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Welcome

In the fast-paced insurance world we understand that we need to offer you an insurer that is easy for you to do business with.
So when building the portal we asked you exactly what you wanted and we'’re developing just that.

The Broker Portal offers you a site that is quick, easy to use and can be personalised to meet the needs of your business.

What are the key features?

e Claims updates: Access a daily claims feed for all motor and home policies

e Cover Notes: Create a cover note for any motor policy in minutes

e Green Cards: Keep your customer covered whilst abroad for any motor policy
¢ Manage users: Quick and easy set up all from within the Broker Portal

e NCD letter request: Enables access to online form with a 24 hour turnaround

e Access policy docs, underwriting guides, endorsement lists and more
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Logging in

1.1 Login to the New LV= Broker Portal here: https://portal.lvbroker.co.uk/s/login
1.2 Click login

LV=

BEROKER

mwim

1.3 Under the Portal logo click Login 1.4 Enter your email address and the password you have setup

Login to our Broker Portal or o
Account Management L\/ S
BROKER
| B —
(B saanie Sl WSS enr =

Claims, Cover Naotes,
Green Cords ond
Praduct Dincs
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Cover Notes

We recommend using Google Chrome when creating Cover Notes so documents can be downloaded easily

2. Home > Cover Notes

LYE ¢

reen Cords M Feporting Manoge Users NCD Product Documents Contoct Us Access Request Q ) Broker Secialln
BROKER
Cover Notes Dashboard
Cover Notes

Recently Viewed = ¥

0, Search this fist . -
1 femem » Upeicriad o few saconds ago Search thi ®- EH- O

~  Creoted By w Lot Mome ~ Brokes Fiel ~  Compory Noms ~ St ~  FirstNome ~  Type of Policy w
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Creating a Cover Note

3. From the Cover Note overview screen, click Create Cover Note f
(==
Q. Search this list.. & = C| G Y
Y v Status v Created Date v
Processed 21/11/2019 09:47 v
3.1

Search for and select the Broker Branch you're writing the Cover Note on behalf of and enter your Broker reference

The following notes relate to specific functionality of the form that may be helpful, rather than a full step by step guide for every field

3.2 Cover Period: Completing the Cover Required and Effective To fields will auto-populate the Cover Period in Days

Create Cover Note

3 srokerinformation

* Brokes Branch u A-PLan Holdings (Birmingham, B28 SA)

Brokar Bet

B rolicy Information
Tyt Pty
Nos

" Folcy tumber

~ Dt Theree Cover Roregotred )

“Enective To Dt Time @

Cover Period in Daws

Buaton for lone
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3.3 Vehicle Reg lookup: If a vehicle registration cannot be found, manual fields will appear
Vehicle Registration 145 yyy
Aw, snop! We couldn't find a match for that registration. Please enter the details manually.
Vehicle Type —-Nane-- =
* Vehicle Make
* Vehicle Mode!
* Year of Manufacture --None-- N
*Vehicle CC
Q&g\qrut:nn. Chassis or Engine Number 45 yyy )
3.4 Persons Entitled to Drive and Adding Driver Excesses: \WWhen adding a Driver. Click Add Driver, then click the Pen icon in the table to open the
field for editing. When adding driver excesses, click the Pen icon in the table to open the field for editing.
E Persons Entitled to Drive
Persons Entitled to Drive --None-- >
Add Driver
mrere-rfime please hover aver the cells in the table and click on the pen
First Name v Last Name v
v

B3 Driver Excesses
Driver R Fire “w  Theft ~  Windscreen

1 All Drivers 250 # 250 250 75
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3.5 Submitting Cover Note: Once all details are entered click Submit

ﬂ Premium Information

Gross Premium Incl IPT

Is This Policy Net Rated?

3.6 Review Cover Note: After clicking Submit, the page will jump to the top and ask you to review all details to ensure they're accurate.

Create Cove_r Note

Please review the inserted data and confirm with "Submit’

m Broker Information

* Broker Branch B3 swinton Group Ltd (Manchester, M1 6LT) x

3.7 Amend/Submit Cover Note: To make a change to the Cover Note, click Back. To finalise the Cover Note click the now Green Submit button

E Premium Information

Gross Premium Incl. IPT

Is This Policy Net Roted?
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3.8 You will now see a summary of the Cover Note you've created

DETAILS FEED B omesm

m Drivers (1)
3.10 Assuming you're using Google Chrome, the Cover Note will download straight away and can be found in the bottom left corner of the browser

120191 Created

e To Dot TimelD
12018 0957

» Proposer Details
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Cover Note Extensions

3.11 Click Cover Notes to access the Cover Note Overview table
h:r"(% ™ L Fgpetag Manass Usen NCD Produst Dequmanrs Coemoet U fuetias Resuaet [=] Y Beocar SeciallR
Cover Motes Dashboard
Crudte Conesr Nots
Conver Notes.
Alw ¥
2 ioemwe. » Soried by Cover Note Number » Fillered by ol cover notes. « Updated o few seoonds ogo 3, Search s list ®- @m- C 8T
CoverNote Number T 0 Poiley bumbar e Broker Tiaf v FintName w Lowt Name w CompamyMome ¢ Vahice Pegitmtion + Type of Poliey Gty w Crested Date v
123ASETASLILINNLN Mory Fi 1t i ARC Cow Prox d 1 I 4 -
3.12 To view all Cover Notes available for extension, click the down arrow next to your current View and click Cover Notes Available for Extension
M Cover Notes
# I
2items | LIST VIEWS
| Lgtlaty < Ris2d )
1 Cower Notes Available for Extension
2 -\.‘tfrrm't.l 2t 7 L
Cover Notes Created - Lost 7 Days
Cowver Notes Created - Lost Month
Ceneer Notes Created - This Manth
3.13 Your View will now show you only the Cover Notes Available for Extension

3.14 Click the CN - ####i# reference to open the Cover Note details screen

Cover Notas
Ll Cover Notes Available for Extension ”

2iitzms » Sorted by Cower Piote Numiber « Filtered by off cover nates - Status. Efective To DoteTime » Updated o few seconds og0 Ol Search this list. ®-| M- |6|T
ber T w  Policy Number ~  Broker Rel ~  First Name ' Lost Mo v Company Name W Viehiche Registration v Stotus ~  Created v
CN - DD07% 1234567891111111 Mary Farweather in13 yjs Processed 21112019 -
2 CN - 00116 1111111111113 811 1234568 Dan Bocon eollgps Processed 28112013 -

10
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3.15 In the top right corner, click Extend Cover Note

+ Follow qd Extend Cover Note ad Cover Note
B) orivers (1)
LAST NAME FIRST NAME ACCIDENTAL DAMAGE FIRE
Al Drivers 250 250 -
WView All
3.16 Enter the new Effective To Date/Time and click Next

3.16.1 The new Effective From Date/Time will be automatically populated with the previous Cover Note’s Effective To Date/Time plus 1 minute

Extend Cover Note

3.17 You will now see the new extended Cover Note details page
DETAILS FEED B) orivers (1)
LAST NAME FIRST NAME ACCIDENTAL DAMAGE  FIRE
w Policy Information All Drivers %0 150 b
Cover Note Number Broker Bronch
oN- 00117 Swinton Group Ltd (Wanchester, M1 61T) i
Status Broidr Rel
i il Caver Nate History (1)
Type of Policy FRelgted Cover Mote
ABC Car N - 00116 DATE FIELD USER ORIGINAL VALUE  NEW VALUE
Peley Humbierdd Raoson for ssue 2807112019 10:19  Created. Broker Socicils
PORPERARELTIREE) Change of Diiver
DutelTame Cover Requiredi(y Caver Pericct in Days. View AN
30/11/2015 0958
Efective To DateTime @
0671212019 10:19

11
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3.18 Click Download Cover Note

Assuming you're using Google Chrome, the Cover Note will download straight away and can be found in the bottom left corner of the Browser

+ Follow Extend Cover Net( Download Cover Note )

12



Voiding a Cover Note

3.19 Click Cover Notes to access the Cover Note Overview table
kﬁxﬁ Home i Reporting Manage Users NCD Procuct Documents CormoctUs hecens Reguest Q € Broker SociallB
Cover Notes Dashboard
’- ivL;kI'MIt;
2 items o Sorted by Cover ote Number s Fitered by af cover notes » Updossd o few seconds ogo 7, Search this list e m- ¢ &Y
Cwer Note Number T v Polcy Number v Broker Ref st Name ~  Last Name w Compory Nome “  Vehicle Registration  *~ Type of Policy W St ~  Creoted Dote w
3.20 Click the CN - ##i#iti# reference to open the Cover Note details screen of the Cover Note you wish to Void
+ gl
2t 4 S by Lo Mt Nermioer o §Sapewed D o e reshen o Uprdoned 3 e wecorh age sk L
T v Pallny Masher W ke Pt W P e~ W L N W Cirsgairey Maiwe W vetale Rt Type of Peloy v s W Ceated Dote

3.21 Click Void

+ Fofow Void ExtendCover Note Download Cover Nate

B orivers (1)

LVE
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3.22 Select Voided Yes in the dropdown and click Save

3.23 The Cover Note will now be Voided and a confirmation message will show

Cover Notes Green Cords ntoct Us Access Request
+ Follow Void
. o

3.24 The Cover Note Status will now show as Void

By Cover Notes

Alw ¢
Titerms « Sorted by Cover Note Number » Fitterad by oll cover nates « Undated o few sexonds ago A Searchithis st &
Cover Mote Number T w Policy Number “w  Broker Red w  First Nome “  Last Nome w Compony Mome  ~  Vehicdle Registration  ~ Type of Policy ' Stotus “  Created Date

1 €N-00079 1234557891111111 Mary Earweather 11 ye ABC Car Pracossed 211172018 08-47

2 CH - 00116 111111111111111 113456 Dan Bocon eoll gpx ABC Car Frocessed 28112019 10:01

3 CH-00117 FRESASSRERSERERE 123458 Ban Bocen el gpx ABC Car WVeid 28112019 112

LV =

BROKER
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Searching for a Cover Note

3.25 To Search for a Cover Note, enter your search in the box provided and hit Enter

3.25.1 Note: Search will search on all columns of information except Status and Created Date. Please use the View filters
function for this type of search.

3.25.2 Note: Search will work only where the result string is unbroken. Here are some examples of searches that do/do not work
3.25.2.1 CN-00098 = will work

3.25.2.2 00098 = will work

3.25.2.3 098 = won't work

3.25.2.4 7214256894 = will work

3.25.2.,5 721 =won't work

§
LV [ v Clgims Cover Notes Green Cands Mi Reporting Manage Users NCD Froduct Documents Comroct Us Agouss Requist Q @ Broker Sociol18
BROKER
Cover Notes Dashboard
Cover Notes

Al w ¥
2 items = Sarted br Cover Note Number = Fitered by all cover notes » Updated @ few seconds ogo Q. Search this list e} m:- ¢ €Y
~

Cover Note Number T~ Policy Numiber w Enoker Ref ~  First Mame ~  lLast Name ~ CompanyMame  Vehicle Registration v Type.of Policy
123458TR91111111L Mary Farwenther L ERY S ARC Cor Processed NV0190%47 L
3.26 Your search results will now be displayed
’, Cover Mobes
Al » ¥

1 item » Soried by Cover Mote Numbsr » Fitered oy ofl cover nates « Updated o few seconds ogo Q. p007s @le-A-|¢ T

CoverNote Numbsr T~ Palicy Number ~  Broker Fied ~  First Nome ~  Lost Name ~ CompanyMame v  Vehicle Registration v Type of Policy ~  Swtus ~  Created Date ~

CH - 00078 1234567891111111 Mary Fom weatier fnl3yjs ABC Caw Processed 2111172019 0947 -

15



Green Cards

Creating a Green Card

4. Go to Home > Green Cards

BLRX(E:R. Home Cloims Cenver Hotes| W1 Reporting Menage Users HCD Froduct Documents Contact Us Arcess Request Q
Green Cards
B g:::rclagsdeUnﬂltered - »
1 ftern o Sorted by Groen Card Name « Filtered by of green cords » Updased 20 minutes ogo Q. Search this list L
Green CordMome *  ~  Broker Branch « Broker Ret « Policy Mumber v LastName v CompanyMame ~ Creoted v Typeof Policy v Created By
1 GC-00032 Siwinton Group Lid (Manchester, M1 6LT) 123456 1L Brokar W09 AECCor Broker Social1B
4.1 From the Green Card overview screen click Create Green Card
C Create Green Card )
Q, Search this list... %~ | B |C|| 6T
~ Type of Policy % Created By '
4.2 Search for and select the Branch you're writing the Green Card on behalf of
Create Green Card
Broker Information
* Broker Branch [B Swinton Group Ltd (Manchester, M1 6LT) X

The following notes relate to specific functionality of the form, this is not a step by step guide for every field

© Broker Sociolls

|-

cle|Y

LVE

BROKER

b PORTAL
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4.3 Cover Period: Completing the Cover Required and Effective To fields will auto-populate the Cover Period in Days

E Policy Information

Type of Policy
Nene :
* Policy Number
*Dote Cover Required @ 28-Nov-2019 &
* Policy Expiry Date @ B
Cover Period in Days 0
4.4 Vehicle Category: The vehicle category chosen will drive the vehicle category printed on the Green Card

B vehicie Details

fﬂm Card Vehicle Category Car 'N

Wehicle Registration --None--
" Car
Will you be towing a Caoravon or Trailer?
Vo
Motorcycle
Motornome
B Named Drivers
Coravan
Any person insured to drive this vehicle abroad must be nan o
roler

Qdd nomed driver(s) other than Froposer Lorry or Tractor j

17
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Will you be towing a Caravan or a Trailer? If this option is selected, a second Green Card will be
produced with the appropriate details using the details entered in this section of the form.

a Vehicle Detoils

* Green Cord Viehicle Category Caor b

Vehicle Registration

Enter registration, chassis or engine number

Will you be towing o Caravan or Trailer? [ --Mone-- . ]
v ==Nong--
Carovan
B Named Drivers Trailer

Amy person insured to drive this vehicle abrood must be nomed on the Green Card

4.6

Once all details are entered click Submit

B Named Drivers

Any person insured to drive this vehicle abroad must be named on the Green Card

Add nomed diriveris) other than Propeser

4.7

Review Green Card: After clicking Submit, the page will jump to the top and ask you to review all details to ensure they're accurate.

THUT

Please review the inserted data and confirm with 'Submit’

m Broker Information

* Broker Bronch [ swinton Group Ltd Manchester, M1 6LT) X

b PORTAL

18



4.8 Amend/Submit Cover Note: To make a change to the Green Card, click Back.
To finalise the Green Card click the now Green Submit button

B Named Drivers

Any person insured to drive this vehicle abroad must be named on the Green Card

Add nomed driver{s) other thon Proposer

4.9 You will now see a summary of the Green Card you've created

BL&&E oM Claimg Covar Hovis Grean Cons W Reporing Monogé Uiert WD Froduct Decuments. Comon Lk AL Requil Q ) Brocer Socicl 18
B 50
ittt brda mgos okt

B o vers [0
4.10 Download Green Card: Click Download Green Card in the top right corner of the overview screen
( Download Green Card )
4.11 Assuming you're using Google Chrome, the Green Card will download straight away and can be found

in the bottom left corner of the browser

Date Cover Required @

28/11/2019
Policy Expiry Date@
30/11/2019

% c- oo03pur ~

LV =

BROKER

6% PORTAL
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Claims Tracking

Viewing your claims

5. Go to Home > Claims
LV=
. J— Home Cower Notes Green Cfds Clalms. Reparting Mars
BROKER
B Claims Tracking
Filterbry Specific erlrerla -
Poficy Holder Sumame Polty Hiolder Posicode

Bolicy Number

Exclude windscreen
claims

B Dowriosd | Please i ight away

Actl. Policy# w Claim & v Poliey Holder Sur.. + Policy Holdar Post... »  Loss Data w DateLast Updated +  Status

5.1
e.g. a full policy number not just 800

Claims Tracking

Fites by

Specific criteria A4
Policy Holder Semame Poibcy Holder Postoode Policy Numiber
Exclude wndscreen
5.2 Click Search to populate your claims

C ’ Please make a search and we'll fetch your claim updates right away

('Q Search..

Clgen. Numbar

Acti.. Policy # s~ Claim # v Policy Holder Sur... « Policy Holder Pos... v

Chaim Mumber

“w Vahicl Registrati.. +  Fault Indicator

Find your claims by using one of the search fields — you'll need to search the full criteria

LVE

BROKER

63 PORTAL

20
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5.3 You'll then be able to download all of the claims from your search by clicking Download
m 905& make a search and we'll fetch your claim updates right away
Acti... Policy # v  Claim # s Policy Holder Sur... ~» Policy Holder Pos...
5.4 To download a single claim, find the claim then select the drop down under Action and select Details
LN J
Acti.. Policy # v
1 v 9320008011 £
€ Details %5 £
5.5 This will bring up the full claims details — to download select the Download button
Claim details
3 so001063923 C B Download )
Broker Branch Swinton Commercial (Manchester)
Policy Number 9320008011
5.6 Assuming you're using Google Chrome, the Claims Report will download straight away and can be found in the bottom left corner of the browser

Unknown

Uninown
£441909

@ Claims Tracking 28_..c.. A

21



Manage Users

Viewing your claims

6 Go to Home > Manage Users

o
L e Home Claims Cover Notes Green Cards
BROKER

Manage Users

All Broker Portal Users w

17 inems « Sorted by Mome « Fitered by oll contaces - Bmlorr Porsad Liser, Suspend User Arcess « Undated o few saconds age

Name T w Agcount Hame w  Broker Portal Role “  User Status.
6.1 To set up a new user click Create User
Q. Search this list... & C
v Cover Note and Green Card... v  Claims Access v

NED Praduet Documents Cantact Us

w Acoess Lavel

LY = 65 PORTAL

Q@ Sroker Social 18

4 Search Ehes ISt &- ¢

w  Cower Note ond Green .~ Claims Acoess ~

22



Broker User - Basic access for policy docs and NCD requests

Broker Admin - Same as a Broker User, but can manage users too

B creote new ser

B Broker informaticn

Search Accounts. Q

Cover Note and Green Cord Access @)

Cover Note and Green Card Access:

. Totally self-serve

o Keep your customers covered whilst abroad with our Green Cards
Claims Access:

. New repair tracking now available for all motor claims

o New daily claims feed

6.2 Follow the steps through

6.2.1 You'll need to select whether the user is a Broker User or Broker Admin:

LVE

BROKER

6% PORTAL
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6.3 Once happy then click Create. It will then ask you to review after which you can click Submit
Ema bomy@vcom
Canfirm Exad bomyiicom
" Account 1D [ Swinton Group Lid iManchester, M1 6LT) *

m Broker Permissions
Broker Fortol Aigle @
Clams Aocess )

Mot

Earver ot ond Green Cord Access i)

Mot

Brokoer User L
-
Bast 50 you know, when adding Cloims occess it may toke 15 mins to show updates whilst some clever stuff happens:
-

Mot all brokers will have oocess to MI Reports

6.4 —You'll then see a summary screen of the user

Manoge Users

Broker Summary

Congact

Fletcher Bacon + Fallow Edit send [Hejactivation Link
Tale Account Mame Phone email Contact Owner
Sweinton Group Lid (Manchester, M1 BLT) Hatch@swinton.couk Q Broker Sockal.. £
Name

Hetcher Bazon

Account Name

Swinten Group Ltd (Manchecter, M1 BLT]

Ermaid
fietch@swinton.co.uk

v User and Permission Information

LV =

BROKER

5 PORTAL
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6.5 — If the user hasn't received their activation email then you can re-send it to them by clicking Send (Re)activation Link

+ Follow Edi( Send (Re)activation Link )

Contact Owner

© Barry Broker £
6.6 There are 2 ways to edit a user:
6.6.1 You can click the edit button next to the reactivation link when in the user summary page
+ Follo nd (Re)activation Link
Contact Owner

o Barry Broker £

6.6.2 Or you can click the pencil icon in any of the fields shown below
Name
Barry Broker

Account Name
Swinton Group Ltd (Manchester, M1 6LT)
Email

barry@hv.com

v User and Permission Information

Broker Portal User User Stat:
v Awaiting
Access Level Suspend

Broker Portal Roledd

Gb PORTAL

25



6.6.3 In the edit contact screen, you can edit a user’s access levels, what they can access as well
as suspending their access — see next step

User and Permission Information

Broker Portal User User Status
" Awaiting TOU Acceptance
Access Level Suspend User Access @
--None-- -
*Broker Portol Role @ Suspend User Access until
Broker User v &
Cover Note and Green Card Access @
=
6.7 You can also suspend a user’s access in the summary page by clicking the pencil next to Suspend User Access
User Status
Awaiting TOU Acceptance

Suspend User Access

Suspend User Access until

LVE=

BROKER

b PORTAL
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NCD e

Request No Claims Discount

7 Go to Home > NCD
hx;;ﬂ' Home Claims Cowver Nates Green Cards M1 Reparting Manage Um Decuments Contact Us Access Request Q ) Broker Soclal 18 I
7.1 From the NCD overview screen click Create NCD

==

Q, Search this list.. & =~ | C
icle Registration v Created Date v
7.2 Search for and select the Broker Branch
Information
NCD Kame
Status
* Broker Bronch
l [Beorch Accounts.

Swartton Groug Ltd (Manchester, M1 &LT)
Broker Branch

7.3 Fill in the details and click Save

Cancel Save & N

27
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Product Documents

Ordering Stationery

8 Go to Home > Product Documents
LY =
- Home Claims Cover Motes Green Cards Manage Usere NCD Product Documents Contact Us
BROKER e ——————
Product Documents
Welcome to your Product Documents area.
Here you can view and download PDF copies of our product documents,
Just select the correct document and click "Download’ - it's as easy as that!
8.1 Select the area you'd like to view

Product Documents Other things you might like

28



8.2
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8.3

LYVE
BROKER

Product Documents

In Product Documents select the product you require

Click on the document you require to bring up a preview

LV =

BROKER

6% PORTAL
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8.5 Should you require hard copies then you'll find a link at the bottom of the page

Lv= BROKER

e |

. ABC Car Insurance - |IDD Produc... . ABC Car Insurance - IPID . ABC Car Insurance - Key Facts . ABC Car Insurance - Policy Wor...

Should your customer require a hard copy of a policy wording please click here to fill out the order request form.

8.6 Enter the amount of copies you require and click Next

| Printed Product Documents Order

We passionately balieve you can help us sove millions of sheets of paper by simply promoting electronic documents with your customers. They're quick to send. quick to search and far gresner for the emvironment

Hf e-Docs ore do not meet your customer needs however, please enter the print quantity requined and submit your order justification when prompted. Pleose note that your onder justification needs to volidate exoctly why you need
hard copies insteod of simply using the greener chaice of e-Dacs

Orders will be reviewed within 2 working days and youll neceive an email notification when complete.

For any queries pleaze comact portaladmin@h.com

Mome: Broker Social18
Ascount Swinton Grosp Ltd [(Manchester, M1 BLT)
Address: 2nd Floor. . ML 6LT, United Eingdom. Bridgevegter House. 58-60 Whitworth Street

inted documents will only be sent to the oddress shown here
i this is incorrect piease emaill brokerogencyi®ho.com to update our records beiore placing vour order.

NEw top level folder

Marme Heference Quantity it
Moilable for print o 20
Other things you migmf \
Marne Reference Quartity Limit
Desk Calendor - Please click the fink at the bottom of this poge to cnder 2493%-2018 0 B
Desk Calendor - Please click the ink ot the bottom of this page to crder 24938-2018 o g
‘Wl Planner - Please eiick the link ot the bettom of this page to order 2019 o s
Wall Plonner - Please dlick the link ot the bottom of this page to order 019 s

LV =

BROKER

5 PORTAL
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8.7 A box will appear asking you to enter your rationale for the order — once this has been filled in click Submit

Don't forget you have a range of ways to access documents instead of ordering hard copies. Together we can save millions of sheets of poper by choosing electronic documents through the e-Docs store

Still need to order hard copies?

You'll need to justify why you need the hard copies for each product. Where there is a genuine need we will of course lock to approve your request, however justifi

ications such as ‘we always give o hard copy’ will be declined

Please enter your order rationale below:"

8.8 A copy of your order will be displayed on the screen

e e L ST o
&« B0 LB T e ek SEF YA ip000K a+ o@BCcCao®d @0~ B

£ deer [0 swcomes tan rons secul (D) semcoe @ Lo ot CmmetalUomi. @ Atmn € Ui B gl Sasma W My LV Ferson Ay s BB ovyveney [l seaneg o rwll @) vee [ tcosteres X Coterscr
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