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Summary 
Brokers can create different versions of a term – a contract heading and its text and tagged data – once the 
contract is at the firm order stage. These differing (“vertical”) terms are then assigned to one or more specific 
(re)insurers.  

When the contract is then shared, each underwriter will see the common contents of the contract, but only 
their assigned version of the vertical terms. Because of this, all underwriters being shown the firm order must 
first be assigned one version of each verticalised term. 

When verticalising a firm order that has already been shown, the existing version of each verticalised term 
will be automatically assigned to all (re)insurers that have already seen the contract. 

Please note that certain outstanding activities – lines written with outstanding subjectivity requirements, 
Contract Corrections, line percentage changes, line removals, MTPC endorsements and stamp updates – 
may block the creation of vertical terms until they are completed.  

This document provides a full walk-through of the verticalisation process. 

1. Creating Vertical Terms 
To create vertical terms, open a contract at the firm order stage, and locate a contract heading to be 
verticalised. Hover over the contract heading. A small button with a right-pointing arrow is shown beneath the 
contract heading. If the firm order is unshown, this box will be to the right of the ‘Edit’ button. Shown firm 
orders are not editable. 
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Click the arrow button, and then select ‘Create Vertical Terms’ from the pop-up menu. 

 

2. Editing Vertical Terms 
In the ‘Creating Vertical Terms’ window that opens, the current contents of the contract heading is 
automatically assigned to version 1 of the verticalised term. Please note that the version numbers are only 
used within this window, and are displayed purely to aid clarity. 
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If the firm order has already been shown, version 1 is uneditable, and all recipients of the contract so far are 
permanently assigned to it, reflecting events to date. Do note that further recipients can still be added to 
version 1. If the firm order is unshown, version 1 is editable and unassigned. 

Click the ‘Add Vertical Term’ button to add further, editable versions of the contract heading, titled 
sequentially as version 2, version 3, etc. 

Each editable version of the contract heading is shown within the usual full-featured rich text editor used in 
the platform. Edit these versions to create the terms being shown to each (re)insurer. You can add or remove 
text, change the data held within a defined data tag, remove existing data tags, or add or remove tables.  

 
Please note that while verticalising a term, you cannot add a new data tag, or insert an image or attachment. 
If these changes are required, first issue and complete a contract correction adding the required content to 
the contract. 

Once you have the term correctly verticalised and each version properly updated, click ‘Save Vertical Terms’. 
You are returned to the contract view, with the verticalised terms inserted as a group in the same order they 
were shown in the ‘Creating Vertical Terms’ window. 
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3. Assigning (Re)Insurers to Vertical Terms 
In the contract view, the different versions of a verticalised term appear sequentially in the contract, and 
feature a ‘Terms’ label displayed at the right-hand side of the contact heading.  

 
To assign one or more (re)insurers to a term, click the right-pointing arrow box that shows under that term’s 
contract heading when hovering over with the mouse pointer. Select ‘Assign Underwriters’ from the pop-up 
menu. 

 
From the ‘Select Carriers’ screen, locate an open market (re)insurer or facility to assign to the term, and click 
their entry on the list to select them. (Re)insurers already selected for this term are framed with a blue box, 
and those selected for other terms are greyed out and unselectable. Click the red ‘x’ box at the right of a 
selected recipient to deselect if necessary.  
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Once you have chosen the appropriate recipients, click ‘Save’. You may repeat this process as required for 
any given term. Please note that a term does not have to have an assigned recipient, but in such cases, that 
term will not be shown to anyone. You cannot show the firm order until at least one term has at least one 
unshown recipient. 
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4. Unassigning Underwriters from a Vertical Term 
Before a (re)insurer has been shown a term, you may unassign them so that they are no longer a recipient for 
that term. Please note that once that recipient has been shown a term, it is impossible to remove them from 
that term. 

To unassign a (re)insurer, click the right-pointing arrow box that shows under that term’s contract heading on 
mouse-over, and select ‘Assign Underwriters’ from the pop-up menu. 

 
In the ‘Select Carriers’ window, all recipients of that term who have not yet been shown the contract are listed 
at the start of the list of potential recipients, each highlighted in a blue box. (Re)insurers who have already 
been shown a term or who are assigned to different terms are listed at the very end of the list, greyed out, 
and cannot be interacted with. 
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To remove a recipient from the term, click the red ‘x’ button at the far right of their entry.  

 
When all the necessary (re)insurers have been removed, click the blue ‘Save’ button. You are returned to the 
contract view with the deleted recipient/s removed from that term. This cannot be undone, but you are free to 
assign the same term to the deleted recipient again if necessary. 
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5. Removing Vertical Terms 
Before a vertical term has been shown, you may remove it from the contract. Please note that once a term 
has been shown to an (re)insurer, it is impossible to remove that term from the contract.  

To remove an unshown vertical term, you must first manually remove all its assigned (re)insurers. Then click 
the right-pointing arrow box that shows under that term’s contract heading on mouse-over, and select ‘Create 
Vertical Terms’ from the pop-up menu. 

 
In the ‘Create Vertical Terms’ window, already-shown terms are greyed out and cannot be altered, but 
unshown terms are editable. 
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To remove an unshown term entirely once no underwriters are assigned to it, click the red ‘x’ to the far right of 
that term’s version number, deleting the term from the list, and then click ‘Save Vertical Terms’ to confirm. 
You are returned to the contract view with the unshown term deleted. Please note that although this cannot 
be undone, you can always create a new vertical term as before, and adjust it to suit. 

6. Showing the Firm Order 
When you are ready to show the firm order, click on the blue drop-down ‘Actions’ menu at the top of the 
contract view page, and select ‘Show Firm Order’ under the ‘PLACEMENT’ heading. 

 
In the ‘Show Firm Order’ window, any (re)insurers who have already been shown the contract are listed first, 
outlined in a blue box. You may click on these entries to see which team/underwriter the contract has been 
shown to. 

(Re)insurers eligible to receive the contract are found below the already-shown entries, listed as normal 
entries to show to, without highlighting or labelling. Please note that to be eligible, a (re)insurer must be 
assigned to one term from each contract heading that has been verticalised, and they must not have already 
been shown the contract.  
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Click on a (re)insurer to open their list of teams and users, and then select the team or specific underwriter to 
show the contract to.  

 
Click ‘Add Carrier(s)’ to show the contract to additional underwriters at the same time, click ‘Cancel’ to return 
to the list of potential recipients without selecting anyone from this (re)insurer, or click ‘Proceed’ to 
immediately move to the line guidance phase without including any futher recipients. 

If this is the first time you are showing this contract, you may be asked to select which stamp/s underwriters 
participating in the contract can see, depending on your organisation’s settings. This is completely 
independent of vertical terms, and does not change vertical visibility in any way. 
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In the line guidance panel, any recipients who have already been shown the contract are listed first with their 
line guidance percentage, greyed out. This allows you to readily see what percentage of the risk has already 
been shown. 

Conversely, if this is the first time you are showing the contract, you will have to select a lead underwriter for 
the contract. The leader cannot be shown to after following underwriters, only before or at the same time as. 

 
Assign a line percentage to each outstanding underwriter as usual. You may also choose to select a 
recommended stamp for one or more underwriter/s to use when writing their line. When you are happy with 
your line guidance, click ‘Proceed’. 

You are then presented with the opportunity to provide a broker’s message to the recipients, as usual. When 
you are happy with the message/s, click ‘Proceed’, then ‘Proceed’ again to authenticate as usual, and finally 
‘OK’ to show each recipient their assigned terms as part of the firm order. 
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7. Visibility of Vertical Terms 
As the broker, you and your team always retain full visibility of all the vertical terms in a contract. Each 
verticalised contract heading’s versions are grouped together, and each term starts with the ‘TERMS’ banner, 
which includes a list of (re)insurers assigned to that term.  

 
Written lines are displayed on the contract as normal, without any further indicator of the specific terms 
involved. 
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Underwriters only ever see the terms they have been assigned. Their version of the vertical contract heading 
also includes the ‘TERMS’ banner, and the name of their organisation, but not the names of any other 
organisations also assigned the same term. 

 
Stamp visibility for underwriters is dependent on the ‘Stamp Visibility’ settings either mandated by your 
organisation in the Admin system or chosen when showing the contract for the first time. The available 
options are either to let all underwriters see all stamps, to restrict underwriters to only their own stamp, or to 
permit following underwriters to also see their leader’s stamp in addition to their own stamp. 

When exporting a verticalised contract to PDF or MS Word, the terms are provided in separate files. 
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Untick the ‘Include Carrier Terms’ button to export just the base contract.  

In the exported document, the verticalised heading/s only appear once, with the text “As held on file”, and 
then separate documents are created for each assigned (re)insurer.  

 
These separate documents list only that organisation’s assigned term/s.  

 
The verticalised contract is exported as a .zip archive with the vertical terms documents included by default.  

 
Please note that even when exporting the contract without terms, the verticalised contract headings still read 
“As held on file”. 

 


	A STEP-BY-STEP WALKTHROUGH OF VERTICAL TERMS
	Summary
	1. Creating Vertical Terms
	2. Editing Vertical Terms
	3. Assigning (Re)Insurers to Vertical Terms
	4. Unassigning Underwriters from a Vertical Term
	5. Removing Vertical Terms
	6. Showing the Firm Order
	7. Visibility of Vertical Terms


