
 
 

Broker Portal ECF Enhancements 
 
 

Screen Navigation Walkthrough 
 

Please progress through the walkthrough by clicking your mouse button following each 
informational message. 

 



Overview 
 

The primary objectives of the Broker Portal enhancements are a reduction 
in query rates and in broker effort, in order to improve the efficiency of the 
claims agreement process. They will be applied to London market online 
claims systems only. 
 
The enhancements include: 
 
 A new Document Management Service (DMS), providing improved 
document upload and handling ability 

 
 Improved validation on documents 
 
 Improved handling of emails and their attachments 
 
 Additional CLASS validation for Unique Market Reference (UMR) and 
Original Signing Number & Date (OSND). 
 



Document Management Service 
 The DMS will be automatically and seamlessly invoked during CLASS 
claims data entry. 

 
 The DMS allows a user to view existing documents uploaded against the 
risk (UMR) and claim (UCR) in a combined view, upload new documents, 
and verify that the presentation of the claim file is complete for the claim 
transaction that is being recorded. 

 
 Any new documents uploaded are automatically associated to the 
current transaction. 

 
 Only file types supported by the Document File Viewer (DFV) and 
recommended in the SP&P can be uploaded via DMS. 

 
 The DMS automatically separates any attachments from emails (.msg, 
.eml) and uploads the attachments to the document repository as 
individual files, with the option to selectively remove any unwanted 
attachments (e.g. email signatures) upfront. 



CLASS validation for UMR 
This includes: 
 
 A change to prevent modification of the UMR on first or subsequent 
advices, once the first transaction has been released 

 
 Enforcement of the above validation for both Lloyd’s and Company 
market claims released via the online system 

 
 A provision to allow the UMR to be modified on first advices which are 
only partially saved, but not yet released for agreement 

 
 A provision to allow the UMR to be modified post-release on a claim 
transaction, in the event of a Mid-Term Broker Change  



CLASS validation for OSND 
This includes: 
 
 A change to prevent claims from being submitted/released online 
against unsigned risks 

 
  Enforcement of the rule to enter a valid OSND in all cases, to the extent 
the system already does for claims against signed risks 
 
 
 
 
 



Screen Navigation Sequence 
 
The following screen navigation sequence illustrates the new validations in 
CLASS and integration of the new document management screens within 
the online claim submission process. 

 
 
 



User enters basic 
claim details in 
the CLASS CLAIM 
ENTRY screen and 
presses ENTER to 
continue to the 
CLASS DETAILS 
screen. 



Where the 
Bureau for the 
transactions is 
Lloyd’s, the 
UNCLOSED 
POLICY flag is 
disabled and 
defaulted to ‘N’, 
thus 
automatically 
enforcing the 
provision of an 
OSND on all 
online Lloyd’s 
transactions. 



The system 
checks  whether 
an advice for the 
UMR has 
previously been 
released, and if 
so, whether the 
UMR entered is 
the same as the 
UMR for the 
previously 
released advice. 

UMR must be the same as on previously released advice 

B08532345670 



Click here 

The new Document Summary screen, showing the user a list of 
any risk or claim documents already uploaded for the claim.  

To add a new document, the user clicks either the ‘Add Risk 
Docs’ or ‘Add Claim Docs’ pushbutton. 



The Claim Document Upload screen is displayed.  

Click here 

The list of documents selected for upload is initially empty and the user must browse 
to find the file(s) that they wish to upload using the Browse option. 



The browse files dialogue box is displayed, allowing the user to select one or more 
files for upload. 

Click here 

After selecting one or more* files for upload, selecting the Open option returns the 
user to the Document Upload screen with the selected file(s) displayed. 

NB: ADOBE Flash should be pre-installed on the workstation, to enable selection of multiple files at this stage. 



The selected files are displayed in the list. 

Click the waste 
basket icon to 

remove any 
unwanted files 

In this case, an email file (.msg or .eml file format) has been selected for 
upload, and the email contains a number of attachments. These are 
automatically separated out from the email for upload as individual 
files.  

Prior to uploading the selected file(s), the necessary file information must be entered by the user. In the case of 
email files and the separated attachments, the information only needs to be entered for the email and it will be 
automatically set against the attachments upon upload..  



Click here 

After completing the required document information, selecting the Upload option 
uploads the files to the repository and re-displays the Document Summary screen 
showing the uploaded files. 



To return back to CLASS and successfully release the transaction 
after completing claim data entry, the ‘Presentation of Claim File 
is Complete’ checkbox needs to be ticked, and then the Continue 
option selected. 

The Document Summary is displayed showing the newly 
uploaded files. 



If the checkbox is not selected, the user can still select to 
‘Continue’ and complete claim data entry but the transaction 
cannot be released. 

Click here 



The user is now 
returned to CLASS 
where the POLICY 
DETAILS screen is 
shown. The user 
enters the relevant  
details and 
continues through 
until the SIGNING 
DETAILS screen is 
reached. 



The user does not 
enter a signing for 
the transaction and 
continues through 
until they reach the 
CONFIRMATION 
screen. 



Because the 
UNCLOSED POLICY 
flag was 
automatically 
defaulted to ‘N’ and 
disabled when the 
user entered the 
basic claim details, 
and an OSND was 
not entered by the 
user at the SIGNING 
DETAILS screen, the 
transaction cannot 
be submitted/ 
released. 



Once all 
validation errors 
have been 
addressed, the 
transaction can 
be released for 
processing. 
 
Note: DMS can 
also be manually 
invoked from 
this screen if 
documents need 
to be re-verified 
before the 
transaction is 
released. 
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Conclusion of Walkthrough 
 
 
 
 


