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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 Quote 
To create a new quote, press the Quote icon on the desktop toolbar to display the Quote Search screen and 
then press New on the Quote Search screen (alternatively select the Create Quote option on the Quotes 
menu). 
 

 
 

 
 
New quotes will be created in the currently selected Department. 
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1.1. Quote Details 
 

 
 
The quote number, date and time will be automatically generated. The remaining fields may be completed 
as follows. 
 
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 quote, ibs will attempt to construct a UMR using the risk 
number. 
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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. Alternatively create a new Direct Client account by 
pressing New on the search results screen (alternatively select the Create Assured option on the File menu). 
 

 
 
For a new Direct Client, enter the Account Name and the Address. A Code value will be automatically 
generated on saving the details. 
 
Root Number 
A 4-digit number that will be used in the firm order process to construct the risk number. On first saving a 
new quote, ibs will provide an opportunity to assign a Root Number value for the quote, which will be used 
to construct the UMR. 
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Assured Code / (Re)Insured 
Enter the Code for the Assured. To search for an Assured code, use the Search function. 
 

 
 

Select the required assured from the search results. Alternatively create a new Assured by pressing New on 
the search results screen. 
 
If a Direct Client has been entered as the Client/Agent Code, then the Assured Code function will be 
unavailable and the (Re)Insured will be populated with the Direct Client name. 
 
Class of Business 
Select a Class of Business from the list. The list contains all Classes of Business for the current Department. 
 
Re: 
A brief note describing the purpose of the quote. Useful to distinguish one quote from another in a list of 
quotes. 
  
Account Executive / Account Handler 
Select an Account Executive from the list. This represents the party responsible for managing the quote. 
 
Producer / Broker 
Select a Producer / Broker from the list. This represents the party responsible for placing the business. 
 
Premium 
If known/relevant, enter the currency and premium amount. This value can be automatically populated 
from the underlying Details / Sums Insured information, if present. 
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Status 
Select a Status from the list. 
 
Sub Division  
If configured for the current department, select a Sub Division from the list. 
 
Stats Code  
Enter a suitable value to support statistical reporting. 
 
Details 
Enter a description and/or narrative for the quote. 
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1.2. Insurers 
To add open market insurers, press Add within the Open Market area. 
 

 
 
  

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 

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. 
 
Commission 
Enter the commission being passed to the client/agent from the underwriter as a percentage. 
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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 alter 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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To add a Cover (binding authority), press Add within the Covers area. 
 

 
 
Select a Cover Code from the list. By default, only current Covers will be listed. Press Show All Items to 
include all Covers. 
 

 
 

Select a Class of Business from the list and enter a Percentage. 
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To attach to a Lineslip, tick Declaration from a line slip and then select a Master Line slip number from the 
list within the Line slip area. 
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1.3. FCA 
To update the FCA details, select the FCA tab. 
 

 
 

FCA Category 
Select either ‘Regulated’ or ‘Not-Regulated’ from the list. 
 
FCA Client Classification 
Select a value from the list. Guidance for the selected FCA Category value will be displayed in the FCA Client 
Classification Description box. 
 
Long/Short Tail 
Select a value from the list.  
  

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 

Source of Business 
If ‘Regulated’ is selected in the FCA Category list, select a value from the list. 
 
Information 
Enter any other details for the quote in text form. 
 
1.4. Generate Policy Number 
On first saving a new quote, the Generate Policy Number screen is displayed to allow a Root Number to be 
assigned to the quote. The Root Number will be used to create the firm order risk and is used in the 
construction of the UMR. 
 

 
 

Press OK to assign a Root Number and save the quote or Cancel to save the quote. 
  
1.5. Sums Insured / Details 
Press Sums Insured on the quote screen (alternatively select the Schedule option on the File menu) to 
display a more detailed screen that allows entry of further quote information. The behaviour of several of 
the tabs within the Sums Insured / Details screen is based on the configuration of the main Class of 
Business on the quote. 
 
The following tabs are present for all Class of Business configurations: 
 

• Assured Details 

• Taxes 

• Brokerage 

• Subjectivities 
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The following tabs are displayed subject to the Class of Business configuration. Each configuration offers 
data entry and functionality specifically suited to the type of placement. See Appendix 1 for example screen 
images: 
 

• 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 Commercial Combined 
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 
o Excess of Loss 
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1.5.1. Assured Details 
 

 
 
Inception Date / Time and Expiry Date / Time 
Enter inception and expiry details. 
 
Period 
Narrative will automatically update to reflect the Inception/Expiry dates but can be manually updated. 
 
(Re)Insured 
Will contain the value from the Quote Details screen. 
 
Risk Address 
Will contain the current address for the selected (Re)Insured from the Account Code screen. For certain 
types of business, additional addresses/locations may be captured by pressing Add Address. 
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The (Re)Insured address is treated as the first address/location. Press Add to clear the screen and enter a 
new address. Press Close to close the screen. 
 
Original Assured 
Where relevant, enter the name of the Original Assured. 
 
Postal Address 
Enter a postal address, typically where is differs from the Risk Address. 
 
Business Description 
Enter a description of the (Re)Insured’s business. 
 
Proposal Date 
If a proposal form is applicable, select the date. 
 
New/Renewal 
Select a value from the list. 
 
Reason for NTU / Reason 
Is the Quote Status is set to ‘Not Taken Up’, then a Reason for NTU may be selected from the list and/or 
additional text can entered in the Reason field. 
 
Estimated Brokerage 
Enter an estimated brokerage amount (and currency) for information purposes. 
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1.5.2. 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. To remove a selected tax, remove the corresponding 
percentage and then tab out of the percentage box. 
 
1.5.3. Brokerage 
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Total Brokerage 
Enter the total brokerage provided by underwriters. 
 
Agent Commission 
Enter the commission being passed to the client/agent. 
 
Third Parties 
Select up to 5 third parties and enter their corresponding commission percentages. 
 
Retained Brokerage (read only) 
A calculation of the Total Brokerage less Agent Commission and Third Party commissions. 
 
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. 
 
1.5.4. Subjectivities 
 

 
 
Subjectivities can be selected from the list (if any are pre-configured within Administration) or added 
manually. On both cases the following information is required. 
 
Description 
Enter a description of the subjectivity. 
 
Days 
Enter the number of days to completion. 
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Expected 
Enter an expected completion date. 
 
Completed 
Enter the completion date. 
 
Notes 
Enter additional explanatory notes. 
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1.6. Document Management System (DMS) 
On creation of a new quote, ibs automatically creates new folders within the ibs network folders to record 
files and emails associated with the quote. 
 
The folders can be accessed by pressing Document Viewer icon on the quote toolbar (alternatively select 
the Documents option on the View menu). 
 

 
 
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. 
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Default folders for new quotes can be configured, folders may be created, renamed and deleted by right-
clicking on the relevant folder and selecting an option from the floating menu. 
 

 
 
Files and emails that are stored 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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1.7. Documents 
1.7.1. Per Class of Business 
Each Class of Business can be configured with document templates for the following types of output: 
 

• Rating Sheet 

• Slip 

• Quotation 

• Confirmation 
 
Pressing Create/Amend Doc on the quote screen (alternatively select the Create Document option on the 
File menu) will display the document menu screen. If only one document template is configured, then the 
document menu screen is bypassed. 
 

 
 

Documents will be saved within the ‘Placing’ folder in the DMS. Repeated generation of the same 
document type will refresh the existing document, thereby retaining any manual updates made to the 
document. 
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1.7.2. General Documents 
In addition to document templates per Class of Business, more general document templates can be 
configured using the General Letter Templates function in Administration. 
 
A General Letter template can be used by pressing the Create a General Word Document icon on the quote 
toolbar. 
 

 
 
This will display the template selection screen, requiring selection of Level 1 and Level 2 categories together 
with optional entry of Save Path and File Name values. 
 

 
 
Press Create to generate the document. If a Save Path is not specified, then the document will be saved in a 
General Correspondence folder and can be accessed within the DMS. 
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1.8. Firm Order 
A Firm Order risk can be created from a quote by pressing Firm Order on the main quote screen. 
 

 
 
This will result in the creation of a new risk containing all details from the quote. The quote Status is 
automatically set to ‘Firm Order’ and all quote details become read-only. 
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1.9. Tracker Log 
Selected activities within the quote are automatically recorded to evidence key milestones including 
Created Date, Last Updated Date and Slip Created Date.  
 
Select the Quote Tracking option on the View menu to open the Tracker Log. 
 

 
 
  

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 FCA tab contains additional date values, all of which may be manually updated. 
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1.10. Diary 
To open the Diary, press the View Diary icon on the quote toolbar (alternatively select the View Diary 
option on the Diary menu). 
 

 
 

 
 
The Diary screen will show all diary items for the quote using a default diary date range. Tick/untick the 
‘Include Completed’ and ‘Include Deleted’ tick-boxes to display completed and deleted diary items. 
 
To create a new diary entry, press the Create Diary Item icon on the quote toolbar (alternatively select the 
Create Diary Item option on the Diary menu). 
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Diary Date 
Enter a date for the diary item i.e. a date by which the associated activity should be complete. 
 
User 
Defaults to the current user. Select a different user from the list where necessary. 
 
Client Code 
Defaults to the client account code from the quote. 
 
Name 
Defaults to the Assured Name from the quote. 
 
Policy Number 
Defaults to blank (from a quote). 
 
Quote Number 
Defaults to the quote number from the quote. 
 
Comments 
Enter free text narrative or description of the diary item. 
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2. Amend a Quote 
To open an existing quote, press the Quote icon on the desktop to display the Quote Search screen 
(alternatively select the Amend a Quote option on the Quotes menu). 
 

 
 
Enter the quote number, if known, otherwise to search for a quote, enter any combination of relevant 
criteria and press Search. All quotes matching the criteria will be presented in the Search Results screen. 
 
Alternatively press Favourites to display the current user’s list of favourite quotes. Or press Recent Used to 
display the last 20 most recently opened quotes (for the current user), with the most recent being at the 
top of the Search Results screen. 
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If a quote has been firmed up, an attempt to open it will display the following screen prompt, offering the 
option to open the quote or the firm order risk. 
 

 
 
A quote that has been firmed up will be displayed in read-only mode i.e. none of the details will be 
modifiable. 
 

3. Change Department 
To change the currently selected Department, select the Amend a Quote option on the Quotes menu. 
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4. Quote Deletion 
To delete a quote, select the Quote Deletion option on the Quotes menu. The Quote Deletion screen 
contains a list of all quotes that have the Status set to ‘Not Taken Up (Delete)’. 
 

 
 
Select one or more quotes in the list by double-clicking the row(s) or press Select All to select all quotes. 
Then press Delete to permanently delete the selected quotes. 
 

5. Quote Amend Department 
To change the Department for an existing quote, select the Quote Amend Department option on the 
Quotes menu. 
 

 
 
Enter a valid quote number then select the new Department and Class of Business values.  
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6. Copy Quote 
To create a new quote as a duplicate of the current quote, press the Copy Quote button within the current 
quote. 
 

 
 

 
 
Enter the number of quotes to be created. 
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7. Appendix 1 
Jeweller’s Block 

 
 
Binding Authority 
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Aviation 

 
 
Marine 
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Marine Hull 

 
 
Household/Property 
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Treaty 

 
 
Reinsurance 
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Professional Indemnity 
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Excess of Loss 
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