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Once you've logged in, locate the policy you want to Endorse by browsing the tabs on the 
Dashboard or utilising the Quick Search tool by entering the Policy Number, Insured Name 
or Property Address. 

1. Locate via Quick Search. 
a. Type the Policy Number, Insured Name or Property Address in the search 

field and click Search to view. 

 

 

 
2. Locate via Dashboard. 

a. Scroll to policy in the Recent quote or policy section and double click to 
view. 

b. You can also click on the tab next to Dashboard titled Search to find existing 
policies by more detailed parameters such as Product Term Dates and 
Status. 
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3. After confirming it is the correct policy, simply scroll down and click "Endorse 

Policy" to proceed. 
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4. Go to the Policy Details screen, enter the effective date and enter the reason for the 
endorsement. 
Some examples of Endorsements you can do are:  

a. Update Insured details 
b. Add/Remove or Update Location Details 
c. Add/Remove or Update Sum Insured Details 
d. Add/Remove or Update Private Collection Details 
e. Update completion date on policy requirements 
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5. For this example, we will Add Jewellery to the Private Collection.  
Click on "Private Collection" and then click on "Add Specified Items" at the end of 
the list. 
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6. Add the details of the additional item and Sum Insured. The total number of items 
will increase as will the total of Sum Insured. Please also review the further 
questions such as worldwide sum insured and how much is worn daily to ensure it 
encompasses the new information.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Comments 

It is always appreciated if you can also leave some comments and/or supporting 
materials in the Comments section for the Underwriter to understand the nature of 
the transaction for an expeditious response. This allows them to better assess the 
impact of changes that you have made. 

These comments and/or supporting materials can be included by navigating to the 
“Communications” section.  

Go to Comments and/or Attachments and click the +Add button. 
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8. Once you have carried out all the changes for this Endorsement, simply click 
"Calculate Terms".   

 

 

9.  Then click “Submit Referral” to submit the endorsement request for an underwriter 
to review the changes. The status will change to Referral Underwriter. 
  

 

 

 


