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General Guidance/Notes 
 

1. Most ibs screens contain multiple Menus and a Toolbar. The Toolbar typically contains the most 
frequently used functions from the Menus. 

2. The ibs desktop may be resized to the user’s requirement using standard Microsoft Windows 
actions. 

3. Various business functions within ibs may be accessed in different ways. Not all routes are included 
in this manual.  

4. Various functions and behaviours within ibs are controlled by configuration settings and user 
permission settings. Not all configuration variations are detailed in this manual. 
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1. Create a Risk 
To create a new risk, press the Risk icon on the desktop toolbar to display the Risk Search screen and then 
press New on the Risk Search screen (alternatively select the New Risk option on the Risks menu). 
 

 
 

 
 
New risks are created in the currently selected Department. A new risk can also be created using the Firm 
Order function within a quote, in which case the details from the quote will populate the risk. 
 
Every risk in ibs must have at least one section. On creating a new risk, the Policy Section Details screen is 
displayed to allow entry of the first section. 
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1.1. Policy Section Details 
 

 
 

1.1.1. Menus 
File 
Update 
Save the risk details. Same as pressing the Update button. 
 
Unlock 
After a section has been involved in a transaction, selected fields within the section become unmodifiable 
and selected functions within the section become unavailable. To reinstate these fields and function, select 
Unlock from the File menu. This will request entry of the ‘unlock’ system password. 
 
Create Direct Client 
Create a new Direct Client and automatically select it on the risk. 
 
Create Assured 
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Create a new (Re)Assured and automatically select/populate the details on the risk. 
 
Amend Direct Client 
View and update the details for the currently selected Direct Client on the risk. 
 
Amend Assured 
View and update the details for the currently selected Assured on the risk. 
 
Unlock Policy Admin Fees 
Allow update of the Fees on the risk. This will request entry of the ‘unlock’ system password. 
 
Agent Enquiry 
View the details for the currently selected Agent on the risk. 
 
Close 
Close the Policy Section screen. 
 
View 
Client Folder 
Display the Document Management System (DMS) screen for the risk. Also available on toolbar. 
 
Multi Clients 
Display the Syndicate/Multiple Clients screen. 
 
Policy Tracking 
Display the Tracker Log for the risk. Details are displayed across several tabs. 
 
Transactions 
Open the Transaction Search function. Also available on toolbar. 
 

 
 
Press Search to display all transactions for the risk. 
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Accounts 
Open the Ledger Balances screen for the client account on the risk. 
 
Transaction Accounts 
Open the Transaction Details screen for the transactions on the risk. 
 
Diary 
Create Diary Item 
Create a new diary entry for the risk. Also available on toolbar. 
 
View Diary 
View the Diary screen for the risk. Also available on toolbar. 
 
Documents 
General Document 
Create a new document using a General Document template. Function also available on toolbar. 
 
Slip 
Create a Slip document for the risk. Opens the current Slip document if one already exists. Function also 
available on toolbar. 
 
Cover Note 
Create a Cover Note document for the risk. Opens the current Cover Note document if one already exists. 
Function also available on toolbar. 
 
Transactions 
Create new transaction on the risk: 
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• Debit Note 

• Credit Note 

• Fee Debit Note 

• Fee Credit Note 

• Profit Commission Debit 

• Profit Commission Return 
 
Policy Schedule 
Create a Schedule document for the risk. Opens the current Schedule document if one already exists. 
 
Rating Sheet 
Create a Rating document for the risk. Opens the current Rating document if one already exists. 
 
Demands and Needs Statement 
Create a Demands and Needs document for the risk. Opens the current Demands and Needs document if 
one already exists. Function also available on toolbar. 
 
Certificate 
Create a Certificate document for the risk. 
 
Underwriter Documents 
Create underwriter document(s) for selected transaction(s) on the risk. 
 
Policy Documents 
Open the Policy Control screen to create Policy documents for the risk. 
 
ICD 
Create an Insurer Contract document for the risk. Opens the current Insurer Contract document if one 
already exists. Function also available on toolbar. 
 
Phone Note 
Create a new Phone Note document. Function also available on toolbar. 
 
E-Mail 
Create E-Mail 
Create a new draft email for the risk. 
 
Copy 
Create New Section 
Create a new section on the risk by duplicating the current section. 
 
Create New Risk 
Create a new risk based on the current risk. 
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Additional Details 
Signing Numbers 
For bureau(x) underwriters on the selected section, enter Original Signing Numbers and Dates (OSND). 
Separate rows will be available per bureau and per variation of brokerage and commission.   
 
This option is not available on an unsaved risk. 
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Risk Codes 
For the selected section, select Risk Code(s) from the list and enter corresponding Percentage(s). Validation 
will ensure that the sum of the entered Percentage(s) is 100%. When processing premiums on a section will 
multiple Risk Codes, the accounts postings and bureau documents (LPAN for facultative risks and Treaty 
Statements for proportional reinsurance) will be split using the Percentages. 
 
This option is not available on an unsaved risk. 
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Surplus Lines 
Enter Surplus Lines Broker details for the section. 
 

 
 
Favourites 
Add Favourite 
Add the risk to the user’s list of Favourites. 
 
Delete Favourite 
Delete the risk from the user’s list of Favourites. 
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1.1.2. Assured 
 

 
 
(Re)Insured Code 
Enter the Code for the (Re)Insured. To search for a (Re)Insured code, use the Search function. 
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Select the required (re)insured from the search results. Alternatively create a new (Re)Insured by pressing 
New on the search results screen. 
 
(Re)Insured 
Enter the name of the (Re)Insured. Will be automatically populated by the name of the selected 
(Re)Insured Code. 
 
Note: If a Direct Client has been selected as the Client/Agent Code on the Risk/Client tab, then the 
(Re)Insured Code function will be unavailable and the (Re)Insured will be populated with the Direct Client 
name. 
 
Original Insured 
Enter the name of the Original Insured, typically for reinsurance risks. 
 
Risk Address 
Enter the Risk Address. Will be automatically populated by the address of the selected (Re)Insured Code. 
 
Post Code 
Enter the Post Code for the Risk Address. 
 
Postal Address 
If relevant and different to the Risk Address, enter a Postal Address for the (Re)Insured. 
 
Business Description 
Enter a description of the (re)insured’s business. 
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1.1.3. Period 
 

 
 
Inception Date and Time 
Enter the inception date and time of the risk. Will default to the current date. 
 
Time Zone 
Where necessary, select a time zone value from the list. 
 
Expiry Date and Time 
Enter the expiry  date and time of the risk. Will default to the inception date plus one year less one day. 
 
Period 
Enter the period narrative. Will default to pre-formatted text using the inception and expiry dates. 
 
Renewal Date 
Enter the renewal date of the risk. Will default automatically based on the expiry date. 
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UMR 
A Unique Market Reference may be manually entered. The UMR value must follow the standard market 
structure i.e. BnnnnXXXXXXXXXXXX where nnnn is a broker number and XXXXXXXXXXXX is a maximum of 12 
alpha/numeric characters. On first saving a new risk, ibs will construct a UMR using the risk number. 
 
Section Details 
For a multi-section risk in which the period details are different per section, use the Section Details to 
record the period particulars for each section. 
 
1.1.4. Risk/Client 
 

 
 
Section Text 
Enter a description for the section. 
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Account Executive 
Select An Account Executive (Account Handler) for risk from the list. 
 
Producing Broker 
Select a Producing Broker for the risk from the list. 
 
Client/Agent Code 
Enter the Code for the Direct Client or Agent. To search for a client code, use the Search function. 
 

 
 

Select the required client from the search results. Or create a new Direct Client account by pressing New on 
the search results screen (alternatively select the Create Assured option on the File menu). 
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For a new Direct Client, enter the Account Name and the Address. A Code value will be automatically 
generated on saving the details. 
 
Reference 
Enter a client reference value, if known. 
 
Currencies 
Select the currencies that are enabled for premium and claim processing on the risk. Will default to the ibs 
base currency. 
 
Renewable 
Select the required value from the list. The selected value will influence the risk during the renewal process: 
 

• YES → include the risk in the renewal process 

• NO → Exclude the risk from the renewal process 

• LAPSED → additional entry of a Lapsed Date 

• CANCELLED → additional entry of a Cancelled Date 
 
Setting a risk to either LAPSED or CANCELLED will display the Lapsed Policies screen. Enter a 
lapsed/cancelled Date, select a Reason from the list and enter a suitable Comment. 
 

 
 
Territory 
Select the territory of the risk. 
 
VAT Code 
Select the VAT code from the list. 
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Premium Warranty 
Tick the Premium Warranty box if a warranty applies to the risk. If ticked, also select a Warranty Type from 
the list, enter a number of days or enter a Warranty Expiry Date. 
 
Sub Division 
Select a sub division from the list. 
 
Previous Ref 
A free text field to enter a reference from a previous system. 
 
Sums Insured 
Enter a sum insured amount. 
 
Deductible 
Enter a deductible amount.  

mailto:info@gpmdev.co.uk
http://www.gpmdev.co.uk/


 

 
GPM Development Limited 
Registered Address: Kings Parade, Lower Coombe Street, Croydon CR0 1AA 
London office: Room 818, Lloyd’s of London, One Lime Street, London EC3M 7DQ 
+44 (0)20 8686 9400 
info@gpmdev.co.uk 
www.gpmdev.co.uk 
Company Number: 02292156 

1.1.5. Brokerage 
 

 
 

Total Brokerage 
Enter the total brokerage percentage provided by underwriters. 
 
Agent Commission 
Enter the commission percentage being passed to the client/agent. 
 
Third Parties 
Select up to 5 third parties (or shared brokerage) and enter their corresponding commission percentages. 
 
Retained Brokerage (read-only) 
A calculation of the Total Brokerage less Agent Commission and Third Party commissions.# 
 
Total Brokerage and Agent Commission entered on this screen will be applied to all underwriters on the 
section by default but may be varied per underwriter as necessary.  
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Admin Fee/Policy Fee/Charitable Donation/Placing Fee 
Enter amounts as necessary. Note that these Fees can be renamed and configured to debit/credit specific 
accounts. 
 
1.1.6. Taxes 
 

 
 
Select up to 3 taxes from the list. The default percentage associated with each selected tax will populate in 
the percentage field but can be manually updated. 
 
The sign of each tax is significant. A tax prefixed with a ‘-‘ (minus) will debit the client and credit 
underwriter(s). A tax with no prefix will credit the client and debit underwriter(s). 
 
To remove a selected tax, remove the corresponding percentage and then tab out of the percentage box. 
 
Taxes selected on this screen will be applied to all underwriters on the section by default but may be varied 
per underwriter as necessary. 
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1.1.7. Market 
 

 
 

Whole/Order 
For information purposes only, not used in the calculation of signed lines. 
 
Percent/Amount 
Select whether the written lines are entered as Amount or Percentage. 
 
Decimal Places 
Enter the number of decimal places for the calculation of signed line percentages. 
 
Section Order 
Enter the order percentage for the section. 
 
100% Amount Order 
For information purposes only. 
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Order to Close 
This percentage is used by the signed line calculation and represents the sum of all calculated signed lines. 
Can be entered as either 100% or the Section Order%. In other words, set to 100% for a section that is 
signed to Order or set to the Section Order% for a section that is signed to Whole. 
 
To add an open market underwriter, press Add. Use Edit and Delete to change/remove the selected 
insurers. Use Move Up and Move Down to alter the position of the selected insurer in the list. 
 
Press Update to perform calculation, and validation, of signed line percentages for all underwriters. 
Validation will ensure that the sum of signed lines is equal to the Order to Close value. Note that pressing 
Update will also validate all tabs within the section. 
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Enter the Code for the underwriter. 
 

 
 

To search for an Underwriter code, use the Search function. 
 

 
 
Select the required underwriter from the search results. 
 
Written Line 
Enter a percentage (Line to Stand box ticked or left blank as appropriate). 
 
Reference 
Enter the underwriter’s reference. 
 
Brokerage 
Enter the total brokerage from the underwriter as a percentage. Will default to the Total Brokerage% from 
the Brokerage tab but may be varied as necessary. 
 
Commission 
Enter the commission being passed to the client/agent from the underwriter as a percentage. Will default 
to the Commission% from the Brokerage tab but may be varied as necessary. 
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Taxes 
Select up to 3 taxes from the list. Will default to the Taxes from the Taxes tab but may be varied as 
necessary. 
 
The default percentage associated with each selected tax will populate in the percentage field but can be 
manually updated. 
 
The sign of each tax is significant. A tax prefixed with a ‘-‘ (minus) will debit the client and credit 
underwriter(s). A tax with no prefix will credit the client and debit underwriter(s). 
 
To remove a selected tax, remove the corresponding percentage and then tab out of the percentage box. 
 
Placing Market 
If the selected Underwriter Code is configured as a Placing Intermediary, then the Placing Market function 
will be enabled to record details of the underlying insurer(s) in the Placing Intermediary Market screen. 
 

 
 

To add an underlying insurer, press Add. This function uses the same screens as previously described. Use 
Edit and Delete to change/remove the selected underlying insurers. Use Move Up and Move Down to alter 
the position of the selected insurer in the list. 
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1.1.8. (BA & L/S) Binding Authority / Lineslip 
 

 
 
To add a cover, press Add. Use Edit and Delete to change/remove the selected cover(s). Use Move Up and 
Move Down to alter the position of the selected cover in the list. 
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Cover Code 
Select a Cover Code from the list. By default, only in-force Covers will be listed. Press Show All Items to 
include all Covers in the list. 
 
Class of Business 
Select a Class of Business code for the Cover. On first saving a new risk, selection of multiple Covers with 
different Class of Business codes will result creation of a separate section per Class of Business Code i.e. to 
reflect different premium splits. 
 
Percentage 
Enter the percentage of the risk to be applied to the selected Cover.  
 
On pressing Update, the Cover Account for each selected Cover will be automatically added to the Market 
tab. For each Cover Account, the Percentage will populate the Written Line and Line to Stand will be ticked. 
 
Declaration from a Line Slip 
To attach a risk to a Line Slip (an alternative to using Covers), tick this box.  
 
Master Line Slip Number 
Select a Master Lineslip Policy from the list. An additional tick box Select Sections from Line Slip is available 
to allow specific selection of sections from the selected Master Lineslip Policy. 
 

 
 

Select section(s) by double-clicking in the row or use the Select All / Deselect All as necessary. On first 
saving a new risk, pressing Update will automatically populate the underwriter account(s) for the selected 
Master Lineslip Policy to the Market tab. If multiple sections of the Master Lineslip Policy have been 
selected then those sections will be automatically created on the new risk. 
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1.1.9. Transactions 
 

 
 
The Transactions tab displays a list of all transactions processed to the section. 
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1.1.10. Endorsements 
 

 
 
The Endorsements tab displays a list of all transactions processed to the risk. Access the Endorsements 
maintenance function by pressing Enter/Amend Endorsements. 
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1.1.11. FCA 
 

 
 

FCA Category 
Select Regulated of Non-Regulated from the list. 
 
Source of Business 
If Regulated is selected in FCA Category, select a Source of Business in from the list. 
 
Long/Short Tail 
Select a value from the list. 
 
FCA Client Classification 
Select a value from the list. Can be defaulted from either the selected Client or the selected Assured on the 
risk. 
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Information 
Enter additional free text information about the risk. 
 
1.1.12. Linkage 
 

 
 
Enter details of other risks that have an association to this risk. Press Add to add a new linked risk. 
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Enter a risk number or use the Search function to search for a risk then press Update to add the risk. 
 
1.1.13. Cover Info 
 

 
 

For risks attaching to Covers on which Cover Information fields have been configured, the Cover Info tab 
allows entry of the corresponding values. Select a row and press Edit to enter/update the values. 
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1.1.14. Sum Insured 
Press Sums Insured to display a screen that allows entry of further risk information. The following tabs are 
present for all Classes of Business: 
 

• Assured Details 

• Taxes 

• Brokerage 

• Subjectivities 
 
However, the following tabs are displayed subject to the Class of Business configuration: 
 

• Schedule tab 
o Commercial Combined 
o Household 
o Property 

• Interest tab 
o Jeweller’s Block 
o Treaty Proportional 
o Reinsurance 
o Excess of Loss 

• Binding Authority tab 
o Binding Authority 

• Conditions tab 
o Binding Authority 
o Marine 
o Marine Hull 
o Household 
o Professional Indemnity 
o Excess of Loss 

• Aircraft tab 
o Aviation 

• Vessels tab 
o Marine 
o Marine Hull 

• Adjustments tab 
o Marine 
o Marine Hull 

• Limits and Premiums tab 
o Reinsurance 
o Excess of Loss 

• Professional Indemnity tab 
o Professional Indemnity 

• Limits tab 
o Professional Indemnity 

• Reinstatements tab 
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o Excess of Loss 
 
1.2. Generate Policy Number 
When all risk required risk details are valid, press Update to save the risk and display the Generate Policy 
Number screen. 
 

 
 
Quote Number 
If the risk was created by the Firm Order function from within a quote, the quote number will be displayed. 
 
Department 
The current Department is displayed. 
 
Year of Account 
Select a year of account to be used within the risk number. Will default to the risk inception year. 
 
Root Number 
Enter a 4 digit root number to be used within the risk number. If the risk was created by the Firm Order 
function from within a quote and a root number was pre-assigned when saving the quote, the pre-assigned 
root number will be displayed. Otherwise leave blank for assignment of the next available root number. 
 
Class of Business 
Select the main Class of Business for the risk. 
 
Master Lineslip Policy 
Tick to create the risk as a Master Lineslip. 
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2. Open a Risk 
 
To open an existing risk, press the Risk icon on the desktop toolbar to display the Risk Search screen, enter 
the risk number in the Policy Number field and then press Search.  
 

 
 

 
 
Alternatively, enter the required search value(s) using any combination of the available criteria and press 
Search. Press Favourites to display a list of the favourite risks for the current user. Press Recent Used to 
display a list of the most recently accessed risks for the current user.  
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The Search Results screen will display all matching risks. 
 

 
 
Click in a row and press Select to open the selected risk. Press Search to return to the Risk Search screen. 
Press Export to copy the search results into Microsoft Excel. 
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2.1. Policy Summary 
The Policy Summary screen is a high-level overview of all sections and transactions on the risk. 
 

 
 
2.1.1. Menus 
File 
Close 
Close the risk. Also available on the toolbar. 
 
View 
Client Folder 
Display the Document Management System (DMS) screen for the risk. Also available on toolbar. 
 
Multi Clients 
Display the Syndicate/Multiple Clients screen. 
 
Policy Tracking 
Display the Tracker Log for the risk. Details are displayed across several tabs. 
 
Premium Risk Details 
Display and update the Cover Info details for the selected transaction. 
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Transactions 
Open the Transaction Search function. Also available on toolbar. 
 
Accounts 
Open the Ledger Balances screen for the client account on the risk. 
 
Transaction Accounts 
Open the Transaction Details screen for the transactions on the risk. 
 
Lineslip Policies 
For Master Lineslips only, display a list of risks attaching the Master Lineslip. 
 
Diary 
Create Diary Item 
Create a new diary entry for the risk. Also available on toolbar. 
 
View Diary 
View the Diary screen for the risk. Also available on toolbar. 
 
Documents 
General Document 
Create a new document using a General Document template. Function also available on toolbar. 
 
Slip 
Create a Slip document for the risk. Opens the current Slip document if one already exists. Function also 
available on toolbar. 
 
Cover Note 
Create a Cover Note document for the risk. Opens the current Cover Note document if one already exists. 
Function also available on toolbar. 
 
Transactions 
Create new transaction on the risk: 

• Debit Note 

• Credit Note 

• Fee Debit Note 

• Fee Credit Note 

• Profit Commission Debit 

• Profit Commission Return 
 
Policy Summary 
Create a Policy Summary document for the risk. 
 
Rating Sheet 
Create a Rating document for the risk. Opens the current Rating document if one already exists. 
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Demands and Needs Statement 
Create a Demands and Needs document for the risk. Opens the current Demands and Needs document if 
one already exists. Function also available on toolbar. 
 
Certificate 
Create a Certificate document for the risk. 
 
Underwriter Documents 
Create underwriter document(s) for selected transaction(s) on the risk. 
 
ICD 
Create an Insurer Contract document for the risk. Opens the current Insurer Contract document if one 
already exists. Function also available on toolbar. 
 
Phone Note 
Create a new Phone Note document. Function also available on toolbar. 
 
PPL 
Launch PPL web platform. Also available on toolbar. 
 
A and S 
Launch inFOCUS HUB application for Accounting and Settlement submissions. Also available on toolbar. 
 
E-Mail 
Create E-Mail 
Create an outgoing email using local Microsoft Outlook. 
 
Copy 
Create New Section 
Create a new section on the risk by duplicating the selected section. 
 
Create New Risk 
Create a new risk based on the current risk. 
 
Create New Quote 
Create a new quote based on the current risk. 
 
Amend 
Delete Section 
Delete the selected section. 
 
Amend CoB 
Change the Class of Business on the selected section. 
 
Convert to Master Policy 
Convert the risk into a Master Lineslip. 
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Remove as Master Policy 
Revert from a Master Lineslip. 
 
Mid-term Adjustment 
Create new section(s) in the risk to reflect a change in the risk terms. Requires entry of an effective date 
and selection of the affected sections: 
 

 
 

The selected section(s) are set to expire at the date entered and the new section(s) are set to incept at the 
date entered. 
 
Amend Master Policy Details 
For Master Lineslips, review the Lineslip details. 
 

 
 

 
Favourites 
Add Favourite 
Add the risk to the user’s list of Favourites. 
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Delete Favourite 
Delete the risk from the user’s list of Favourites. 
 
2.1.2. Section Details 
The Section Details grid contains a list of all sections on the risk. Double-click a row or select a row and 
press Section Details to display the Policy Section Details screen for the selected row. 
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2.1.3. Transaction Details 
The Transaction Details grid contains a list of all premium and claim transactions on the risk. Double-click a 
row or select a row and press Transaction Details to display the Ledger Entry Details screen for the selected 
row. 
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2.1.4. Premium/Claim Summary and Endorsements 
The Premium/Claim summary displays, per original currency, a total of premium and claim financials 
processed on the risk. 
 

 
 
Selecting the Endorsements option refreshes the summary to show a list of endorsements on the risk. 
 

 
 
The selected option is stored per user and used as the default display setting when opening a risk. 
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2.1.5. Sums Insured 
Press Sums Insured to display a screen that allows entry of further risk information. The following tabs are 
present for all Classes of Business: 
 

• Assured Details 

• Taxes 

• Brokerage 

• Subjectivities 
 
However, the following tabs are displayed subject to the Class of Business configuration: 
 

• Schedule tab 
o Commercial Combined 
o Household 
o Property 

• Interest tab 
o Jeweller’s Block 
o Treaty Proportional 
o Reinsurance 
o Excess of Loss 

• Binding Authority tab 
o Binding Authority 

• Conditions tab 
o Binding Authority 
o Marine 
o Marine Hull 
o Household 
o Professional Indemnity 
o Excess of Loss 

• Aircraft tab 
o Aviation 

• Vessels tab 
o Marine 
o Marine Hull 

• Adjustments tab 
o Marine 
o Marine Hull 

• Limits and Premiums tab 
o Reinsurance 
o Excess of Loss 

• Professional Indemnity tab 
o Professional Indemnity 

• Limits tab 
o Professional Indemnity 

• Reinstatements tab 
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o Excess of Loss 
 

3. Copy Sections 
3.1. Copy a Risk 
To create a new risk as a copy of an existing risk, select the Create New Risk option on the Copy menu on 
the Policy Summary or Policy Section Details screens within the existing risk. 
 

 
 

 
 

Press Yes to continue. An unsaved risk screen will be displayed containing all details duplicated from the 
selected section of the existing risk. 
 
If the existing risk contains multiple sections, an additional prompt is displayed. 
 

 
 
Press Yes to copy all sections from the existing risk to the new risk. Note that the unsaved risk screen 
displayed represents the first section only. On saving the risk, all sections from the existing risk will be 
duplicated. 
 
Press No to copy the selected section from the existing risk to the new risk. 
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3.2. Copy a Section 
To create a new section as a copy of an existing section within a risk, select the Create New Section option 
on the Copy menu on the Policy Summary or Policy Section Details screens within the existing risk. 
 

 
 

 
 
Class of Business 
Select a Class of Business for the new section. 
 
Section No 
Select a Section Number for the new section. 
 
Section Description 
Enter a description for the new section. 
 
Items to copy 
Tick the Taxes, Third Party or Market boxes as required to duplicate the corresponding information from 
the existing section to the new section. 
 
Press Update to continue. An unsaved section screen will be displayed containing all details duplicated 
from the selected section of the existing risk. 
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3.3. Delete a Section 
To delete a section from a risk, select the Delete Section option on the Amend menu on the Policy 
Summary menu. 
 

 
 
Press Yes to delete the section. 
 
Note that a section can only be deleted if it has not been involved in a premium transaction or if a claim 
exists on the risk. 
 
3.4. Amend a Class of Business 
To amend the Class of Business on a section, select the Amend Cob option on the Amend menu on the 
Policy Summary menu. 
 

 
 

Class of Business 
Select a Class of Business for the section. 
 
Note that the Class of Business can only be amended if no transactions have been processed on the risk. 
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4. Premium Processing 
To create a new premium transaction, press the Premium Processing icon on the Policy Summary toolbar 
(alternatively select the required Transaction option on the Documents menu). This will create a premium 
involving all sections on the risk. The same options are available within a section to create a premium 
involving only that section. 
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Note: Agent Commission and Brokerage percentages can vary per underwriter within a section. In such 
cases the following warning is displayed and certain behaviours within the Debit Note function are limited. 

 

 
 
4.1. Menus 
File 
Save 
Save the premium and exit. 
 
Close 
Close the premium screen (when viewing a saved premium). 
 
Sections 
Display the Commission, Brokerage, Third Party and Tax calculations per section. 
 
4.2. Policy Details 
Account Code 
Enter the Code for a Direct Client or Agent. To search for a client code, use the Search function. 
 

 
 

Select the required client from the search results. Defaults to the Code from the risk. 
 
Type 
Select the required type of premium transaction from the list. Selection of Credit Note, Fee Debit Note, Fee 
Credit Note, Profit Commission or Profit Commission Return options from the Documents menu will default 
the selected Type. 
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Effective Date 
For additional and return premiums, enter the effective date of the premium. 
 
Debit Note Details 
Enter a narrative that can be used to appear on premium documents. 
 
Ledger Narrative 
Enter a narrative for population within the ledger postings for the transaction. 
 
Original Currency 
Select the original currency for the premium i.e. the currency in which payment is expected from the client. 
Defaults to the first currency on the risk. 
 
Settlement Currency 
Select the settlement currency for the premium i.e. the currency in which payment is expected by 
underwriters. If the selected Original Currency is a banking currency, the Settlement Currency will default 
to the same currency. Otherwise, a Settlement Currency must be selected. 
 
Rate of Exchange 
For convertible currency premiums, enter a rate of exchange between Original Currency and Settlement 
Currency. Defaults to the current rate of exchange recorded in ibs. 
 
Defer 
Tick if the premium should be prevented from selection on Ledger Update until the effective period has 
been reached. 
 
Normal / Paid Direct 
Select Paid Direct if the client is settling directly to underwriter(s) and the ledger transaction should 
represent the collection of brokerage (and payment of commission(s)) only. 
 
Single Premium / Instalments 
Select either a single premium or multiple instalments. See Premium Instalment Details. 
 
Client Due Date 
If a single premium is selected, enter the required client due date. Default value depends on the selected 
Type and configuration settings. 
 
Underwriter Due Date 
If a single premium is selected, enter the required underwriter due date. Default value depends on the 
selected Type and configuration settings. 
 
Payment Warranty Expiry Date 
If a Premium Warranty applies, enter the expiry date. 
 
Gross Premium 
Enter the 100% Gross Premium amount for each section involved in the premium. 
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Agents% 
Enter the Agent Commission percentage. Defaults to the Agent Commission percentage in the section. Can 
be modified unless Agent Commission and Brokerage percentages vary per underwriter within an involved 
section. 
 
Agents Amount 
Enter the Agent Commission amount. Defaults to the Agent Commission percentage as a proportion of the 
100% Gross Premium. Can be modified unless Agent Commission and Brokerage percentages vary per 
underwriter within an involved section. 
 
Brokerage% 
Enter the Brokerage percentage. Defaults to the value from the Retained Brokerage percentage in the 
section. Can be modified unless Agent Commission and Brokerage percentages vary per underwriter within 
an involved section. 
 
100% Bkge Amount 
Enter the Brokerage amount. Defaults to the Brokerage percentage as a proportion of 100% Gross 
Premium. Can be modified unless Agent Commission and Brokerage percentages vary per underwriter 
within an involved section. 
 
Note: Agent Commission and Brokerage percentages can vary per underwriter within a section. The 
percentages displayed are taken from the Brokerage tab on the section, but the premium calculation will 
use the percentages entered on the individual underwriter(s). 
 
Fees 
Enter Fee amounts as necessary. Defaults to the value(s) from the risk. 
 
Profit Commission 
Tick if the premium should be included in profit commission calculation. 
 
Premium Credit 
Tick if the premium is subject to premium credit.  
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4.3. Third Party Details 
 

 
 

Account 
Select up to 5 Third Party accounts from the list. Will default to the selections from the first section 
involved in the premium. 
 
Percentage 
Enter the Third Party percentage for each selected Third Party. Defaults to the value(s) from the first 
section involved in the premium. 
 
Value 
Enter the Third Party amount for each selected Third Party. Defaults to the Third Party percentage as a 
proportion of 100% Gross Premium. 
 
Note: the Third Party Details tab is non-modifiable for premiums involving underwriters with variable 
commissions and/or brokerage and for premiums involving more than one section. 
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4.4. Tax 
 

 
 
Tax Code 
Select up to 3 Tax Codes from the list. Will default to the selections from the section(s) involved in the 
premium. On a premium involving multiple sections, navigate to the Tax Codes for each section using the 
first/previous/next/last buttons. 
 
Percentage 
Enter the percentage for each selected Tax Code. Defaults to the percentage(s) from the sections involved 
in the premium. 
 
Value 
Enter the Tax Code amount for each selected Tax Code. Defaults to the Tax Code percentage as a 
proportion of 100% Gross Premium. 
 
Note: the Tax tab is non-modifiable for premiums involving underwriters with variable commissions and/or 
brokerage.  

mailto:info@gpmdev.co.uk
http://www.gpmdev.co.uk/


 

 
GPM Development Limited 
Registered Address: Kings Parade, Lower Coombe Street, Croydon CR0 1AA 
London office: Room 818, Lloyd’s of London, One Lime Street, London EC3M 7DQ 
+44 (0)20 8686 9400 
info@gpmdev.co.uk 
www.gpmdev.co.uk 
Company Number: 02292156 

When all premium details have been entered, press OK to continue. 
 
4.5. Premium Instalment Details 
 

 
 

IPT on 1st Instalment / Apportioned 
Select whether the IPT should be accumulated on the 1st instalment or apportioned across all instalments. 
 
LPAN Instalment Split 
Tick if separate LPAN documents are required per instalment. 
 
Frequency 
Select the required instalment frequency period. This selection is used to provide a default No of 
Instalments and is used to provide default due dates for each instalment. 
 
Automatic Allocation 
Tick to automatically split the 100% Gross Premium into equal instalment amounts and to automatically 
populate the instalment dates based on the selected Frequency value. 
 
No of Instalments 
Enter the required number of instalments. Defaults to the number associated with the selected Frequency 
value. 
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On exiting the No of Instalments field, the screen is refreshed with list of instalments. 
 

 
 
Amount 
Enter the Gross Premium amounts. 
 
Client Due Date 
Enter the Client Due Dates. If Automatic Allocation is ticked, on exiting the first Client Due Date field, the 
remaining Client Due Dates will be automatically populated. 
 
Underwriter Due Date 
Enter the Underwriter Due Dates. If Automatic Allocation is ticked, on exiting the first Underwriter Due 
Date field, the remaining Underwriter Due Dates will be automatically populated. 
 
Warranty Date 
Enter the Warranty Dates. If Automatic Allocation is ticked, on exiting the first Warranty Date field, the 
remaining Warranty Dates will be automatically populated. 
 
Instalment Date 
Enter the Instalment Effective Dates. If Automatic Allocation is ticked, on exiting the first Instalment Date 
field, the remaining Instalment Dates will be automatically populated. 
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4.6. Ledger Entry Details 
 

 
 
The Ledger Entry Details screen contains a preview of the calculated ledger postings, showing the net 
amounts in original and settlement currencies for all parties involved in the premium. Press Close to 
continue. 
 

 
 

Press Yes to save the premium and continue to document production or press No to return to the Debit 
Note screen to review, update or abandon the premium. 
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4.7. Premium Documents 
4.7.1. Client and Third Party Documents 
A single client debit/credit note is created for each premium transaction, incorporating all involved 
Sections. The document will be saved in the relevant folder within the DMS. 
 
Separate third party debit/credit note(s) are created for each third party on the premium, incorporating all 
involved Sections. The document(s) will be saved in the relevant folder within the DMS. 
 
 
4.7.2. Underwriter Documents 
To create underwriter documents as part of the premium creation, press Yes to the following screen which 
is displayed after production of client and third party documentation. 
 

 
 

Alternatively select the Underwriter Documents option on the Documents menu on either the Policy 
Summary or Policy Details screens and select the required transaction on the Transactions screen. 
 

 
 
  

mailto:info@gpmdev.co.uk
http://www.gpmdev.co.uk/


 

 
GPM Development Limited 
Registered Address: Kings Parade, Lower Coombe Street, Croydon CR0 1AA 
London office: Room 818, Lloyd’s of London, One Lime Street, London EC3M 7DQ 
+44 (0)20 8686 9400 
info@gpmdev.co.uk 
www.gpmdev.co.uk 
Company Number: 02292156 

The Underwriter Documents screen contains a list of available documents for the selected transaction.  
 

 
 

Press Accounts Enquiry to display the Ledger Entry Details screen for the transaction. 
 
Press Print All to create all documents in the list. 
 
Press Print Selected to create documents for the selected rows (having double-clicked in one or more rows 
to select the required documents). 
 
Press Client Ledger to open the Ledger Display screen for the client account associated with the selected 
transaction. 
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4.8. View Transactions 
To view existing transactions on a risk, press the View Transactions icon on the Policy Summary toolbar or 
on the Policy Section toolbar (alternatively select the required Transaction option on the View menu). 
 

 
 
The risk number will be automatically populated. Additional criteria may be optionally entered. Press 
Search to display a list of transactions on the risk matching the search criteria.. 
 

 
 
Uwtr Due Dates 
To display or update the underwriter due date or warranty date for the selected row/transaction. 
 
Transaction Details 
To display the Ledger Entry Details screen for the selected row/transaction. 
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Comments 
To display or update the comments narrative for the selected row/transaction. 
 
Signing Numbers 
To display or update the Signing Number and Date for the selected row/transaction. 
 
C and R 
To cancel and replace the selected row/transaction. 
 

 
 
Press Yes to continue with the operation. A cancellation premium and associated client and third party 
documents will be created and saved automatically. An unsaved replacement premium screen will then be 
displayed. 
 
Note that this operation is not possible on transactions that have already been cancelled or on cancellation 
transactions.  
 
Cancel 
To cancel the selected row/transaction. 
 

 
 

Press Yes to continue with the operation. A cancellation premium and associated client and third party 
documents will be created and saved automatically. 
 
Note that this operation is not possible on transactions that have already been cancelled or on cancellation 
transactions.  
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Select 
To display the selected row/transaction in read-only mode. 
 

 
 

Re-print 
To reprint the client and third party documents. 
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5. Document Management System (DMS) 
 

 
 
5.1. Menus 
Edit 
Copy 
Copy the selected file. 
 
Paste 
Paste the copied file. 
 
Exit 
Close the DMS screen. 
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View 
Refresh 
Refresh the folders with the current content. 
 
Delete Favourite 
Removes the currently selected Favourite from the list. 
 
Compliance Checklist 
Display the Tracker Log for a selected risk. 
 
Search 
Display Windows File Explorer in the selected folder. 
 
Create Email 
Create a new draft email. 
 
File Note 
Create File Note document. 
 
5.2. Toolbar 
Accounts 
Display the DMS folders for a selected Client or Assured. 
 
Quotes 
Display the DMS folders for a selected quote. 
 
Risks 
Display the DMS folders for a selected risk. 
 
Claims 
Display the DMS folders for a selected claim. 
 
My PC 
Display Windows File Explorer. 
 
General Documents 
Create a new document using a General Document template. 
 
Back 
Navigate to the previously selected folder. 
 
Forward 
Navigate to the subsequently selected folder. 
 
Up 
Navigate to the parent folder. 
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Close 
Close the DMS screen. 
 
Favourites 
Select a favourite on the list to navigate to the associated folder. 
 
Preview Documents 
Tick to display the Preview Pane. Any selected document will be displayed in the Preview Pane. Setting is 
maintained on closing the DMS screen. 
 
Show Email Details 
Tick to populate the columns containing details extracted from the email (From, To, Subject, Received). 
Setting is maintained on closing the DMS screen. 
 
5.3. Operation 
On creation of a new risk, ibs automatically constructs new folders within the ibs network to store 
documents, emails and files associated with the risk. 
 
Documents generated by ibs will be stored in the relevant folders and users may drag/drop emails and files 
into the folders by selecting the folder and then dragging the file/email into the ‘Drag drop here’ pane. 
 
Default folders for new risks may be configured, folders may be created, renamed and deleted by right-
clicking on the relevant folder and selecting an option from the floating menu. 
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Documents, emails and files can be accessed by right-clicking on the file and selecting an option from the 
floating menu. 
 

 
 
Back/Forward/Up buttons allow navigation across the folder structure i.e. to interrogate folders and 
contents for other quotes and risks. 
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6. Endorsements 
To view endorsements on a risk, press the Edit/View Endorsements icon on the Policy Summary toolbar. N. 
Endorsements can also be viewed on the Endorsements tab in the Policy Section Details screen or on the 
Policy Summary screen (by selecting the Endorsements option).  
 

 
 

 
 
6.1. Menus 
File 
Close 
Close the Endorsements screen. 
 
View 
Documents 
Display the Document Management System (DMS) screen for the risk. Also available on toolbar. 
 
Diary 
Create Diary Item 
Create a new diary entry for the risk. Also available on toolbar. 
 
View Diary 
View the Diary screen for the risk. Also available on toolbar. 
 
Documents 
MRCE 
Generate MRCE document for the selected endorsement. Alternatively press MRCE. 
 
Addendum 
Generate Addendum/Cover Note Endorsement document for the selected endorsement. 
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Slip Amend 
Generate an updated slip document for the selected endorsement. 
 
Debit/Credit Note 
Create a premium transaction for the selected endorsement. Only available for endorsements that are set 
as Taken Up. 
 
General Document 
Create a new document using a General Document template. Function also available on toolbar. 
 
Phone Note 
Create a new Phone Note document. Function also available on toolbar. 
 
Email 
Create Email 
Create a new draft email for the risk. Function also available on toolbar. 
 
6.2. Endorsement Details 
Press New to create a new Endorsement or select a row and press Edit to view/update an existing 
Endorsement. 
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Endorsement No 
Automatically assigned sequential endorsement number. 
 
Effective From / To 
Enter the effective from and to dates for the endorsement. 
  
Account Executive 
Select an account executive responsible for the endorsement. 
 
Brief Description 
Enter a short description for the endorsement. 
 
Endorsement Details 
Enter a description of the endorsement. 
 
Currency & Premium 
If a premium is payable for the endorsement, select the currency and enter the gross premium amount for 
the endorsement. If required, press Calc. to perform a pro-rata calculation. 
 

 
 
On the Premium Calculator screen the period of the endorsement is used to derive a pro-rata premium 
amount. Press Update to return to the Endorsement Details scree. The pro-rata premium amount will be 
populated as the Gross Premium. 
 
Endorsement Taken Up / Not Taken Up 
Tick either box when the endorsement is accepted or declined. 
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Sums Insured / Endorsement Number 
On Property risks (those where the Category on the Class of Business is set to ‘Property’), press Sums 
Insured to update the scheme details to calculate a revised gross premium. The Endorsement Number 
selection contains a list of taken-up endorsements, allowing the user to select either the original risk (which 
is represented as the blank option in the list) or the required endorsement number.  
 
On return to the Endorsement Details screen, press Calc. to display the pro-rata calculation, which will  
include Annual Premium and Previous Premium values to calculate the Gross Premium due for the 
endorsement, which is then subject to the pro-rata calculation.  
 

 
 
Press Update to return to the Endorsement screen. The pro-rata premium amount will be populated in the 
Premium field. 
 
Press Update or Close to save the endorsement. If taxes are present on the risk, the following prompt is 
displayed to control the inclusion of taxes in the net premium for documents. 
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On saving an endorsement, if Endorsement Taken Up is ticked then the following prompt is also displayed. 
 

 
 
Press Yes to continue and save the endorsement or press No to return to the endorsement screen. 
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7. Proportional Treaty 
Creation of a Proportional Treaty risk is largely the same as described previously. However, the Sums 
Insured button is renamed to Details and, when pressed, contains the following. 
 

 
 

Interest 
Enter a description of the interest. 
 
Limits 
Enter the limit/excess/deductible description. 
 
Territorial Limits 
Enter the territorial limits. 
 
Information 
Enter any additional information. 
 
Treaty Numbers 
Enter the treaty numbers for Lloyd’s, LIRMA and ILU as necessary, corresponding to box 7 of the standard 
Treaty Statement document. 
 
Serial Number 
Enter the treaty serial number, corresponding to box 20 of the standard Treaty Statement document. 
 
ID of the Treaty 
Enter the identification of the treaty, corresponding to box 14 of the standard Treaty Statement document. 
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Premium Reserve% 
Enter the premium reserve percentage. 
 
Interest% 
Enter the interest percentage. 
 
To create a new proportional treaty transaction, select a section and press the Create Treaty Balance icon 
on the Policy Summary toolbar (alternatively select the Treaty Balance option on the Transactions → 
Documents menu). This transaction will involve the selected section only. 
 

 
 
7.1. Policy Details 

 

 
 
Orig. Currency 
Select the original currency for the transaction i.e. the currency in which payment is expected from the 
client. Defaults to the first currency on the risk. 
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Sett. Currency 
Select the settlement currency for the transaction i.e. the currency in which payment is expected by 
underwriters. If the selected Original Currency is a banking currency, the Settlement Currency will default 
to the same currency. Otherwise, a Settlement Currency must be selected. 
 
Rate of Exchange 
For convertible currency premiums, enter a rate of exchange between Original Currency and Settlement 
Currency. Defaults to the current rate of exchange recorded in ibs. 
 
Effective Date 
Enter an effective date for the transaction. 
 
Paid Direct / Paid Direct Type 
Select Paid Direct if the client is settling directly to underwriter(s) such that the transaction should only 
reflect the commission and brokerage. This also requires selection of a Paid Direct Type to determine how 
the brokerage and commissions are to be paid. 
 

• Select ReInsurer to debit underwriters and credit brokerage, client commission and third party 
commission.  

• Select Client to debit the client and credit brokerage and third party commission. 

• Select Third Party to debit the third party commission and credit brokerage. 
 
Details 
Enter a narrative that can be used to appear on documents. 
 
Ledger Narrative 
Enter a narrative for population within the ledger postings for the transaction. 
 
Client Due Date 
Enter the required client due date. Default value depends on the configuration settings. 
 
Underwriter Due Date 
Enter the required underwriter due date. Default value depends on the configuration settings. 
 
Statement Period 
Enter a description for the statement period, corresponding to box 11 of the standard Treaty Statement 
document. 
 
Underwriting Period 
Enter a description for the underwriting period. 
 
Our Reference 
Enter a client reference, corresponding to box 6 on the standard Treaty Statement document. 
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7.2. Premiums 
 

 
 
Gross Premium 
Enter the Gross Premium amount, corresponding to component 40 on the standard Treaty Statement 
document. 
 
Premium Taxes 
Enter the tax amount, corresponding to component 45 on the standard Treaty Statement document. 
Will default to the amount calculated using the tax(es) from the section.  
 
Lay Up Returns 
Enter the lay up returns amount, corresponding to component 41 on the standard Treaty Statement 
document. 
 
Fire Charges 
Enter the fire brigade charges amount, corresponding to component 46 on the standard Treaty Statement 
document. 
 
Commission 
Enter the commission amount, corresponding to component 42 on the standard Treaty Statement 
document. Will default to the amount calculated using the commission percentage from the section. 
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Other Ded’s 
Enter the other deductions amount, corresponding to component 47 on the standard Treaty Statement 
document. 
 
Comm. Adj. 
Enter the commission adjustment amount, corresponding to component 43 on the standard Treaty 
Statement document. 
 
Brokerage 
Enter the brokerage amount, corresponding to component 48 on the standard Treaty Statement document. 
Will default to the amount calculated using the brokerage percentage from the section. 
 
Overrider 
Enter the overrider amount, corresponding to component 44 on the standard Treaty Statement document. 
 
Premium Reserve Balance Brought Forward 
Enter the balance brought forward amount, corresponding to component 90 on the standard Treaty 
Statement document. 
 
Premium Reserve Retained 
Enter the retained amount, corresponding to component 91 on the standard Treaty Statement document. 
Will default to the amount calculated using the Premium Reserve percentage from the section. 
 
Premium Reserve Released 
Use the selection function to select the premium reserve to be released or enter an amount, corresponding 
to component 92 on the standard Treaty Statement document. 
 
Premium Reserve Interest 
Enter the interest amount, corresponding to component 100 on the standard Treaty Statement document. 
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7.3. Claims 
 

 
 

Paid Claims 
Enter the paid claims amount, corresponding to component 110 on the standard Treaty Statement 
document. 
 
Paid Refunds 
Enter the paid refunds amount, corresponding to component 111 on the standard Treaty Statement 
document. 
 
Cash Loss 
Enter the cash loss amount, corresponding to component 112 on the standard Treaty Statement document. 
 
Cash Loss Contra 
Enter the cash loss amount, corresponding to component 113 on the standard Treaty Statement document. 
 
Outstanding 
Enter the outstanding amount, corresponding to component 162 on the standard Treaty Statement 
document. 
 
Claim Reserve Retained 
Enter the retained amount, corresponding to component 11 on the standard Treaty Statement document. 
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Claim Reserve Released 
Enter the released amount, corresponding to component 12 on the standard Treaty Statement document. 
 
Claim Reserve Interest 
Enter the interest amount, corresponding to component 101 on the standard Treaty Statement document. 
 
Individual Losses 
Press Add or Edit to create or update individual loss details, corresponding to components 130, 131, 132, 
133, 134 and 135 respectively on the standard Treaty Statement document. 
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7.4. Other Items 
 

 
 
Press Add or Edit to add or update one of the following amounts: 
 

• Premium Portfolio Incoming, component 5 

• Premium Portfolio Outgoing, component 6 

• Reinsurance Costs, component 8 

• Profit Commission, component 9 

• OCA Retained, component 13 

• OCA Released, component 14 

• Claim Portfolio Incoming, component 15 

• Claim Portfolio Outgoing, component 16 

• Reinsurance Recoveries, component 17 

• Tax on Interest, component 102 
 
Narrative 
Enter a narrative as required, corresponding to component 500 on the standard Treaty Statement 
document. 
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7.5. Third Party Details 
 

 
 

Select third party account(s) and enter percentage or amount as necessary. 
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7.6. Ledger Entry Details 
 

 
 
The Ledger Entry Details screen contains a preview of the calculated ledger postings, showing the net 
amounts in original and settlement currencies for all parties involved in the transaction. Press Close to 
continue. 
 

 
 

Press Yes to save the treaty and continue to document production or press No to return to the Treaty 
Statement screen to review, update or abandon the transaction. 
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7.7. Treaty Documents 
7.7.1. Client and Third Party Documents 
A client debit/credit note and file copy is created for each treaty transaction. The documents will be saved 
in the relevant folder within the DMS. 
 
Separate third party debit/credit note(s) are created for each third party on the treaty. The document(s) 
will be saved in the relevant folder within the DMS. 
 
7.7.2. Underwriter Documents 
To create underwriter documents as part of the treaty creation, press Yes to the following screen which is 
displayed after production of client and third party documentation. 
 

 
 

Alternatively select the Underwriter Documents option on the Documents menu on either the Policy 
Summary or Policy Details screens and select the required transaction on the Transactions screen. 
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The Underwriter Documents screen contains a list of available documents for the selected transaction.  
 

 
 

Press Accounts Enquiry to display the Ledger Entry Details screen for the transaction. 
 
Press Print All to create all documents in the list. 
 
Press Print Selected to create documents for the selected rows (having double-clicked in one or more rows 
to select the required documents). 
 
Press Client Ledger to open the Ledger Display screen for the client account associated with the selected 
transaction. 
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7.8. View Transactions 
To view existing transactions on a risk, press the View Transactions icon on the Policy Summary toolbar or 
on the Policy Section toolbar (alternatively select the required Transaction option on the View menu). 

 

 
 
The risk number will be automatically populated. Additional criteria may be optionally entered. Press 
Search to display a list of transactions on the risk matching the search criteria. 
 

 
 
Uwtr Due Dates 
To display or update the underwriter due date or warranty date for the selected row/transaction. 
 
Transaction Details 
To display the Ledger Entry Details screen for the selected row/transaction. 
 
Comments 
To display or update the comments narrative for the selected row/transaction. 
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Signing Numbers 
To display or update the Signing Number and Date for the selected row/transaction. 
 
C and R 
To cancel and replace the selected row/transaction. 
 

 
 
Press Yes to continue with the operation. A cancellation treaty and associated client and third party 
documents will be created and saved automatically. An unsaved replacement treaty screen will then be 
displayed. 
 
Note that this operation is not possible on transactions that have already been cancelled or on cancellation 
transactions.  
 
Cancel 
To cancel the selected row/transaction. 
 

 
 

Press Yes to continue with the operation. A cancellation treaty and associated client and third party 
documents will be created and saved automatically. 
 
Note that this operation is not possible on transactions that have already been cancelled or on cancellation 
transactions.  
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Select 
To display the selected row/transaction in read-only mode. 
 

 
 

Re-print 
To reprint the client and third party documents. 
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8. Binding Authorities 
A Binding Authority can be represented in ibs either as a Master Policy or as a Cover. Each function has its 
advantages, but please seek advice from gpm support should you have any queries. 
 
8.1. Master Lineslip Policy 
8.1.1. Create a Master Lineslip Policy 
A Master Lineslip Policy can be created by ticking the Master Lineslip Policy box when first saving a risk. 
 

 
   
Bulking Lineslip 
Tick to disable creation of underwriter documents for premium transactions processed on risks attaching to 
the Master Lineslip Policy. 
 
Premium Income Limit 
Enter the premium income limit for the Master Lineslip Policy. 
 
Income Percentage 
Enter a percentage value. This is used to display a warning to users when attempting to process premium 
on a Master Lineslip Policy where the total premium processed exceeds the percentage specific. 
 
Master Email 
Email address used in the automatic creation of an email by the user responsible for exceeding the above 
Income Percentage. 
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Lineslip Reports 
Tick to output additional bordereau Lineslip reports. 
 
It is also possible to ‘convert’ a risk to a Master Lineslip Policy by selecting the Convert to Master Policy 
option on the Amend menu on the Policy Summary screen. After this is performed, the Amend Master 
Policy Details option on the same menu can be selected to display the same details as described above. 
 

 
 

8.1.2. Lineslip Production 
To create a bordereau for a Master Lineslip Policy, select the Lineslip Production option on the Policies 
menu on the desktop. 
 

 
 
Press Yes to continue. 
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Master Policy 
Select a Master Lineslip Policy from the list. 
 
Show All Items 
Show all premiums processed for the selected Master Lineslip Policy, irrespective of whether they have 
been previously  processed. 
 
Show Unprocessed 
Show only those premiums for the selected Master Lineslip Policy that have not been previously processed. 
 
Press Update to continue. 
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Each row represents a premium transaction processed on the Master Lineslip Policy. 
 
Client Paid 

• ‘Blank’ indicates that the transaction is not yet on the ledger i.e. is pending inclusion in a Ledger 
Update operation. 

• ‘L’ indicates that the transaction is on the ledger but is not yet payable to underwriters i.e. the 
client has not been matched. 

• ‘P’ indicates that the transaction is on the ledger and is payable to underwriters i.e. the client has 
been matched. 

 
Select/Processed 

• ‘P’ indicates that the premium has already been processed on a bordereau i.e. can’t be selected 
again. 

• ‘Blank’ indicates that the premium has not been processed on a bordereau i.e. available for 
selection. 

 
Double-click the required row(s) to select premium(s) for inclusion on the bordereau. The Select/Processed 
will show ‘Y’ for the selected row(s). Press Update to create the bordereau report in Excel and the 
associated LPAN documents. 
 
  
  

mailto:info@gpmdev.co.uk
http://www.gpmdev.co.uk/


 

 
GPM Development Limited 
Registered Address: Kings Parade, Lower Coombe Street, Croydon CR0 1AA 
London office: Room 818, Lloyd’s of London, One Lime Street, London EC3M 7DQ 
+44 (0)20 8686 9400 
info@gpmdev.co.uk 
www.gpmdev.co.uk 
Company Number: 02292156 

8.2. Covers 
Binding Authorities and Lineslips may be represented as Covers within ibs and require creation of a ‘cover’ 
account into which all the transactions for a Cover are accumulated before they are transferred to the 
insuring market by means of a premium bordereau. 
 
The steps for creating and using a Cover within ibs are as follows: 
 

1. Creation of a ‘cover’ account 
2. Creation of a Cover 
3. Selection of a Cover on a risk 
4. Debit premium 
5. Bordereau production 

 
A separate Cover will be required for each Binding Authority and year of account, and each Cover will 
require an associated ‘cover’ account.  
 
8.2.1. Create a Cover Account 
A ‘cover’ account requires only basic details; this account purely acts as a transfer mechanism for 
transactions between the risk and the insuring market. To create a new ‘cover’ account select Account 
Codes on the Admin menu --> Table Files --> Technical menu. Note this action is typically performed by a 
user with the necessary administrative permissions. 
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The Code and Account Code values should ideally visually represent the Cover and year of account 
combination. Note that the Account Code must be 5 alphanumeric. 
 
8.2.2. Create a Cover 
8.2.2.1. Details 
To create a Cover, select the Covers option on the Admin --> Table Files --> Technical menu. Note this 
action is typically performed by a user with the necessary administrative permissions. 
 

 
 
Cover Code 
Enter a unique Cover Code. It is recommended to repeat the Code from the ‘cover’ account as the Cover 
Code for consistency.  
 
Inception Date 
Enter the inception date. This is used to ensure that the Cover can only be used on risks incepting within 
the Binding Authority period. 
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Expiry Date 
Enter the expiry  date. This is used to ensure that the Cover can only be used on risks incepting within the 
Binding Authority period. 
 
1st Settlement Due 
Enter the date of the expected first submission to underwriters. 
 
Comments 
Enter a name for the Binding Authority / Lineslip. 
 
Class of Business 
Select the appropriate Class of Business code; this is required to allow the associated scheme information 
(if relevant) to be available for selection in the bordereau output configuration. 
 
Brokerage% 
Enter the Brokerage% which will be automatically applied to risks attaching. 
 
Decimal Places 
Enter the number of decimal places for the signed line calculation. 
 
U/W Account 
Enter the ‘cover’ account code. 
 
Premium Income Limit 
Enter the premium income limit. 
 
Bordereau Frequency 
Select a frequency from the list. 
 
Cover Info 
Tick to enable the Cover Info tab to maintain Cover Info data fields. 
 
Previous Cover 
Select the previous year’s Cover. 
 
Insurers 
Press Add to add the required underwriter account(s) to the Cover. 
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8.2.2.2. Signing Numbers 
For bordereau LPAN production, Original Signing Numbers and Dates (OSND) can be added to a Cover on 
the Signing Numbers tab. Selection of a Class of Business per OSND is mandatory. 
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8.2.2.3. Output Fields 
Bordereau output can be configured on the Output Fields tab. The required output format should be 
designed and stored within Microsoft Excel and the Excel file selected as the Template. 
 
The grid contains a list of all Output Fields available for output to the bordereau template. This will include 
the Scheme values if configured for the selected Class of Business. 
 
Select the required Output Field and enter the corresponding Excel column letter. Should an Output Field 
be required in multiple columns, enter all required columns separated with a comma. 
 

 
 
UMR 
Enter a UMR value for the Binding Authority. 
 
Agreement Number 
Enter the agreement number for the Binding Authority. 
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Template 
Use the browse function to locate and select the Excel template for the bordereau. 
 
Cover Holder Name 
Enter the cover holder name for the Binding Authority. 
 
Cover Holder Pin 
Enter the cover holder PIN for the Binding Authority. 
 
Start at Row 
Enter the first row to be populated in the Excel bordereau. If left blank, will start output in row 4. 
 
8.2.2.4. Cover Info 
Additional data fields specific to a Cover may be captured on each risk attaching to the Cover for output to 
the bordereau. These data fields are included as Output Fields on the Output Fields tab. 
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Press Add or Edit to create or update a data field. 
 

 
 
Heading Description 
Enter a name for the data field. 
 
Total Field 
Tick if the field contains an amount that should be totalled on the bordereau. 
 
Mandatory Field 
Tick of entry of the field should be mandatory on each risk attaching to the Cover. 

 
8.2.3. Bordereau Production 
To create a bordereau for a Cover, select the Written and Premium Bordereau Production option on the 
Policies menu. 
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The Bordereau Cover Summary screen allows selection of the required period or date range/parameter(s) 
and, optionally, the required Cover. 
 
Select the ‘Written’ Bordereau Type to enable selection (and output to bordereau) of any premiums 
processed against the selected Cover(s) i.e. irrespective of whether a premium has been paid to 
underwriter(s). 
 
Select the ‘Premium’ Bordereau Type to enable selection (and output to bordereau) of only premiums that 
have not yet been paid to underwriter(s). 
 
Press Retrieve to display details of premiums matching the selected criteria. A separate row per Cover will 
be displayed. 
 
Note 1: premiums that are still awaiting processing on the Ledger Update function will not be available for 
bordereau production. 
 
Note 2: if a premium has been cancelled and neither have been included on a Final Premium Bordereau 
then both will be automatically hidden when Bordereau Type is ‘Premium’. 
 
Select the required Cover in the grid and press View Currencies. For each premium currency, the Bordereau 
Cover Sections Summary screen will a separate row containing the total number of premiums found and 
the total number of premiums automatically selected. 
 
For ‘Written’ Bordereau Type, all premiums found will be automatically selected. 
 
For ‘Premium’ Bordereau Type, the Pay as Paid setting on the associated Cover will determine the 
premiums that are automatically selected. Press the Change Selection Criteria button to toggle the Pay as 
Paid function on/off.  
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The Bordereau production options will vary depending on the Bordereau Type selected. 
 
For ‘Written’ Bordereau Type (see image above), press Produce Written Bordereau to create a bordereau 
in Excel based on the template and output field mapping for the associated Cover(s). 
 
For ‘Premium’ Bordereau Type (see image below), press Test Premium Bordereau or Final Premium 
Bordereau to create a bordereau in Excel based on the template and output field mapping for the 
associated Cover(s). Final Premium Bordereau will additionally create LPAN document(s) and perform the 
transfer of selected premium(s) from the ‘cover’ account to the underwriter account(s). Premiums that are 
included in a Final Premium Bordereau will not be available for selection of a subsequent premium 
bordereau. 
 
The Bordereau Cover Transactions Summary screen shows the individual premiums that comprise the 
totals shown on the previous screen: 
Press View Transactions to display the premiums. The Bordereau Cover Transactions Summary screen 
shows the individual premiums that comprise the totals shown on the previous screen: 
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The Pay column indicates inclusion on the bordereau. To change a premium’s inclusion, double click on the 
relevant row. This will toggle the Pay column from ‘Y’ to ‘N‘ and back again. Press Select All and Deselect 
All to toggle selection/deselection of all premiums in the grid. 
 
The Funding column will display a ‘P’ for where the client has paid (or if a Return Premium). 
 
Produce Bordereau options will be available as previously described. 
 
For ‘Premium’ Bordereau Type, it is recommended to run a test bordereau before running a final 
bordereau.  This allows verification of the selected transactions and the associated bordereau content. 
 
Clicking on any of the Produce Bordereaux options will display the Bordereau Report selection screen: 
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This screen displays a list of the available and selected Output Fields for the Cover. If a bordereau template 
with Output Field mapping has been configured then this screen is presented such that the selections can’t 
be changed. Otherwise it is possible to change the selected Output Fields. 
 
For a Final bordereau, tick boxes for LPAN and Honeycomb (an endorsement document) production are 
available. 
 
Press Create Report to commence bordereau production. The bordereau spreadsheet, LPANs and any 
other honeycomb documents are produced.  These are stored in the DMS for each Cover and then sub-
divided into each month. 
 
For a Final Bordereau, an additional screen is displayed summarising the amount(s) transferred from the 
‘cover’ account to the underwriter account(s). 
 

 
 
The lower section of the screen displays any errors within the bordereau, including premiums that have 
been excluded. 
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