Servicing Guide Velocity

Small Commercial - Retail Risk\V#°

Velocity's policy platform puts the power to service policies back into your hands. Use this guide
to learn about accessing the system, working tasks in the Inbox, setting up email subscriptions,
looking up customers and policy documents, processing change requests and cancellations, and
how to ask underwriting questions.

Accessing the Portal

To begin, log into my.velocityrisk.com
and enter your Username and Password. Velocity Risk &'
User credentials are emailed to each user Welcome
once appointed. If you have not received
this email, contact us at marketing@
velocityrisk.com.

Portal Dashboard
The dashboard provides quick links to both of our policy administration systems and our Velocity
Knowledge Center, your online resource center for product and system information.

The Dashboard Policy Search feature will by name, address, policy/quote/app # across all platforms.

The New Policy Platform is our new system where all new quotes and policies will be generated.
You will have access to service your new policies in this platform.

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.
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System Tasks and the Inbox

Our new policy system manages notifications and tasks in the Inbox. Tasks in bold indicate new
tasks that have not been viewed. The Recent List tab displayes recently viewed policies and
quotes. The Open Work tab list tasks that are currently open and active.
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LTS V\ewmr Refresh Inbox
Inbox
Recent List Inbox
Open Work Filter | by text (showing 2 of 2 results)
O Bt & & & 1 Owner Work Date ~  Due Date Description ':::QDM&
03/22/2022
Doa 5 agent 03/22/2022  03/22/2022  General Task For Joseph Francis Alexander McGee 09:55:56 >
FOT
Reminder for task: G I Task - G I Task For Joseph Ds/23/a0za
eminder for task: General Task - General Task For Josep!
=] 1 agent 03/23/2022 04:52:10 Work -+
Oo g Francis Alexander McGee -

InbOX SUbSCI"I pt'lons Home Quote/Policy Support 9
To receive Inbox notifications and Tasks to your email, set up
a Subscription. New Quote
Out of Office
.
Select My Subscriptions from the More menu. —
My Inbax Views
Click Add Delivery Method from the Subscriber Delivery
Method List.
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ADVANCED POLICY SEARCH Subscriber Delivery Method List
Subseriptions
Delivery Method Description Destination
Empty List

Choose the Email delivery method, enter a description, email, and Save. You can set up as many
email delivery methods as needed.
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Inbox Subscriptions continued...
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Select the tasks from the subscription list that you wish to have sent to your email. You can choose
to have these tasks sent daily or immediately when generated. Select the Primary Delivery Method
email you wish the tasks to go, as well as the format (HTML or Text) and Save the selection.
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ADVANCED POLICY SEARCH

Subscriptions Add Delivery Method

Delivery Method Description

Email Producer Email

Subscription List

Select  Description

Tasks Assigned to Me

Urgent Tasks Assigned to Me
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Destination

producer@insurance.com

[ vigest if Possible

Primary Deliver Primary Delivery Secondary Delivery Secondary Delive
SCEik Mlethnd " Fnlrmaly . Method ! Format e
| Daily v | | Producer Emai ~ | [ HTiL | [ select. v || selct v |
| mmediate v | [ Producer Emait ~ | [ WML v | [ setect v | [select_ |

o

Tasks will now be sent to the indicated email from noreply@velocityrisk.com. Be sure to add this

email to your safe sender list.

Working a Task

To work a task from the inbox, click the right arrow = on the far-right side of the task. The option
in the drop-down field will default to Work. Options in the drop-down list are:

« Work - opens the item the task is associated with to work it.

o Detail - opens the task details and includes the task history
« Suspend - change the work date of the task

e« Transfer - transfer the task to a new owner

s s -
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(|] Bt @4 & 1 Ower Work Date v  Due Date Description
D ® & 5 agent 03/22/2022 03/22/2022 General Task For Joseph Francis Alexander McGee

Reminder for task: General Task - General Task For Joseph

Do= 1 agent 0342312022
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Policy Look up
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The Search button will permit you to search by policy, quote number, application, or customer
name. To search by address click Advanced Policy Search and click the link in the Customer List.
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Entity Type Email Phone Number
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tesi@test com
(303) 589-5186

test@lest com

Policy Documents

All policy documents, including the application, declaration page, and invoices can be located

under the Policy File tab.

To upload policy documentation such as loss runs, photos, and signed forms, click the New
Attatchment button, select the documentation type, browse the file, and upload the document.
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ADVANCED POLICY SEARCH [ < Return to Home |

History

Policy File
Palicy -

Fiters
Policy

¥ 03 poliey
Undenwriting
¥ 03 Customer: 244 -Test Hotel

property > 03 ..another Palicy

Coverages 3 .another Customer
Review

Loss History

Additional Interests

forms

Premium Info

Inspections
Palicy File o
Oresponaence

Tasks
Reports

Billing

esignature

N POLICY Policy Number  Insured  Product SubType  Policy Term P
Search Q 2021-000001-01  TestHotel  Small Commercial Property  CPP 11/25/2021 - 11/25/2022 ¥R

Items

B Policy: 2021-000001-01 (11/25/2021 to 11/25/2022)

O Tyee Name
O = Quotes
O =
Oe D
Oe D

Sequence  Trans Effective  TransStatus  Premium + Fees New Policy Attachment i ®

Home  QuoterPolicy  Support (@)

11/25/2021 Active $22,707.00

[ @ rooaraceent | | Gavono  Name*

DateTime ~
11/18/2021 08:00:00 PST
11/18/2021 08:00:00 PST

11/18/2021 07:50:57 PST

1171812021 07:59:57 PST

of Inspection Compliance:
I Select Files to Upload I

Show Advanced Options

Commission Reports

Commission reports will be emailed to the email provided by the 30th of the month for the prior

month production.
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Billing and Payments

Click the Billing section to see payment history and make payments. Agency billed policies will
be sent a monthly invoice. Direct bill policies can make a payment using the Make Payment
button, verify the policy number and click Pay. Commission statements are sent monthly. We
accept all major credit cards and electronic checks.
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Froperty. > MAKE
Coverages Clear PAYMENT
Review
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Los History > si4300 sssm0 000 s000 000 5000 s000 1000
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Polcy Fle &
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Invoice Summary =
- NOTE
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& Tamaindste  EfeciveDats Deseiption Premium Fee Transacton At Due Amt PayaltAmt
om0t ounzz oz [R— s 1075 s000 sa00 1610075

To make a payment, select payment method and enter payment details. Click Submit Payment
to post the payment to the policy.

Velocity Risk N Home  Quoterpoliy  Support @

ACCOUNT  Account Number Insured Policy Term AccountStatus  Pay Plan CurrentDue  Total Due
Q 2021-000001-01  TestHotel  11/25/2021-11/25/2022  Normal AgentBill FullPay  $17,67830  $17,678.30

ADVANCED POLICY SEARCH [ <Return topotey |
Account Payment
Make Payment
Account Last used Delete
O New ACH
O ACH Trust Account
© New Credit Card

Credit Card Number*

Pending/Scheduled Payments

Account Nurber Date Source Amount Pay By Type Status Check Number

Empty List

Policy Changes and Endorsements
Policy changes can be processed by clicking the Endorse button.

Velocity Risk Rz Home

poLicy | PolicyNumber  Insured  Product SubType  Policy Term producer ProducerType  Sequence  Trans Effective  TransStatus  Premium + Fees
Seareh Q 202100000101 TestHocel  Small Commercial Property  CPP 11/25/2021-11/25/2022  VRU Producer 001 Wholesale 11 117252021 Active $22,707.00
O3 VIEW NOTES || =« MORE |

~ADVANCED POLICY SEARCH [ < Returnto Home |
History
Policy General
Policy
Product* Fiorida - Small Commercial Property - Velocity Risk Underwriters, LLC
(s Effective Date* 1172512021 Expiration Date* 1172572022
Underwriting Producer Code* VRUPOOT VRU Producer 001 Branch producer ID
Policy Source® New Business Application
Propert >
perty Controlling State Florida
s Policy Disposition None
Description Small Commercial Property
Review
Comments
Loss History mmer J

Additional Interests

Forms Surplus Line Details
Premium Info Surplus Line Producer® VRU Producer 001-4567691 License Type Non-Residence
License Number I License Name Sean's Surplus Lines Producer

Inspections




Endorsements continued...

Selecttheeffectivedate of theendorsement
provide a brief description and click Start.
The description will be displayed on the

updated declarations page.
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ENDORSEMENT

Start Transaction
Effective Date*

Description*

Additional
Declaration Text

Endorsement

11125/2021

‘ Increase Wind Deductible to 5%

Make the change to the policy by clicking that section and making the adjustment and click

Finish.
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ADVANCED POLICY SEARCH

Endorsement
Application
Policy.
Underwriting
Property
Coverages
Review
Loss History
Additional Interests
Forms
Premium Info
Inspections

Policy File

Search

Application Number
AP-00000002

Insured  Product

Test Hotel

Plicy Number
2021000001

APPLICATION

| <Return to Home |

Wind/All Qther Perils

All Other Wind Deductible 10,000

Wind Deductible Type*

Terrorism Coverage*

Would you like to add our Direct Repair Endorsement to this policy? | ve

> It will give the named insured the option to use our preferred
wendaors for claims repairs and give them a 10% crediit off their
> deductible, up to a maximum of $2,000. The named insured can

decline to use the preferred vendor at the time of the claim, but
would forfeit the 10% credit off their deductible.

Equipment Breakdown®

Cyber Liability Coverage

e

Small Commercial Property

Sub Type
cpp

Policy Term

11/25/2021 - 1142512022

Status

InProcess  $22,707.00

‘Additional Coverage and Sublimits Package.

Wind Deductible*

Earthquake Coverage*

All Other Perils Deductible®

Florida Sinkhole®

Additional Premium

Trans Date
11/25/2021

Premium + Fees

Home Qi

fPolicy

o

Support

Trans W/P + Fees

$0.00
[® sAv'H @ HNISH \Ismswnmms | Cwewnotes || @ oesere || - wore |

The Closeout section will display the premium adjustment if applicable. Click Endorse Policy to
finalize the transaction.
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Search
ADVANCED POLICY SEARCH

Closeaut

APPLICATION | Application Number  Policy Number  Insured  Product
Y AP-00000002 2021000001 Testrotel  Small Commercial Property
Closeout
Prior Full Term Premium $22,357.00
Transaction Written Premium -$1,353.00
Total Transaction Premium £1,353.00
Inspection Contact
Inspection Contact Name* Test

Phone Number*

(555) 7778838

Email Address®

Transaction Request

Effective Date* 1172572021

Sub Type
e

Policy Term
11/25/2021 - 1172512022

New Full Term Premium
Transaction Written Commission

tesi@test com

Description* Increase Wind Deductible 10 5%

Additional Declaration Text

Home Q olicy  Support @)
Status Premium + Fees  TransDate Trans W/ + Fees
InProcess 52135400 11/25/2021  +$1353.00
| oorse rouicy [ eeno ror reteas || preview oureut | wooivapeucaion | O viewnores || - wore |
$21,00400
5000

A notification that the endorsement has been processed will be displayed. Click the link to access

the policy.
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ADVANCED POLICY SEARCH
News
Inbox,
Recent List

OpenWork

Q | ﬂ Endorsement has been pracessed for 2021-000001-01

Recent Activity

Underwriting
showhll  Shawhone | () Quote Application (D rolicy
Current Qwner Status Policy Effective Loss Date
Active 117252021
agent.uat Quote 117182021

Insured Name

Test Hotel

moratorium demo

Home  Quote/Policy  Support

LOB.

Sinal Commercial Property

Smal Commercial Property




Endorsements continued...

The updated endorsement declaration is available in the Policy File section.
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Premium Info
Inspections

Policy File =

Correspondence

Tasks

Reports

Billing

esignature
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Search Q 202100000101 TestHotsl  Small Commercia IProperty  CPP /252021 - 11/26/2022  VRU
ADVANCED POLICY SEARCH [ <Return toHome |
History
Policy File
Policy -
Filters Items
Policy
P 03 Policy B Policy: 2021-000001-01 (11/25/2021 to 11/25/2022)
Underwriting
> 13 conome 2t e O TR Name
=
e > [ Oe
Coverages [ .another Customer O= D
O =
Review
O =
Loss History
O= D
Additional Interests o
D
Forms

12

ucerType  Sequence Trans Effective

1/25/2021

Trans
Active

Status  Premium + Fees

52135400

Home  QuotefPolicy  Support (@)

'@ noormncement | 02 Ao o || &2 00 corresponDENCE || O viENOTES | -~ Mo |

DateTime

11/18/2021 09:04:55 PST

11/18/2021 09:04:51 PST

11/18/2021 08:00:00 PST

11/18/2021 08:00:00 PST

11/18/2021 07:59:57 PST

11/18/2021 07:59:57 PST

D combine Docs

Email Status
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Cancellations

Requests to cancel a policy must be submitted to our team by emailing at smb.underwriting@
velocityrisk.com. A signed LPR and any additional needed documentation is required.

Underwriting Communications

Questions to underwriting may be submitted by emailing our team at smb.underwriting@

velocityrisk.com.




