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.. E&S Coastal Business Owners Policy
CoastLine

§ Service Guide

LineUnderwriter’s policy platform puts the power to service policies back into your hands. Use this
guide to learn about accessing the system, working tasks in the Inbox, setting up email subscriptions,
looking up customers, taking ownership of a policy or quote, policy documents, billing, processing
change requests and cancellations, policy renewal process, and how to ask underwriting questions.

Accessing the Portal
To begin, log into my.lineunderwriters.com and enter

your Username and Password. User credentials are LineUnderriters
emailed to each user once appointed. Welcome

Please log into continue.

If you have not received this email, contact us at
coastline.support@lineunderwriters.com.

Portal Dashboard

The dashboard provides quick links to our policy administration systems and our :
your online resource center for product and system information.

The Dashboard feature will by name, address, policy/quote/app # across all platforms.

The link on the left is where all new quotes and policies will be generated. You
will have access to service your new policies in this platform. You may also start a quote by clicking the
button on the top right.

|,Lin:—_'Underwriters

lu-cl-
dev@velocityrisk.io

OF Home

Policy Search @

Enter Search Criteria

Bl coastine Eas BoP

M3 Knowledge Center |

| Q, SEARCH + ADVANCED SEARCH

Business Owners Insurance is a product offered through CoastLine, which is part of the LineUnderwriters division of Velocity Risk Underwriters. Velocity Risk Underwriters (“Velocity Risk”) is a
series of RSG Specialty, LLC. RSG Specialty, LLC is a Delaware limited liability company and a subsidiary of Ryan Specialty, LLC. Velocity Risk works directly with brokers, agents and insurance
carriers, and as such does not solicit insurance from the public. Some products may only be available in certain states, and products may only be available from surplus lines insurers. In California:
RSG Specialty Insurance Services, LLC (License #0G97516). Velocity Risk also offers claims administrative services which are managed by Velocity Claims, LLC, our world class claims operation,
through various third-party claims organizations. ©2026 Ryan Specialty, LLC
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System Tasks and the Inbox

Our policy system manages notifications and tasks in the Inbox. Tasks in bold indicate new tasks that
have not been viewed. The Recent List tab displays recently viewed policies and quotes. The Open
Work tab list tasks that are currently open and active.

Home Quote/Policy Cabinets Support 9

=== MORE
|Search Q

ADVANCED POLICY SEARCH Inbox Selection

MAKE

R View | Gurrent Open for Refresh Inbox E Loz

Inbox (1]
Recent List 1anX
Open Work Filter | by text (showing 1 of 1 results)
0O Bt & & & 1 owner vaurknate Due Date  Description '::ﬁ:am&
New Business Application AP is 04/29/2024
Deos= 1 BGIATPT 04/29/2024 Approved for Boca Raton Medical UAT Testing, EFf  11:54:14 >
Date: 04/29/2024, State: FL PDT
Inbox SUbscri ptions Home Quote/Policy Cabinets Support 9
To receive Inbox notifications and Tasks to your email, set up Q
a Subscription. @
PAYMENT
My Trusted Viewers
Select My Subscriptions from the More menu. e
Click Add Delivery Method from the Subscriber Delivery Method List.

Home  Quote/Policy  Cabinets Support

< Return to Home (B SAVE || *D DISCARD CH
Search Q

ADVANCED POLICY SEARCH Subscriber Delivery Method List

MAKE
Subscriptions Add Delivery Method PAYMENT

Delivery Method Deseription Destination

Empty List

Choose the Email delivery method, enter a description, email, and Save. You can set up as many email
delivery methods as needed.

Home  Quote/Policy  Cabinets Support 9

< Return I B save IE) DISCARD CHANGES
Search Q

ADVANCED POLICY SEARCH Subscriber Delivery Method
MAKE
Subscriber Delivery Method Delivery Method* Email BAYMENT
Description® ‘ Producer Email ‘

Email | producsr@insurance. com | (Leave blank to use user email: BG1A1P1@email.com)
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Inbox Subscriptions continued...

Select the tasks from the subscription list that you wish to have sent to your email. You can choose to
have these tasks sent daily or immediately when generated. Select the Primary Delivery Method email
you wish the tasks to go, as well as the format (HTML or Text) and Save the selection.

| «Return to Home | I [B) SV || ') DISCARD CHANGES |

Search Q
ADVANCED POLICY SEARCH Subscriber Delivery Method List m®
MAKE
Subscriptions PAYMENT
Delivery Method Description Destination
Email Producer Email producer@insurance.com Edit Delete

Subscription List

[Osend me email in digest when possible

Primary Delivery Secondary Delivery
N Delivery
Select  Description Delivery Method Schedule Delivery Format  Delivery Method Schedule Format
Tasks Assigned to Me | Producer Email v | | Immediate ~ | HTML v || Select. v | [ select. v | [ setect. v |

Tasks will now be sent to the indicated email from noreply@velocityrisk.com. Be sure to add this email
to your safe sender list.

Working a Task

To work a task from the inbox, click the right arrow = on the far-right side of the task. The option in the
drop-down field will default to Work. Options in the drop-down list are:

« Work - opens the item the task is associated with to work it.
« Detail - opens the task details and includes the task history
« Suspend - change the work date of the task

« Transfer - transfer the task to a new owner

Home  Quote/Policy  Cabinets  Support 9

_ | e MiORE |
Search Q —
ADVANCED POLICY SEARCH Inbox Selection
MAKE
Inbox (1]
Recent List Inbox
epantini Filter | by text (showing 1 of 1 results)
(0] B 1 & & & ! ower \tork Date e pate Description ﬁ:}ﬁ:am =
New Busi Application AP is 04/29/2024
D @ B 1 BGIAIP1 04/29/2024 Approved for Boca Raton Medical UAT Testing, EFf  11:54:14
Date: 04/29/2024, State: FL PDT Detail
Suspend
Transfer
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TrUSted Viewers Home  Quote/Policy  Cabinets  Support 9
To allow others to view work items in your inbox set up a trusted Q -
viewer. Trusted viewers can work tasks directly in your inbox with @
the same options. e |
Select My Trusted Viewers from the More menu. oV

Click the Add Trusted Viewer button at top of the page.

Home Quote/Folicy Cabinets Support

. € Return to Home ADD TRUSTED VIEWER
Search Q

ADVANCED POLICY SEARCH Trusted Viewers - Users Who Can View My Inbox
MAKE
Trusted Viewers PAYMENT
User Id First Name Last Name
Empty List

Click the search icon  to search for the user you wish to designate as a trusted viewer and click on
their name to add them to the trusted viewer list. Then click Save.

Home  Quote/Policy  Cabinets Support 9

< Return To Trusted Viewers ) DISCARD CHANGES
Search Q

ADVANCED POLICY SEARCH Trusted Viewer - User Who Can View My Inbox

MAKE

Trusted Viewer User* | fesl EI PAYMENT

Review the list of trusted viewers and click Return to Home.

Home  Quote/Policy  Cabinets  Support 9

. ADD TRUSTED VIEWER
Search Q

ADVANCED POLICY SEARCH Trusted Viewers - Users Who Can View My Inbox
MAKE
Trusted Viewers PAYMENT
User Id First Name Last Name
BG1ATP1 bop.BG1ATP1 test.bap Delete

The user assigned as a trusted viewer will see the available inboxes under the for field. Select the
desired inbox and click Refresh Inbox to view. The Inbox label reflects the selected inbox.

Home  Quote/Policy  Cabinets  Support (€

=== MORE
Search Q
ADVANCED POLICY SEARCH Inbox Selection
MAKE
lets V|ew‘ Current Open ~ |fur Me B | Refresh Inbox PAYMENT
Me
Inbox ..I People That Trust Me
BG1A1P2 - bop.BG1A1P2 fest bop
Recent List Inbiox
Open Work Filter | by text | (showing 1 of 1 results)
(] Bt @ 4 &£ ! Owner \v\icrk Date e pate Description :«::eDaLe E
New Busi Application AP is 04/29/2024
Doees 1 BGIAIPY 04/29/2024 Approved for Baca Raton Medical UAT Testing, EFf  11:54:14 >
Date: 04/29/2024 State: £l pOT
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Policy Look up

The Search button will permit you to search by policy, quote number, application, or customer name.
To search by address click Advanced Policy Search and click the link in the Customer List.

Home  Quote/Policy  Cabinets  Support 9
_ | < Return to Home | | @ New cusTome |
Search Q, 7 7
ADVANCED POLICY SEARCH Customer LooKup
MAKE
Customer Policy List Policy Number l:l PAYMENT
Search By Customer | Name v [ Text | starts with || test ‘
and | select. ~ | Text [ starts witn || | MaxHits |10 v |
Search By Insured | Name v | Text | Starts With || ‘
and | sefect. v | Text | stans witn v || | MaxHits |10 v |
Customer List + -
Customer Number Customer Name Customer DEA Entity Type Email Phone Number
2433 Test BOP LLC Test BOP Business test@test.com (678) 678-6789

Taking Ownership

If a policy or quote has been accessed by another, such as an underwriter, you may find that you need
to take ownership. To take ownership it is a 2-step process. First, a notification message will ask you
to open the policy or quote in inquiry mode. Click OK. Inquiry mode is similar to a read-only status.

Home

x

AP is owned by
] Open item in inguiry
mode?

A banner will display on the top advising the policy is in inquiry mode. To take ownership click the
...More button on the top left of the workflow buttons to access the menu. Select Take Ownership.

QT is owned by bop.agent.
Quate in inguiry mode only.

ADVANCED POLICY SEARCH
Quote v
QUOTE Quote Number Insured  State  Premium +Fees  Product SubType  Policy Term Producer Producer Type  Status Policy TIV.
Basic Details QTEENEEN  TestlRO L $0.00 Businessowners  BOP 09/08/2025 - 09/08/2026  Producer - Retail InProcess  $3,670,000.00
| <Return to Home | < nexrpace | IEDTEE
|

Basic Details
Close
View Notes

Effective Date* 09/08/2025 Expiration Date* 09/08/2026

Do Codai




E&S BOP Service Guide

Taking Ownership continued...

A message will display to confirm you wish to take ownership of the policy or quote. Click OK. You will
now have full access to the policy or quote.

This will change ownership of this quote/app to

you. OK to continue?

Policy Documents

All policy documents, including the application, declaration page, renewal packet and invoices can be
located under the Policy File tab.

To upload policy documentation such as loss runs, photos, and signed forms, click the New Attachment
button, select the documentation type, browse the file, upload the document and Add Attachment.

~ PRl | ;@ Seduence  TrnsEffective  Trans Status Annual Premium | Fees | Total Annual P Mew Policy Attachment o @
Search [ Poucy 11 05/08/2024  Active '
$13,890.00 $1,413.46 | $15,303.46
ADVANCED POLICY SEARCH Name*
Histary | < Return to Home | | @ oo rmackenT || 3 apo e * Loss History v }
Palicy ~ . . Inspection
Policy File Application
Loss History
: Miscellansous
Filters Items Photas
3 & Policy: BOP0000390-01 (05/08/2024 to 05/08/2025) Cancellation request
O oy i ( ! Claim Referral
I . Loss Run
(3 customer: 2887 - Lovely Shop O Type Name Dilgent Effort
B3 ..another Palicy D (] Mortgagee New Business Invoice
[3 ..another Customer
D =) Application Package
£
D D New Business Package
[:] ] Workflow Comments - Approved -
D [ Workflow Comments - Submission
D = Quate Summary Package Show Advanced Options
D =] Quote Summary Package
O = Quote Summary Package
Policy File G D =) Quote Summary Package
Add Attachment
Correspondence
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Billing and Payments

Click the Billing section to see payment history and make payments. Direct bill policies can make a
payment using the Make Payment button, verify the policy number and click Pay. Online payments
can only be made by the agent. We do not have an insured facing payment portal. We accept all major
credit cards and electronic checks. Commission statements are sent monthly.

Home  Quote/Policy ~ Cabinets  Support (Y
—_— Make a Payment ik ®
N POLICY pe Sequence TransEffective TransStatus [, oo ‘ F ‘ e ‘ Policy TIV Policy Terms SUMMARY
Search (o} () S 11 04/16/2024  Active nnualPremium | Fees | TotalAnnual Premium | s45 000,00
13,986.00 ‘ 1,41&15‘ 1540415 ‘ ;
ADVANCED FOLICY SEARCH E * : Palicy Number
NEW
History | O viewnores || - wore | BRI | EOP0000321 |
(O]
Policy v N wa
Account Summary ,‘,_',‘:,’;” =
MAKE
Status Item is Direct 8ill With A Balance Due o] Pay Clear PAYMENT
Bill To Insured Payment Plan Automated Pay In Full Change Pay Plan e
CurrentDueDate  04/16/2024  Current Due $15,404.14 EquityDate  04/16/2024
Payoff 51540414 Next Action Electronic Payment on 04/16/2024 ol

Billing Summary

TotalPremium  TotalFees MM oo Billed Premium Adjustments . 'S premiumPaid  Fees Paid
Billed Adjustments
$1398600  $141814  $1398600  $1.418.14 $0.00 $0.00 $0.00 $0.00
Unbilled schedule + -
e o # il Date Due Date Status Premium Bill Amount
Carrespondence Empty List
Tasks
Fig Invoice Summary + -
I Biling I Invoice Date Due Date Amount Due Payoff Amount. Type
S 04/16/2024 04/16/2024 $15,404.94 $15404.14  Installment

To make a payment, select payment method and enter payment details. Click Submit Payment to
post the payment to the policy.

Q ACCOUNT Account Number  Insured . : Policy Term Account Status  Carry Date Pay Plan Current Due
Search 2y © BOPOODO3ET-01 Beaumont Sedgwick Testing ~ 04/16/2024 - 04/16/2025  Normal 04/16/2024  Automated Pay [n Full  $15.404 14 |EUUEGE

ADVANCED POLICY SEARCH [ < Returnto policy | SUBMIT PAYMENT

Account Payment

Make Payment
MAKE
Account Last used Delete PAYMENT

O Bank Account - XXXX3789 Installment
O New ACH
New Credit Card

Amount* Enter Credit Card Details

Credit Card Number*

Policy Changes and Endorsements
Policy changes can be processed by clicking the Endorse button.

Home  Quote/Policy  Cabinets  Support 9

. POLICY e Sequence TransEffective  Trans Status Annual Premium Fees Total Annual Premium Palicy TIV Palicy Terms
Search [ Pouicy | & i1 05/08/2024 Active ! ! $1,500,000.00 SUMMARY

$13,890.00 $1,413.46 | $15,303 46

ADVAMCED POLICY SEARCH
NEW

History | <Return to Home | | 2 enoors || O viewnores || - wore | IR
| < Return to Home Iil - -

Palicy e MAKE

Basic Details Correm
Basic Details -
Effective Date* 05/08/2024 Expiration Date* 05/08/2025
TIMELINE
Producer Code* BG1ATP1 Producer - BG1ATP1 Surplus Line Producer® Velocity Risk Underwrtiers, LLC-2040797

0

NEW
NOTE

Insured Information

Name* Lovely Shop




E&S BOP Service Guide

Endorsements continued... ST _

Select the effective date of the endorsement D -

provide a brief description and click Start. e \Iww
The description will be displayed on the
updated declarations page. 4

ﬂ

Make the change to the policy by clicking that section and making the adjustment and click Finish.

Home Quote/Policy Cabinets Support 9

. QUOTE REVIEW Application Number  Policy Number  Insured State Annual Premium Fees Total Annual Premium Product 5L
Search © AP-00004114 BOPOO0O390  LovelyShop  TX u u Bonmessonners o P
$13,890.00 $1,413.46 | $15,303.46
ADVANCED POLICY SEARCH
NEW
Endorsement - [ QUOTE
| <Return to Additional Interests | | B sae | (3 COPY || ') DISCARD CHANGES || - MORE |
Application ~ MAKE
Additional Interest Detail PAMENT
o]
Search Existing |:| Q TIMELINE
Additional Interest o
Interest Type* | Additional Insured - Vendors v NEW
NOTE
Forms | Additional Insured - Vendors - LUCL NAAI 0130224 |
Name* | XYZ Company A8

Mail To Name= [ %vz company | Copy From Name

The Closeout section will display the premium adjustment if applicable. Click Endorse Policy to finalize
the transaction.

Home QuotelPolicy Cabinets Support 9

) QUOTE REVIEW Application Number  Policy Number  Insured State [, bremium| Fees | Total Annual Premium | Preduct s
Search © AP-00004114 BOPO000390  LovelyShop  TX . . Businessowners B ETT
P ———— $14,140.00 $1,425.68 | $15,565.68

NEW

Closeout QUOTE

[FERDRSE oLy )| enoror seiease | | preview oureur || oot guare || -+ ok |

Premium Review

Prior Full Term Premium $13,890.00 New Full Term Premium $14,140.00
Transaction Written $241.78

Premium

Total Transaction Premium $241.78

Inspection Contact

Inspection Contact Name* ‘ |

Phone Number® | (555) 777-5885 |

Email Address* ‘ test@test.com ‘ &

A notification that the endorsement has been processed will be displayed. Click the link to access the
policy.

=]
3 NEW
Isearcn Q ﬂ Endorsement has been processed for BOPO000390-01 e
ADVANCED POLICY SEARCH O]
MAKE
MNews PAYMENT
Inbox (1]
Recent Activity + -
Recent List
) - .
Open Wark Filter ‘ by tex |Eshowmg 16 of 16 results)

Underwriting

Show All  Show None Quote @ Application @ Policy

Policy
Effective

Active 05/08/2024 Lovely Shop Businessowners | BOP0000390-01

Current Owner  Status LossDate  Insured Name LOB. Reference
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Endorsements continued...
The updated endorsement declaration is available in the Policy File section.

Home  Quote/Policy — Cabinets

Support 9

PUUC“" | ‘e Premium | Fees | Total Pro-rate Premium Annual Premium | Fees | Total Annual Premium | oIy TV Folicy Terms
B o $1.5%000000
ADVANCED POLICY SEARCH g $11.83 | 525361 $14,140.00 §1,425.68 | $15,565.68

History | < Return to Home | & ADDATTACHMENT | | 03 ADD NOTE || 2 ADD CORRESPONDENCE | | 3 VIEW NOTES || -+« MoRE |
el - Policy File + -
Filters Items
P 3 poliey B Policy: BOPOD0O390-01 (05/08/2024 to 05/08/2025)
b [ Customer: 2887 - Lavely Shap O Type Name DateTime ~ E:;f:s
3 .ancther Polcy 0@ 2 Endorsement Summary 05/20/2024 13:44:46 PDT c
(5 et Cusiares O= D 05/20/2024 13:44:41 PDT & c
D 0 Mortgages New Business Invoice 05/01/2024 13:56:11 PDT = (&
D #H & Application Package 05/01/2024 13:56:10 PDT (&
D B0 Mew Business Package 05/01/2024 13:56:08 POT = (&
D B0 Workflow Comments - Approved 05/01/2024 13:54:07 PDT
Da B Workflow Comments - Submission 05/01/2024 13:51:56 PDT
D ] Quote Summary Package 05/01/2024 13:42:29 PDT c
D B = Quote Summary Package 05/01/2024 13:41:30 PDT c
D ] Quote Summary Package 05/01/2024 13:39:36 PDT c
Policy File = [B]=l=] Quate Summary Package 05/01/2024 13:38:41 PDT c
Correspondence
Cancellations

Requests to cancel a policy must be submitted to our team by emailing coastline.underwriting@
lineunderwriters.com. A signed LPR and any additional needed documentation is required.

Underwriting Communications

Questions to underwriting may be submitted by emailing our team at coastline.underwriting@
lineunderwriters.com.

Renewal Process

The BOP renewal process is fully automated. Once a renewal offer is extended, the system automatically
generates the renewal 30 days prior to the expiration date of the current policy.

If the insured has elected automatic payment withdrawal, the renewal payment will be deducted on the
policy effective date and will follow the same payment plan selected on the active policy. For policies
not set up on automatic payment, online payments must be submitted by the agent in the system for
the renewal term.

If the insured has provided an email address, they will also receive a copy of their renewal via email.
We do NOT mail physical copies of the renewal packet. The renewal packet can be found under the
Policy File tab.


mailto:coastline.underwriting%40lineunderwriters.com?subject=
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Signing the Application and Delivery Preference

All policies require a signed application. The preferred method is to utilize the e-signature function that
is built into our system. When the delivery preference is Email an application is automatically sent to
the provided insured email once the policy is bound. In addition, all policy documents are delivered
electronically to the insured. If the delivery preference is Agency, the agency will assume responsibility
of collecting the signed application as well as delivering all documents to the insured. Policy documents
are located in the Policy File tab.

Contact
Primary Phone* | Motile  ~ || (555) 777-8882 |
Email*® | test@test.com |
Delivery Preference

Email

The request to electronically sign the application is emailed to the insured immediately upon binding
the policy. The email will direct the insured to Go To Documents to review and sign. Once the insured
completes signing the application, the agency will receive an email to sign as well. The email will be
sent to the email address for the user that bound the policy.

InsuranceNow Admin has added you as a Signer to "New Business Application Package -
4
OneSpan Sign <signers@esignlive.com: | 3 Resly ‘ © Reply Al ‘ 7 Forward B
To
() 1f there are problems with how this message is displayed, click here to view it in 2 web browser,
Hi
InsuranceNow Admin has added you as a Signer to "New Business Application Package -
Please review and complete "New Business Application Package -
GO TO DOCUMENTS

Once both the insured and agent signatures are completed the Policy File will reflect the e-signed
application. Click the link to view the signed application. If the application needs to be resent click the
Reprocess icon. If necessary, the email address can also be changed under the reprocess icon and
will not update the email address on the policy.

Policy File + -

Filters Items D Combine Dacs | DSplit Docs

P [ Ppolicy & Policy: BOP0O000470-01 (09/25/2024 to 09/25/2025)

b [ Customer: 3070 - WSO Construction O e S DateTime v Email Status

Os = 10/01/2024 07:43:54 PDT

[ _.another Policy
[3 ..another Customer (m]:]
Oe
Om
Om
Om
O=

10/01/2024 07:27:20 PDT

08/25/2024 11:33:48 PDT =

Application Package 09/25/2024 11:33:45 PDT

0]

New Business Package 09/25/2024 11:33:43 PDT

Quote Summary Package 09/25/2024 11:30:45 PDT

QQQQQQI

0o lo@

Quote Summary Package 09/25/2024 11:30:43 PDT
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