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Accessing Compass  
 

 
 

+ Logging-in direct to Compass 
 
Access to the 360 Compass Platform is via the 360UW Website.  Select the Login tab and enter the Username and Password 
provided. 
 

 
Welcome to Compass.  Our Compass product allows simple navigation by giving you the ability to click on the appropriate tab. 
 

Navigating the 360 Compass Interface
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+ Search TLC Insurance Applications 
 
Once a broker has launched the TLC Insurance Applications tile they will be presented with the below ‘Search’ screen. 
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The broker can search by the following criteria: 
 

+ Application ID (also referred to as transaction ID and once bound Invoice Number) 
+ Policy Number 
+ Application Status 

 
+ Named Insured 
+ Application Owner 

 
This selection will enable all transactions for the brokerage to be available. 

+ Inception date 

 
 
 
In addition to the above Search criteria the user is presented with a summary of their transactions. 
 

 
By clicking on the Toggle Base Premium button the Total Premium amount presented in the display will change to total Base 
Premium. 
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A list of all transactions processed can be also seen. 
 
 

 
+ You can select to open a transaction by clicking on the App Id number in the above list as well. 

Create New Application 
 
By clicking on the Create New Application – the user is able to create a new policy transaction or new quote. 
 

+ Proposer’s Details 
 

 
 
Enter Period of Insurance 

+ The Policy Inception Date will default to the current date or can be overridden by an Underwriter 
+ The Policy Expiry Date will be automatically populate with a 12 month date 
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+ Users can select a specific tile or complete the page information to obtain a quote 
+ The First page of the Product (or Step 1) is for the Proposer’s Details and Director’s history. 

 

 
 

+ Broker Email address will automatically populate. 
 

 
 

+ Are you the holding or attacking broker?  A Dropdown list of the following is presented for selection. 
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o Holding Broker 
o Attacking Broker 

+ Please update a copy of your authority to quote 
o Uploaded File will appear in red text. 

+ Holding Insurer? 
o A list of Insurers are presented for selection 

 

 
 

+ Select Client Region from the dropdown list. 
 

+ Please ensure that you have disabled auto-populate in your internet settings as this may cause issues with smart 
searching. 
 

  
 

+ When Yes is selected on any question more information can be entered 
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+ This is also where previous claims information will be captured – as per screen below. 
+ Claims information can be manually entered or uploaded directly 

 

 
 

+ The user then has the option of going BACK or selecting NEXT – which will save the data entered and more to the 
next page – Basis of Insurance. 
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+ Insured Business Details and Cover Selection 

 
 

+ The Second page of the Product (or Step 2) is Cover Selection 
+ User selects product type required and the question set for the specific product will appear. 

 
 

User enters the % of turnover against the occupations listed. 
 
If Other is entered and additional field will be displayed for the capture of more details. 
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+ Combined Liability 
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+ Combined Liability has an additional dynamic questions, which will determine the questions set and number of 
Sections available. 

+  

 
 

+ The questions for Liability cover are: 
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+ The Item Schedule – Plant & Equipment 
 

+ The Third page of the Product (or Step 3) is Insured Item Schedule (Plant Schedule). 
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+ Plant Schedules can be 
o Manually entered by clicking on Add Plant Item 
o A copy of the file can be Dragged and Dropped in the area below 

 

 
 

o Or the user can auto upload from the Plant Schedule File 



 
 
 

TLC INSURANCE Broker Navigation Guide, V1.0 
 
 

Page | 15  
 

 
 

+ By clicking on the above the instructions for uploading will be presented. 
 

 
 

+ When a file is uploaded the information will be display in the Plant Items Table and the user has the ability to 
alter any of the fields if required or the User can select NEXT at the bottom of the screen to Save the 
information and close out of the screen. 
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Manually uploading the item information: 
 

+ Clicking on the Add Plant Item button will open the following screen for you to complete the details.  Screen below 
 

 
 
 

+ The information icons have hidden text with an explanation of covers. 
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+ All items either manually loaded or uploaded will appear on the screen with cover summaries 
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+ Additional & Optional Covers Tab 
 

+ The Fourth page of the Product (or Step 4) is Additional & Optional Cover tab. 
+ Listing of all of the automatic covers provided by the policy. 

 

 



 
 
 

TLC INSURANCE Broker Navigation Guide, V1.0 
 
 

Page | 19  
 

 
 

 
 

Optional Extensions 
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+ Proposed Use of Plant & Equipment 

 

 
 

+ The Fifth page of the Product (or Step 5) is Plant/Vehicle Item tab. 
+ List of dynamic questions with radio buttons and freeform text fields to be completed. 
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+ The Item Schedule – Commercial Motor 
 

+ The Third page of the Product (or Step 3) is Insured Item Schedule (Plant Schedule). 
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+ Motor Vehicle Schedule can be 
o Manually entered by clicking on Add Motor Vehicle 
o A copy of the file can be Dragged and Dropped in the area below 

 

 
 

o Or the user can auto upload from the Motor Vehicle Schedule File 

 
 

+ By clicking on the above the instructions for uploading will be presented. 
 

 
 

+ When a file is uploaded the information will be display in the Motor Vehicle Items Table and the user has the ability to 
alter any of the fields if required or the User can select NEXT at the bottom of the screen to Save the information and 
close out of the screen. 
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Manually uploading the item information: 
 

+ Clicking on the Add Plant Item button will open the following screen for you to complete the details.  Screen below 

 
 

+ The information icons have hidden text with an explanation of covers. 
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+ All items either manually loaded or uploaded will appear on the screen with cover summaries 
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+ Additional & Optional Covers Tab - Commercial Motor 
 

+ The Fourth page of the Product (or Step 4) is Additional & Optional Cover tab. 
+ Listing of all of the automatic extensions provided by the policy. 
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Liability to Third Parties 
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+ Additional & Optional Covers Tab – Combined Liability 
 

+ The Fourth page of the Product (or Step 4) is Additional & Optional Cover tab. 
+ Listing of all of the automatic extensions provided by the policy. 
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+ Proposed Use of Vehicles 

 
+ The Fifth page of the Product (or Step 5) is Plant/Vehicle Item tab. 
+ List of dynamic questions with radio buttons and freeform text fields to be completed. 
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+ Important Information & Declarations 
 

 
 
The Sixth page of the Product (or Step 6) is Important Information & Declaration tab 
 
This section covers: 

+ Excess selection 
+ Broker Commission 
+ Broker Fee – as a Broker you have the ability to enter a Broker Fee that you would like to charge your client and it will 

print on the Client Quote for you to send directly to your client – with the total including your fee. 
+ Information about TLC Insurer and a Declaration for completion. 

 
 
Excess, Broker Commission and Broker Fee 
 

+ Excess selection is only applicable to Plant & Equipment and Commercial Motor 
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+ Important Information & Declaration - (Plant & Equipment and 
Commercial Motor) 

 
The Insured’s Duty of Disclosure 
 

 
 
Consequences of Non-Disclosure 
 

 
 
Fair Insurance Code 
 

 
 
Privacy Statement 
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Financial Strength Rating 
 

 
 
 
Declaration 

 
 
 

+ Selecting Back will take user to previous page without Saving data 
+ Selecting Next will Save the data entered and move user to the Next page 
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+ Important Information & Declaration - (Combined Liability) 

 
Duty of Disclosure 
 

 
 
Insurer 
 

 
 
Privacy Statement 
 

 
 
Financial Strength Rating 
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Declaration (Broker and Insured) 
 

 
 

+ The Declaration for the information also prints on the Summary Document for clients/Insured to sign and return for 
submission to Vero Liability Insurance. 
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If during the completion of answering the required data – the data entered has generated a referral the user will be presented 
with the following information on Get quote. 
 

 
 
 
By clicking on Send Us A Message – the below pop-up will appear.  The User can send a message or upload additional 
information for the Underwriter to review.  Once sent the Underwriter will be able to read email and review transaction. 
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Once message has been sent the User will receive the below message. 
 

 
 

Transaction Types: 
 
The transaction types available to the user are captured on the Search Page. 
 
As per below – the policy for Minnie Mouse it is in the Status of Current and the user can process 

+ Endorsement via the Endorse button 
+ Transfer the policy to another Compass user within the Brokerage 
+ Create a one-off certificate of currency 
+ Renew (functionality not available initially) – TLC Insurance will advise of the Renewal Process accordingly. 

In relation to Documents – this policy transactions have the following available 
+ Schedule 
+ Invoice 
+ Summary (Confirmation of what you have told us) 
+ Certificate (Certificate of Currency 
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