portaladmin@copperpoint.com or call 818.575.8500
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