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ARRANGING THE LOOK OF YOUR HOME SCREEN

The information boxes (Submissions and Recent Activity) can be dragged and dropped anywhere on your screen. To minimize a 
box, select the icon in the top righthand corner of each box:

CREATING A NEW SUBMISSION  
(UPLOAD YOUR ACORD APPLICATION TO UMS)

From your Home screen, click on the New Submission button in the top right corner.

In the Submission Details box:

• Select Upload from an ACORD application.

• Select Select File to Upload. Search for your saved ACORD/document on your desktop or other file on your computer.

• Supply Needed by Date (optional).

Please use the following steps to access your secure information in the PacificComp portal. 

1. Visit www.copperpoint.com, click LOGIN and select PacificComp
2. Click MY PORTALS and select PacificComp
3. Click on Manage Submissions

Underwriting Management System (UMS)

Questions about logging into your account?  
Contact portaladmin@copperpoint.com or call 818.575.8500

https://www.copperpoint.com
https://www.copperpoint.com/portal-help-request-agent


• Select the Create Application button once. There may be a slight delay. Please wait for the pop-up that will appear, advising that
the ACORD is being loaded. You will be notified when the upload has been completed. 

• Once the ACORD upload is completed, select Yes to open the submission.

The UMS system will self-populate with information from the ACORD and will automatically attach the ACORD to the submission under 
“Files.” To access the Files folder:

1. Select the round Collaboration* icon in the top right corner of the screen.

2. Select the Files icon.

3. Click on the ACORD attachment to open the document.

4. To attach additional documentation, select New and either drag and drop the file to the space indicated or select Choose File to
attach a document saved to your desktop or another file location.

*Note: The Collaboration icon also contains the Chat, Emails, Tasks and Notes functions.
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Once the ACORD upload is complete, it will bring you to the Submission screen to complete the required fields in each section. 
Missing information is indicated by a red asterisk *. Review and confirm all information is correct.

After all fields are satisfied, click on the Submit Application button in the top right corner of your screen to formally submit your 
application and put it into our queue. Your application is not submitted until you click on the Submit Application button. 

In the Submit Confirmation pop-up, select Yes to formally submit your application. UMS will automatically evaluate for our SmallComp 
Program. If it is not eligible for the program, the submission will be sent to an Underwriter for evaluation.
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 ATTACHING ADDITIONAL DOCUMENTS TO THE SUBMISSION

Attach documents such as ACORD, loss runs, narratives, experience modification worksheets, etc. to the submission as required. 

1. Select the round Collaboration* icon in the top right corner of the screen.

2. Select the Files icon.

3. Click on the ACORD attachment to open the document.

4. To attach additional documentation, select New and either drag and drop the file to the space indicated or select Choose File to 
attach a document saved to your desktop or another file location.

*Note: The Collaboration icon also contains the Chat, Emails, Tasks and Notes functions.
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GENERATING A SMALLCOMP QUOTE FOR ELIGIBLE SUBMISSIONS

If a submission qualifies for Small Comp online quoting, the following message will appear:

You will be taken to the proposals page and given the option to create one or more quotes at various deposit and commission levels 
using the Actions tab*. 

*NOTE: The system will automatically generate an initial quote with a 10% deposit/15% commission. To generate a quote with alternate 
percentages, see the next step. Commission levels can be adjusted from 0-20%. 

 

Under the Create Quote tab, you have the option of adjusting deposit and commission % levels. Select  
Get Quote when the desired information has been inputed.
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BINDING PROCESS

Click on the quote you’d like to bind and select the Begin Binding tab.

Complete the additional needed information as indicated by the red asterisk *. Click on Request to Bind.
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The following message will appear, confirming the bind and providing a Claims Toll-Free reporting number. The Policy Number can be 
found on the left side bar on the Submission page.
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Find the original submission by selecting My Agency – All in the drop-down box (top left corner of your screen) and searching for the 
insured’s name.  Click on the submission to open it, then select the Resubmit button in the top right corner.

Verify that you want to resubmit by selecting Yes in the pop-up.

The following message will appear. UMS will produce a copy of the submission in “Draft” status (not formally submitted yet). A pop-up 
will advise when the process is complete.

The Resubmit function allows you to create a copy of a previously declined or lost submission within 90 days of a policy’s expiration 
date.  If the expiration date is within 90 days of the current date, the Resubmit button, found at the top right corner of your screen, 
will be active.

RESUBMIT FUNCTION
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From this point, the submission should be reviewed and updated as necessary under the Application tab. The system will notify you of 
missing information with red asterisks. 

If there is missing information, the system will prevent you from submitting. 

When all information has been entered and verified, select the Submit Application button in the top right corner of your screen.
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Verify that you want to resubmit by selecting Yes in the pop-up.

Remember: The new submission is in “DRAFT” status to allow any changes that are needed. The user must select the Submit 
Application tab to formally submit the account and put it into our queue.

The system will indicate whether the submission qualifies for our automated Straight-Through Processing Program.

Questions about logging into your account?  
Contact portaladmin@copperpoint.com or call 818.575.8500

https://www.copperpoint.com/portal-help-request-agent



