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Archive Placements Process 
Contracts that are due for renewal that were placed using the old version 

of PPL may not have been loaded into the archive and subsequently 

promoted into the current version yet. 

To do this, use the Archive Placements process to load and promote 

multiple contracts. A 15 minute video is available in the PPL Learning 

platform which steps through this: 

 

Delete Multiple Records in the Archive 
When using the Archive Placements process, Brokers now have the option to delete single or multiple placements 

from the Archive. 

1. From the main menu  select Archived Placements.  

2. Filter, Sort, or Search to find the archived placements you wish to delete. 

3. To delete a single placement, select the ellipsis menu on the right of the screen and select Delete. 

4. To delete multiple placements, select the check boxes on the left of the screen and select the Delete button: 

 

Note: To select of the placements in the displayed list, select the checkbox at the top of the column. 

 Click this again to deselect all the placements. 

If only a few placements in the list have been selected, select  to deselect them. 

5. Read the information on the screen that appears and select Delete. 

 
The archive placements will now be deleted. 

 

https://placingplatformlimited.sabacloud.com/Saba/Web_spf/EU5P1PRD039/common/launchdeeplink/dowbt-0000004871
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Individual contracts placed using the old version of PPL can also be added using the backloaded placements process, 

a video and guide for which are available in PPL Learning: 

  

Note:  When viewing the Bitesize session recordings, you may need to select the menu at 

the top-left and choose the required video: 

 

 

 

 

 

 

 

 

 

Broker of Record (BoR) Tool 
The BoR tool may be an option if you need to bring in multi-sectioned 

contracts that were previously placed elsewhere, or for placements 

containing up to five contracts. 

A guide explaining the BoR process is available in PPL Learning. 

 

Hide Completed Items 
Brokers can show or hide completed items from their list of placements by using the toggle button shown below: 

Completed items shown -  

Completed items hidden -  

This is available to use with all items other than approval requests. This and the Show My Placements only toggle 

will remember your preference when you next log in. 

  

https://placingplatformlimited.sabacloud.com/Saba/Web_spf/EU5P1PRD039/common/launchdeeplink/dowbt-0000008224
https://placingplatformlimited.sabacloud.com/Saba/Web_spf/EU5P1PRD039/common/launchdeeplink/dowbt-0000008705
https://placingplatformlimited.sabacloud.com/Saba/Web_spf/EU5P1PRD039/common/launchdeeplink/dowbt-0000008223
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Filter 
1. On the List of placements screen, select the Filter button. 

2. Select the required criteria e.g. Effective Year, Inception date etc. 

3. Select Save. 

To clear all your filters, select the Filter button and then select Reset. 

 

Dashboard Search (List of Placements) 
On the List of Placements, there is a search field enabling users to search structured data related to placements e.g. 

placements, programmes, contracts, endorsements, approval requests etc. 

This enables Broker users to find relevant information faster than previously. 

Note: The search facility is also available in the Archived Placements area of the platform. 

1. If you have access to multiple teams, at the top-right of the screen select the required Team. 

2. On the Placements tab, select the required view from the Dashboard dropdown menu e.g. to search for a 

UMR, select Contracts from Dashboard dropdown menu. 

 

3. In the Search dropdown menu, select the required option. 

 

4. In the search field, enter the required criteria. This can include part of a client’s name, characters from the 

UMR etc. 

 

Dashboard Dropdown  

Search Dropdown 
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Note: The search criteria must contain at least 2 characters and a maximum of 50 characters. 

5. Select Search. 

 

6. The search results will be displayed. 

Note: When switching between teams, any search criteria set will be applied to the new team. 

7. When required, select X in the Search field to remove the search and reset the List of placements. 

 

Sorting 

Select the column headings containing up/down arrows to sort the 

data by that column. Selecting the column heading again will change 

the sort direction.  

Filters, the type of items being displayed, or approval requests are also all ‘sticky’. This means that your selections will 

remain if you navigate away from the screen, or log out and back into PPL. 

Note: The options mentioned above are applied at user, rather than team level. 

 

Team Working 

Reassigning Items 

 A guide explaining the reassigning process is available in PPL Learning. 

 

 

Team View 

Use the toggle on the List of placements screen to switch between seeing all the items relating to the currently 

selected team ( ), or just those where you are the owner or that have been reassigned to you  

( ). 

https://placingplatformlimited.sabacloud.com/Saba/Web_spf/EU5P1PRD039/common/launchdeeplink/dowbt-0000003682
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Using the Notifications Screen 
All transactions between Brokers and Underwriters generate both an email to the relevant individual or team email 

address, and a notification in PPL. The Notifications screen is therefore a great resource for viewing all the activity 

between you and all your Underwriters. 

1. Select the Notifications icon  at the top of the screen. The number indicates unread notifications. 

2. The list will initially display all unread notifications, with the most recent notification at the top of the screen. 

The following information and options are available: 

 

• Use the toggle to view previously read notifications  

• Use the notification category list at the left of the screen to show just endorsements, firm orders etc. 

• The 2nd column shows icons indicating the initials of the person or automated messages  

• Use the check boxes in the 3rd column to select notifications for deleting or marking as read. 

• The 4th column shows the details of the notification. 

• The 5th column shows the notification type e.g. ,  etc. 

• The final column shows the date, time and category of the notification. 

3. You can also select  to narrow the list down. The number on the Filter button indicates how many 

filters are currently active. You can filter by: 

• Category e.g. Endorsement, Firm Order, Not Taken Up 

• Action e.g. Accepted, Bound, Published 

• Created from and Created to dates. 

4. Click anywhere on the notification (except the checkbox) to open the item the notification refers to. 
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View and Download Document Options 
1. On the Structure tab, select the required contract, section, or endorsement. 

2. On the right of the screen, select the Documents tab. 

3. To view the document, select the document’s File Name. The document will open in the document viewer. 

4. To download the document, select the download icon . The document will now be in your Downloads 

folder in Windows Explorer. 

 

 

Generate Firm Order Document 
Brokers can generate the firm order document from the Overview tab, once the contract has been signed and closed: 

1. Select the Overview tab. 

2. At the right of the screen, select the ellipsis menu for the contract and select Generate Firm Order Doc 
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3. Select the Contract Type to be generated:  

• MRC + Security Details – listed by carrier. 

• MRC + Security Details – listed by section. 

• Security Details Only. 

4. Make your other selections as required and select 

Download. 

Note: You can now select to show one Underwriter 

per page. 

5. A clickable confirmation of the download will appear 

and the file will also be available in your Downloads 

folder. 

 

 

Cloning 
You can clone a Placement or a Contract on the Structure tab by selecting 

the ellipsis menu for the appropriate item and selecting Clone Placement 

or Clone Contract. 

Note: for Renewals, it’s recommended that you use the Clone Placement 

option, as this enables you to clone all the contracts within it and 

apply a new Placement Effective Year.  

The Underwriters on the cloned contracts and sections don’t get copied over to the new contracts and sections, but 

you can make them available for selection without having to search for them again, as explained below. 

If you are cloning the whole placement: 

1. Select the ellipsis menu for the placement and 

select Clone Placement. 

2. On the Clone Placement screen, enter a 

Placement Description and on the Placement 

Structure tab, select the items in the structure 

that you wish to clone. All are selected by 

default. 

3. On the Underwriter Pool tab, select the 

Underwriters that you want to be available for 

quick reselection from the Pool tab when adding 

the renewal Underwriters to the cloned 

contract.  

4. Select Clone. The cloned placement will then 

appear. 

5. In the new placement, select the contract then select the Underwriters tab.  

Select + Add Underwriter and on the Pool tab choose which of the expiring contract’s Underwriters to 

include. 

https://placingplatformlimited.sabacloud.com/Saba/Web_spf/EU5P1PRD039/common/launchdeeplink/dowbt-0000003882
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6. Select Add. 

7. Enter the Underwriters’ proposed lines, and update the Data and Documents as required. Submit to 

Underwriters when ready. 

 

If you are cloning a contract but not the whole placement: 

1. Select the ellipsis menu for the contract and 

select Clone Contract. 

2. On the Clone Contract to a placement screen, in 

the Contract reference field enter or generate 

the contract reference. 

3. Enter a Contract description. 

4. In the Contract destination field, select the 

placement that you want this contract to be 

placed in. The field defaults to the current 

placement. 

Note: As contracts are cloned to an existing 

placement, it may be preferable to clone 

the whole placement for renewals. 

5. If the contract has sections, in the Contract 

Structure field, select the sections that you wish 

to clone. 

6. Select Clone. 

7. In the cloned contract, on the Underwriters tab select + Add Underwriter. Find and select the required 

Underwriters. 

Note: The Pool tab will contain the Underwriters who were on the contract used to create the clone. 

8. Enter the Underwriters’ proposed lines, and update the Data and Documents as required. Submit to 

Underwriters when ready. 
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Stamp Selection 
Brokers should always select a stamp for the Lead Underwriter on a contract or 

section if known. Doing this gives the Lead Underwriter the full range of fields 

(e.g. risk codes) to enter or select from. It’s recommended that the 

‘Underwriter to select’ option is only used for following Underwriters where 

the required stamp is not known. 

When receiving the submission, Underwriters can change the stamp selected by the Broker or select a stamp if the 

Broker did not select one. The full guide on stamp selection is available in PPL Learning. 

 

Creating Contracts with Sections 
When creating contracts with sections, add the Settlement Details and Risk Codes when first creating the contract. 

When you then add the sections, this information will be copied to each one. 

 

Sections – Copy Panel 
When creating a contract with sections, the Broker can copy the Underwriters from another section they have 

already created. 

1. Add the Underwriters for the first section. 

2. Create the second section and if the Underwriters for the second section are the same as or similar to those 

on another section in the contract, select the Underwriters tab and at the bottom of the screen, select Copy 

Panel. 

 

3. The list of available sections to copy from will appear above the Copy Panel button. 

Select the required one.  

4. The Underwriters and their proposed lines and stamps will be copied over. 

 

  

https://placingplatformlimited.sabacloud.com/Saba/Web_spf/EU5P1PRD039/common/launchdeeplink/dowbt-0000007791
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Mandatory Fields Highlighted 
When entering the contract or section data, the mandatory fields are now highlighted with an asterisk  

 

When saving the data, if all the mandatory fields have not been completed, each field will be highlighted in red and 

will display a message. 

 

Fields to Not Pre-Populate 
When creating a contract using the Add Contract (data) option, the Inception Date, Contract Description, and 

Contract Reference will now not be pre-populated. This will reduce the chances of incorrect information being left in 

those fields when submitting the contracts to Underwriters. 

If the Broker requires a 

unique contract reference 

number to be created, 

they can select the 

Generate Contract 

Reference button.  

This button will not be available when in Cancel & Replace mode. 

 

The same applies when the Broker chooses to clone a contract. The 

option to Generate Contract Reference appears at the top of the 

screen. Select this to create a reference or select Clone and enter 

your own on the Data tab. 
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If you prefer to create new contracts by using the Browse or drop 

here field, the options are slightly different.  

1. Add the contract document as normal. 

2. In the Enter Contract Details panel, the Contract reference 

and Contract description are auto-generated, but warning 

messages appear at the top of the screen and under the 

relevant fields. 

3. Select the required Broker code. 

4. Delete the Contract reference and enter the required one or 

select the Generate Contract Reference button. 

5. Edit the Contract description field as required. 

6. Complete the remaining fields as required and select Save. 

 

Note: If the auto-generated fields have not been changed, 

a further warning will appear when saving. 

 

 

 

Links in email Notifications 

All email notifications sent by PPL Next Gen will now contain a hyperlink back to the corresponding area of the 

platform, if you already have an active session in the platform. Otherwise, you’ll be taken to the login screen and 

then to your dashboard. 

Note: Initially, the links will take you to the Notifications screen from where you can select the relevant notification 

to open the item. In future, the links will go directly to the work to be completed or reviewed. 

 


