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Login Information 

PRIME URL:  https://prime.tmhcc.com 

User ID: email address provided (e.g., cgonzalez@tmhcc.com) 

Do not use Internet Explorer to access PRIME. Use other browsers. 

Note: If you have an issue with your password, please click the Forgot Password link and enter your email 

address. You will receive an email with a link to reset your password. 

PRIME Support 

Chris Gonzalez 

cgonzalez@tmhcc.com 

914-218-9755 

Karen Pilipovich  

kpilipovich@tmhcc.com 

248-371-3117 
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Dashboard 
The Dashboard is the first page you will see after successfully logging into the system. The dashboard 

provides a snapshot of your applications’ activity and quick access to your applications when you need them. 

There are two primary components to the Dashboard: 

1. Business Information/Metrics Section 

2. Application In Progress Grids/Tabs 

Note: Clicking HOME in the Header will always redirect to the Dashboard. 

Dashboard – Business Information/Metric Section 
The business information/metric section displays some key metrics for your agency. There are three tabs that 

can be selected to update the date basis for these metrics. These include: 

• YEAR TO DATE – Starting 1/1/YYYY to today’s date  

• REMAINDER OF THE YEAR – Starting today’s date to 12/31/YYYY 

• PAST 12 MONTHS – Ending on today’s date and looking back 12 months.   

Note: These metrics are agency specific and do not reflect the metrics of any individual agent/CSR. 
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Dashboard – Application in Progress Grids/Tabs 
This section provides lists of applications based on how they are progressing through the application entry 

workflow.   

Clicking the EDIT button will open the selected application. It’s subdivided into five subtabs, each representing 

applications that are in a different stage of this workflow.   

These subtabs can be selected by clicking on the tab header for each respective section. 

Application WIP 
The Application WIP tab displays all the applications that are in Work in Progress status. This is defined as 

applications that have been created, but not yet completed or submitted to the Underwriting Department for 

review.   

Application Submitted 
The Application Submitted tab displays all the applications that have been submitted for underwriting review. 

This is defined as applications that have been completed and the Submit to UW button has been clicked. 

Note: Once an application is submitted, it will not be editable unless the underwriter sends it back to the 

agent. Applications in this tab can be opened and viewed, but they are not editable. 

Open Quotes 
The Open Quotes tab displays all the applications that have been quoted by the underwriter.     

Note: Once an application is submitted, it will not be editable unless the underwriter sends it back to the 

agent. Applications in this tab can be opened and viewed, but they are not editable. 

Endorsement Processing 
The Endorsement Processing tab displays all pending endorsement transactions. This is defined as 

endorsement transactions initiated by either the agent or the underwriter that have not yet been issued.   

Note: This means ALL endorsements in progress will appear here, including those that are pending or being 

reviewed by the underwriter. Once the endorsement is bound, it no longer appears in this tab. 

Upcoming Renewals 
The Upcoming Renewals tab displays a list of all upcoming renewals. There is an additional drop down to 

define how many days from expiration you wish the list to load (30-, 60- and 90-day options available). 
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Global Header & Footer 
Throughout the application, there is a global header and footer that include links and information.  

Header 
The header includes: 

Search – This link directs you to the Advanced Search page. See the Advanced Search section of this guide for 

more information.  

Home – This link directs you back to the Dashboard. 

Applications – This link directs you to the Bound Policies or Declined Applications page which lists recent 

application that meet those criteria. 

Manage Users – This link directs you to the Manage Users page. See the Manage Users section of this guide 

for more information. 

Reports – This link is available only to underwriters.   

Welcome, “User’s Name” – This link allows you to log out of PRIME. 

Footer 
The footer includes the Tokio Marine HCC – Public Risk Group phone number, email links and social media 

links. 
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Advanced Search 
Advanced Search can be accessed by clicking on the SEARCH link in the global header. This search allows you 

to search of any application or policy written by your agency. 

Advanced Search  
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The Advanced Search page allows you to search for these applications/policies multiple optional criteria.  

These options include: 

Application Number  Entity Type 

Policy Number   Effective Date 

Entity Name   Expiration Date 

Insured State 

Note: At least one criterion must be populated for the search to be executed successfully. 

You can design your search by multiple criteria (e.g., state and city, entity name and state, entity type and 

program). After your options are entered, click the SEARCH button. 

Your results will display in a grid under the search criteria fields. You can choose the policy/application from the 

list by clicking the SELECT button for the respective row. This directs you to the application selected. 
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Common System Features & Functions 

Display Grids 
The following is a partial list of the common types of items that are common across grids used throughout the 

application (e.g., Dashboard, Entity List, Property Schedule, Inland Marine Schedule, etc.). 

Search Bar – This bar allows for wild card searching (i.e., partial entry) across all rows and all columns in the 

grid. The typical behavior is for the search to dynamically update with each keystroke. To remove the search 

criteria, simply use the backspace to delete text entry. 

Filter Search             – Allows searching on single or multiple parameters. It is typically used if you wish to 

search a specific column or a combination of conditions. 
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Sorting by Columns – Clicking on the column header sorts the grid by the column. To toggle between 

ascending and descending order, click the header. 

Download to PDF                – Grid entries (as they are filtered) are exported to a PDF document and formatted 

in the same manner as the grid is displayed in the user interface.  

Download to Excel                – Grid entries (as they are filtered) are exported to an Excel document and 

formatted in the same manner as the grid is displayed in the user interface.  

Reset/Clear Entry                or                  – These remove any filters or search parameters and restore the 

unfiltered view. 

Application Screens 
This is a partial list of the application screen functions and business logic used to facilitate simpler, faster and 

accurate data entry: 

Required/Option Fields – Whether a field is required (flagged with an asterisk) or not required to complete the 

application and submit to an underwriter. 

Dynamic Display of Fields – Throughout the application, fields are dynamically displayed or hidden, given the 

selection on a page (typically the answer to a Yes/No question).   

Field/Screen Availability Logic – Similar to dynamic display, there are screens and fields visible/available only if 

the application in progress requires them. 

This includes: 

Fields/Screens by Insured State  

Fields/Screens by Program (e.g., Open Market, MTPP, etc.) 

Fields/Screen by User Role (i.e., agent vs underwriter) 

Default Values – Many fields will default to common values to avoid repetitive user entry. For this reason, 

when an application is initially created, it will have several fields across the application pre-selected or 

defaulted. 

8 



 

  

Other Buttons 
These buttons appear throughout PRIME:  

Enter 

Go Back 

Search                       

While most searches are dynamic and update in real time with each keystroke, there are occasions when you 

must click a Search button.     

Save Button 

The Save button is optional. Navigating away from the page also saves the page.    

Next Button 

The Next button advances to the next page in the application and saves the current page. 

Previous Button 

The Previous button directs to the prior page and saves the current page. 
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Create a New Business Application 
The creation of a new application guides you through the steps required to create the application. This section 

describes this process. 

Launching the Create New Application Process 
1. Create New Application – From the Dashboard, click this button to create a new business application.   

Selecting or Creating an Entity 
2. Create Application Stepper – List of Entities – The system prompts you to select the entity for which you 

wish to create the new business application. You can search the list by entering the name in the Search 

field. The system dynamically searches as you enter the entity name or any other value within the grid. 

Once you find the entity, click the Select button. 

Note: If the entity does not yet exist, click the Create New Entity button to create the entity and select it for 

the new business application. 
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3. Click the Create New Entity button to open the Create New Entity screen and populate the fields.   

The Search Address field allows you to automatically search and select addresses using Google API.  

The result set will display as a drop-down value and you can accept the address results. If accepted, all 

address fields auto populate. If necessary, you can manually amend these fields and overwrite the Google 

API selections. Once all data is entered, hit SAVE at the top or bottom of the page. 

New Business Stepper Popup Flow 
4. Upon selecting an entity from the Entity List or creating a new entity, the New Business Stepper popup 

appears.  

Select Policy Effective Date 
5. Select the Policy Effective Date field and enter the requested policy effective date and click the Enter 

button. 
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Select Program 
6. Select a program – This list is prepopulated to show only the programs available for the entity selected 

based on the insured state and for the agency. 

Qualify Submission 
7. Qualify Submission – Qualify submission allows the agent to upload documents (e.g., Accord applications, 

loss runs, etc.) and request the underwriting team review and provide feedback on whether there is 

business appetite. If there is, the underwriter requests the agent submit the full application in the system. 

If not, the underwriter indicates this to the agent and the application is completed. This process is designed 

to save the agent’s time in instances when it’s unclear if the application fits the Tokio Marine HCC – Public 

Risk Group underwriting profile. 

8. Clicking Enter completes the Create New Business Application process is complete. The system will then 

launch the Application screens for full data entry. 
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Application Screens 
Once an application is successfully created, the system opens the application screens for the entity. This is 

the standard view whenever an application is selected to be opened, whether it’s from the dashboard grids, 

advanced search, etc.). 

The application screens have several components, including: 

• Application Header Information 

• Action Menu 

• Option Menu 

• Transaction History 

• Notes 

• Navigation Pane 

All of these components persist no matter which application page you navigate to within the application 

screens. 

Application Header Information 
The application header information displays basic information associated with the application.   
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Application Number – The application number that is system generated and assigned to the application 

Policy Number – The policy number that is system generated and assigned to the application (If the application 

is not yet bound, the placeholder will be the application number.) 

Program – The program selected for the application (e.g., open market) 

Txn Eff Date – The effective date of the transaction (could be different for endorsements) 

Effective Date – The effective date of the application 

Expiration Date – The expiration date of the application 

Entity Name – The entity selected for the application (The information button to the left of this field provides a 

popup with additional entity details.) 

Agency – The agency on the application (The information button to the left of this field provides a popup with 

additional agency details.) 

Txn Type – The type of transaction (e.g., new business) 

Status – The status of the application  

The statuses visible in this field for agencies are: 

• Pending New Business 

• Pending Renewal 

• Submitted for UW Review 

• Quote Ready for Review 

• Pending Endorsement 

• Declined - Endorsement 

• Endorsement Bound 

• Policy Bound 

• Canceled Policy 

• Declined - New Business 

• Declined - Renewal 
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Action Menu 

 

Endorse Policy 
This is where you start the process of endorsement changes on bound policies.   

Important Note: Endorsements should be created on the latest issued/bound transaction (i.e., If there is an 

new business transaction with three endorsements on it, then select transaction #3 to create the newest 

endorsement).   

Renewal Policy 
This is where you start the process of a renewal policy. This is contextually available if the policy that is 

selected is bound and able to be renewed. 

Important Note: A renewal should be created on the latest issued/bound transaction (i.e., If there is an new NB 

transaction with three endorsements on it, then you should select transaction #3 to create the newest RN).   

Delete Transaction 
Deletes the application or transaction that you are currently working on.   

Note: Only applications which are in Pending status can be deleted. Any application that has been rated or 

submitted cannot be deleted. 

Clicking the Delete Transaction option generates a popup window asking if you’d like to delete the transaction. 

Clicking the Yes button deletes the transaction and redirects the system to the dashboard. 
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Option Menu 
These actions are available from the Options Menu: 

• Copy the Application  

• Download Documents  

• Upload Documents  

 

 

Copy the Application 

This produces a copy of the application. Clicking the Copy Application option generates a popup window asking 

you to confirm the copy. 

Clicking the Cancel button results in the application NOT being copied and redirects to the original 

application. Clicking the OK button generates a popup window confirming the application was copied. 
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Clicking the OPEN NEW APPLICATION button launches the copied application in a new tab and directs to the 

new tab. Note: The original application is still available in another tab of the browser. To return to the original 

application, navigate back to the original tab. 

Download Documents 
You can download certain documents for the application you are currently in (e.g., printed application). Clicking 

the Download Documents button generates a popup window of the documents available for download. Click 

the checkbox for the document(s) you wish to download. 
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Clicking the DOWNLOAD button creates the document(s) that is downloaded via your browser. Clicking the 

CANCEL button closes the popup window and the documents do not download. 

Opening the downloaded document provides access to the document. 
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  Upload Documents 
You can upload documents into the system for the application you are currently in (e.g., supplemental 

applications, budget, loss runs, etc.). These documents are submitted to the Underwriting Department with 

notification that the documents are available for review.   

Upon selecting the Upload Documents option, a popup appears to attach documents to be uploaded. 

Select Document – You can select the type of document you are uploading (e.g., budget, loss runs, etc.). If the 

type of document is not specified in the list, select Other Docs.   

You can then either drag and drop the file into the area or click on the browse link to select the file you wish to 

upload. Upon selection of file, it will be listed below. You can upload multiple files at one time. 
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If you click the Cancel button, the popup will close and no documents will upload to the Underwriting 

Department. If you click the Submit button, the documents are sent to the Underwriting Department with 

notification that the documents are available for review. 

Transaction History  

All transactions for the policy will display in a popup. For example, if the entity has a bound new business 

application in 2021, multiple endorsements on that transaction, and a pending renewal in 2022, each one of 

those will be listed as a distinct row in this popup. 

Note: An easy way to navigate to historical policies for review is to open the chosen transaction/application 

from this popup by clicking on the link in the first column to navigate to that transaction. 

Notes  
The NOTES button allows the agent and underwriter to send each other messages and retain those messages 

in a central location. Note: This is only available for updates by an agent when an application is available for 

update by an agent (e.g., if the policy is bound, the agent is not able to enter new notes). 
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Clicking the NOTES button generates a popup with fields for a note subject and note text. Any existing notes 

on the application are displayed at the top of the popup. 

Clicking the CANCEL button closes the popup without creating a new note. Clicking the SEND button adds 

the newly created note to the NOTES section. To view or update historical notes, click the VIEW button. 

Historical notes include the names of the people who created them, the note subjects, note text, and the 

dates they were created/last modified. 

Navigation Pane 
Navigation is on the left side of the screen. This is the primary method of navigating between all of the 

application screens that are required to complete an application.   

The navigation contains the available lines of business for the respective application. The top-level categories 

expand and collapse additional subtabs, if applicable, when clicked. In the example below, the General category 

tab is collapsed. 
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In the example below, clicking the General category tab displays all the pages in the General category. 

Note: Clicking the category only expands it to display the subtabs (pages) in the category or collapses the 

category to hide the subtabs. You must click a subtab to navigate to and load that page. 
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Application Data (Subtab Screens) 
These pages are where application data is entered. As referenced in the Common System Features & 

Functions section of this guide, these fields incorporate business logic to facilitate simpler and faster data 

entry. This includes dynamic display of fields, default values, required vs optional indicators, and screen/field 

availability logic.   

An example of dynamic display can be seen by navigating to the Liability 2 page and looking at Marina 

Operators Coverage. 

When NO is selected there are no additional fields present. When YES is selected, additional fields are 

displayed, and in this example, requesting additional information be entered for the Marina Operators Coverage 

(see next page for example). 
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These fields will default to values (typically minimum values). 

These types of rules are implemented throughout all application screens to only show relevant information 

when its required and streamline the data entry process. 
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Transactional Processing 

New Business 
The new business process begins with the creation of a new business application by the agent. See the Create 

New Business Application section of this guide for details and screenshots. This flow begins after the creation 

of the new business application by the agent. 

Step 1 - Pending New Business (PendingNB) Status    

Primary Role: Agent 

• Purpose – Agent to enter application details into the system and submit to the Underwriting Department 

for review. 

• Editability – Application fields and functions are editable by all users. 

• Action to Trigger Next Step – Click the SUBMIT TO UW button on Summary > Summary page. 
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Important Note: Clicking the SUBMIT TO UW button triggers a system validation that checks if all required 

fields are populated on the application. If required fields are missing, a popup appears indicating missing fields 

and requesting corrections. 

Once updated, click the SUBMIT TO UW button again. 

Once complete, the system directs to the next step. 
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  Step 2 – Send Back to Agent Path 

If the underwriter needs the agent to update the application or provide additional information, the underwriter 

can navigate to the Summary page and click the SEND BACK TO AGENT button. 

A popup appears in which the underwriter can add notes to the agent. 
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This returns the application to Pending New Business status, which is editable by the agent. 

Clicking the NOTES button in the application header displays the note sent by the underwriter to the agent. 
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Once the requested updates are complete, click the SUBMIT TO UW button to send the application back into 

the underwriting workflow (see Step 2 – Send Back to Agent Path). 
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  Step 3 - Send Application for Signature 
The underwriter can trigger a DocuSign document be generated and sent to the agent’s email address to then 

be forwarded to the insured for signature. To do this, the underwriter navigates to the Summary > Summary 

page and clicks the SEND APPLICATION FOR SIGNATURE button. 

The agent receives an email with a link to the application PDF and a request for signature. The underwriter is 

copied on this email. 
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  Clicking the Sign tab allows the insured to complete the signature.  

Once the insured signs and clicks the FINISH button, the underwriter and agent receive a confirmation email 

indicating the document has been completed. 
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Once the policy is bound, the header is updated with a system-assigned policy number, the status is updated 

to Policy Bound, and the application cannot be edited. 

Step 4 – Policy Bound Status 

• Purpose – This status indicates the application is bound. It allows for subsequent transactions to be 

created from it, but is otherwise read only. 

• Editability – Application fields and functions are not editable by any user role. 

• Action to Trigger Next Step – Click the Select Action option on the header and trigger a midterm 

transaction. See the Midterm Transactional Processing section of this guide. 
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The system allows midterm transactions to be processed on bound/issued policies. These are the supported 

midterm transactional processes: 

• Cancellation 

• Rewrite 

• Reinstatements 

• Renewals 

• Endorsements 

Important Note: Infinity requires all midterm transactions to be done on the latest issued transaction for the 

policy term (i.e., If there are three endorsements on a policy, then the third endorsement should be selected to 

process the midterm transaction.) 

Renewal 

Renewal transactions can be done if these conditions are met: 

1. The policy selected is a Bound/Issued policy.  

2. The transaction selected is the latest-issued transaction for the policy. 

Note: Using the Transaction History button can assist in navigating to the latest transaction for a policy. Clicking 

on the link in the first column will navigate you to that transaction. 

Creating a Renewal Transaction 

In an open policy that meets the above criteria, the Renew Policy transaction can be found in the Action Menu. 
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Renewal Application Data 

Once in Upcoming Renewal Status, the renewal is fully editable. From here, the flow is the same as a New 

Business transaction. 

1. Complete application – Navigating away from the page or clicking the Next / Previous / Save button will all 

trigger a save of the information after every line of business is entered (e.g., liability-save, property-save, 

etc.). 

2. When the application is complete, click the Summary tab and click the SUBMIT TO UW button. 

Endorsement 

Endorsement transactions can be done if the following conditions are met: 

• The policy selected is a Bound/Issued policy.  

• The transaction selected is the latest issued transaction for the policy. 

1. This is where you will start the process of endorsement changes on bound policies. Important Note: 

Endorsements should be created on the latest issued/bound transaction (i.e., If there is a new business 

transaction with three endorsements on it, then you should select transaction #3 to create the newest 

endorsement.)   

2. Utilizing the Transaction History button can assist in navigating to the latest transaction for a given policy.  

Clicking on the link in the first column will navigate you to that transaction. 
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Creating an Endorsement Transaction 

For an open policy that meets the above criteria, the Endorse Policy transaction can be found in the Action 

Menu. 

Endorsement Options 

Clicking the Endorse Policy option launches the Endorsement Options popup. This is where you can add 

details regarding the endorsements: 

• Select Endorsement Change Request – This field captures the type of endorsement. 

Update Property Schedule – This endorsement will open custom flow in which you can make changes only 

to property schedule and additional insured. 

Update Auto Schedule - This endorsement will open custom flow in which you can make changes only to 

auto schedule and additional insured. 

Update Inland Marine - This endorsement will open custom flow in which you can make changes only to 

inland marine schedule and additional insured. 

Update E.D.P Schedule - This endorsement will open custom flow in which you can make changes only to 

E.D.P schedule and additional insured. 

Add/Remove TRIA Coverage - This endorsement will open custom flow in which you can make changes 

only to terrorism.  

Change Entity Address - This endorsement will open custom flow in which you can make changes only to 

entity address. 

Others – This endorsement creates an endorsement request form to underwriters and submit the request 

for underwriting processing. 

• Endorsement Effective Date – This field identifies the effective date of the endorsement. It must be within 

the policy term and it will default to policy inception date. 

Upon completion of this popup, click the SUBMIT button to launch the next screen. Note: Programs will have 

respective individual LOB endorsement options. 
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  Create Endorsement Custom Flow 
Upon election of the Custom Flow (other than the Other flow) - Select Endorsement Change Request and 

Endorsement Effective Date options, the endorsement is created as a copy of the most recent transactional 

information. 

After selecting an option (Update Auto Schedule, in the example below), you are directed to a custom 

endorsement screen specific to the entry selected. This allows users to see current data and add/edit/delete 

any new information. In the example below, the Auto Schedule is selected and therefore populates with 

existing schedule and allows modification as needed for this specific endorsement. 

Once all updates are complete, click the SUBMIT button at the bottom of the screen. 
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  Upon submitting, the system calculates all applicable premium and asks for confirmation of the endorsement 

effective date. 

Important Note: Clicking the CONFIRM button triggers a system validation to determine if the endorsement falls 

within the guidelines of self-serve or whether the change requires review by the Underwriting Department prior 

to issuance. If it does qualify for self-serve, the endorsement will be bound and an automated email will be sent 

with the applicable forms to the agent log in on file for the account. 

If the endorsement requires underwriting review, a message will appear indicating it’s been referred to an 

underwriter and the status of the endorsement changes to Endorsement Processing UW Referral. 

The Underwriting Department receives the endorsement request and finalizes its processing. 
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Create Endorsement Others – Normal Flow 
Upon selection of the Normal Flow (Other Option) - Select Endorsement Change Request and Endorsement 

Effective Date options, the endorsement is created as a copy of the most recent transactional information. 

Upon completion of this popup, click the SUBMIT button to launch the next screen. 

The system will launch the Endorsement – Other popup where you can add details regarding the 

endorsements. 

• Select Line of Coverage – This field captures the type of endorsement. 

• Change Type – This field captures the type of modification: 

o Modify 

o Add 

o Delete 

• Description of the Change – User to Add Comments 

Upon completion of this popup, click the SUBMIT button to launch 

the next screen. 
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The ENDORSEMENT REQUEST button in the policy header shows the information of endorsement. 

The Endorsement Request is submitted to the Underwriting Department for review and final processing. 

All Endorsement transactions under process can be viewed and acted using Endorsement Action GRID. 
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