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Accessing the Portal
Velocity’s quoting platform is designed for speed and flexibility. Use this guide for tips on 
getting the best rate and minimize the learning curve.

Access our portal: 
my.velocityrisk.com

Enter your credentials and 
click Continue

If you can’t remember your 
login credentials email:
marketing@velocityrisk.com
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Search for answers or 
speak to a live agent 
with the Chat feature. 

The Velocity Knowledge 
Center is your new resource 
center for Velocity product 
and system information.  

The New Policy Platform is 
the our new system where all 
new quotes and policies will 
be generated.  

The Legacy Policy Platform 
is where you can access your 
existing customer details in our 
previous system. You will not be 
able to create new quotes in the 
Legacy Policy Platform.

Answers to frequently asked questions 
about this portal and our new policy 
platform can be found under FAQ. 

Search by Name, Address 
or Policy/Quote/App # 
across all platforms. 

Portal Navigation
The My Velocity portal is your access point to all things Velocity. Search by name, 
address, or Policy/Quote/App# across all platforms. The Dashboard provides quick links to 
both of our policy administration systems and our knowledge center. 
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Inbox
After logging into the new platform, you 
will be directed to your inbox. This is where 
notifications and tasks about your existing 
policies and quotes will be housed.

Recent List
To access recently viewed policies and 
quotes click the Recent List tab.

Open Work
Tasks that are currently open and active are 
located under the Open Work tab.

Click the link to 
go directly to the 
policy/quote.

Click the link to 
go directly to 
the policy/quote.
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Create A New Quote
Create a new quote by clicking the New 
Quote Button.

Product Selection
If multiple products are available for the 
state select product link to continue.

Click the New 
Quote button.

Enter Effective 
Date and State.

Click the 
Start button.

If only 1 product 
is available. You 
can click the 
Product Link or 
Continue button.   
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Navigation and General Details
It is important to understand the workspace and how to navigate 
around the platform. Fields with an asterisk (*) are required.

The Information Bar is 
where you find the quote #, 
Insured Name, Product Type, 
Policy Term, and Status.

The Workflow buttons are 
contextual, different buttons 
display depending on the section. 
These buttons are how you move 
to the next page, save, view 
notes, and print a quote summary. 

The Navigation Tree displays 
the different quote sections. 
After completing one section 
the next will appear. It is 
important to complete the 
sections in order to get the 
best experience.  

The right panel displays the 
Quick Access Menu. Use these 
buttons to start a new quote, 
make a payment, create a note 
or task, and attach documents. 

Policy, quote, app, 
or name search. Click Advanced Policy Search 

to search by address.



6

Quote Flow Guide
Small Commercial - Retail

Insured Information
Enter the insured name, mailing address, 
and contact information. 

Underwriting Questions
Answer the underwriting questions to 
determine eligibility. Underwriting approval 
may be required.Click Save to verify 

all required fields 
are complete.

Insured Contact 
details may be entered 
but are not required. 
Inspection contact 
details are entered in 
the application. 

Click Next Page 
to continue to the 
Underwriting section.

Q2: If yes, and Q3: If 
not occupied at least 
50% annually; risk is not 
eligible for AOP, but may 
have Wind only coverage.

Click Next Page to 
enter details about 
the property.

Q1: If Yes, risk 
is not eligible.
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System Notifications
Missing details or underwriting notifications 
will appear at the top as an issue. There will 
also be an indicator on the Navigation Tree to 
indicate where the issue generated.

Add a Location
Add a location and building details to the 
quote.

Location Details
Mailing address detail we prefill for the 
location address, update if different.

Click Add Location 

If the address is not able to be 
verified by USPS, select this option to 
manually “pin” the location on a map. 

Click Save to 
open additional 
location details. 

Tip: Copy address in Description 
field for easy reference. 

Notification alerts 
appear at the top and 
on the navigation panel.

Click Next Page or 
+Add Building to add a 
building to the location. 
Minimum of 1 building 
must be added to each 
location. 

We use a 3rd party to prefill details 
and RCE data. A multi tenant risk 
may ask for a selection of the 
appropriate business entity at the 
location. Select no match if the 
tenant does not appear in the list.  
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Add a Building
Add a building to the location. Ineligible 
risk types are also listed here.

Risk Details
Enter details about the building and update 
the basic coverages to customize the quote.

Additional locations and buildings can also 
be added by in the Property section.

Click Add Building.

Select the Risk Type category 
from the drop-down menu.

Select Occupancy 
Category. Class is 
optional based on 
occupancy type. 

Click Add Location.
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Coverage List
The selected coverage limits are displayed on 
the coverage list.

Risk Details
We use 3rd party data to populate an 
estimated RCE value. If we locate details a 
RCE value will be prefilled as an estimate. 
This value may be adjusted as needed.

Complete the 
Supplemental questions 
with system update details. 

Indicate any Protective 
Devices for a discount. 

Select item type, 
provide a description, 
and desired limit.

Click Add to include 
Coverage B items to 
the coverage list.

IMPORTANT: Click Save to run risk modeling 
for the most accurate price and to access 
the itemized Other Structures limit.

Click Save to 
complete Coverage 
B selection or Add 
Another to add 
additional items. 

Coverage C is split 
between Contents and 
Improvements and 
Betterments.

Enter desired 
coverage limits.
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Deductibles & Endorsements
Select deductible preferences and add any 
optional coverages.

Coverage List
A detailed list of selected endorsements, 
limits and deductibles.  

Click this link for a detailed 
description of our available 
coverage packages. 

Click Save to display 
coverage details. 

Click Next to continue to 
Premium Review. 

If the risk is eligible for 
AOP Coverage select 
a deductible. AOP is 
defaulted to No Coverage. 
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Loss History
Enter any property losses for the risk.

Pay Plan & Premium Review
Choose a payment plan and review premium 
details.

Click the links or 
Change to make 
any edits. 

Click Next to go 
to loss history.

Click Add Loss 
History to enter 
loss details. 

Click Save to save 
loss details. 

Change the day of the 
month payment is due and 
click Refresh to update the 
payment schedule. 
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Loss History List
Continue entering losses. Upload required 
3 - 5 year loss runs for review.

Price Compare
To create multiple quotes with various 
options use the Price Compare tool.

Click Create 
Application to 
finalize the quote. 

Select to link the quote to the 
current quote to see a side-by-
side comparison of the quotes.

Click Copy Quote to 
duplicate the quote. 

Click Next to go to 
Price Compare. 

Select Loss Run 
from menu. 

Click Select Files 
to Upload to find 
and upload the 
document.

Click New 
Attachment to 
upload 3-5 year 
loss runs.  

Provide a description 
to distinguish 
between the quotes. 

Click OK to copy 
the quote. 

Click Add 
Attachment to 
add document 
to the policy.  
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Price Compare Linked Quote
The current and copied quotes are linked 
and details are displayed. Update the 
copied quote with the changes to see the 
premium difference.

Update Copied Quote
Update the now active copied quote with 
desired changes.

The quotes are now linked. 

Click Price Compare to see the 
quotes side-by-side comparison.

Update desired coverage / 
deductible options. Click 
Save to update the premium. 

Linked quotes are 
accessible by clicking 
the Linked Quotes button.

The coped quote is now 
active. Make the edits 
to the quote to see 
updated premiums.
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When ready to bind, 
select the desired 
quote link and Create 
Application. 

Note: All other linked 
quotes will be closed 
and no longer available. 

Verify the active quote before 
creating the application.

Print Price 
Compare will 
print the Price 
Compare screen.

Select desired 
printer or save 
as a PDF.

Price Compare Summary
Provide side-by-side comparison of quote 
options for the customer. Up to 15 different 
quote variations can be compared. 

The price compare summary is an image 
of the Price Compare screen. If the quote 
requires underwriting approval the premium 
is subject to change.
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Quote Summary
A detailed quote summary is available. The 
Quote Summary is not an offer of coverage 
and may be subject to change upon 
underwriting approval.

Quote Summary is 
for the active quote.  

Click Print 
Quote Summary.

If the risk requires 
underwriting approval it 
is recommended to not 
print the quote summary 
until after approval.
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Click Finish to 
bind the policy.  

Click Additional 
Interest to add any 
Mortgage or Additional 
Interest that need to be 
added to the policy. 

Select the property 
the interest is in.

Click +Additional 
Interest to add the 
Mortgage or Additional 
Interest details. 

Application
The application status is where contact 
details and additional interests can be 
added and attached forms can be reviewed. 

Premium Information
Displays premium breakdown. 

Forms Review
Access to all the forms attached to the policy.
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Correspondence
Supplemental forms required for 
underwriters are located here.

Policy File
All documents including correspondence, 
quote summary, Dec page, and application 
are located under Policy File.

Select form and click 
Add to print the form 
to be completed.  

Click View Sample to 
preview the form.  

Click Process 
Correspondence to 
generate the form in 
the Policy File.  

Click the Link to open a 
PDF of the document.  
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Submit for Approval
If quote requires underwriting approval it 
will be indicated at top after clicking Finish. 

Once submitted for approval an indicator 
displays on the quote.

After the risk is reviewed by the underwriter 
you will receive a message in the inbox with 
an approval or underwriting instructions.

Click New 
Attachment to 
upload any required 
documentation.

Confirm Due 
Diligence 
and complete 
Inspection 
Contact details. 
Not required 
to Submit for 
Approval but 
required to bind. 

Enter notes to 
the underwriter. 

Click Submit for 
Approval to send 
to Underwriter. Select the action 

from the menu. 
To finalize and 
bind the quote 
select Work and 
the è. 
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Contact UsBind the Policy
If the policy did not require underwriting 
approval or after receiving underwriting 
approval you can bind the policy.

Payment Address
Dept 0958, PO Box 120958
Dallas, TX  75312

Overnight Address
Box 890958 
1501 North Plano Road
Richardson, TX  75081

Producer & Policyholder 
Support
844-878-1267

Underwriting: smb.underwriting@velocityrisk.com
Policyholder Services: policy@velocityrisk.com
Marketing: marketing@velocityrisk.com
Velocity Portal: my.velocityrisk.com
Website: velocityrisk.com

Click Issue New Business 
to bind the policy. 

Premium and fees 
are displayed along 
with total due now. 

Policy has been created. 
New policy # and Active 
status are displayed on 
the Information Bar. 

Access policy documents 
and application under 
the Policy File section. 

Enter payment details. 


