
Welcome
This presentation will 

assist you in the 
process of submitting 

Endorsements through 
the Finys system. 



Submitting 
Endorsements  

for Finys

Key Reminders 

➢  For your Errors and Omissions protection, we highly recommend that you 
retain a signed document of requested policy changes.

➢ Signed authorization is needed to remove a named insured.  The person 
being removed must give authorization for their name to be removed.

➢ Please allow 5-7 business days for completion.  

➢ Do not send duplicate requests. 

➢ Call if an Endorsement has been submitted with
     an urgent status. 

➢ ACH/Pay plan changes are NOT to be sent to Endorsements.
      They are to be sent to the  Direct Bill department.

➢ Attach photos, documents, appraisals, or other
     pertinent information for a change. 

➢  Notify Security Mutual when any change of occupancy occurs, ie:  Death, 
Moving, Divorce, Primary or Secondary/Seasonal Change.

➢ Any coverage questions are to be directed to Underwriting Department. 



Let’s Get Started!
Sign in



Select Finys Suite



Log Into Finys

Need Help? 
password@securitymutual.com

call your Territory Manager

Disclaimer! UAT screens may be different from screens agents see

Enter Login ID

Enter Password

mailto:password@securitymutual.com


SUBMITTING ENDORSEMENTS
Through the Finys System.  

Endorsements Through Finys can be submitted in 1 of 2 
simple processes 

Submit by a Task

Submit by a Referral



Submit an Endorsement 
by Task

This means you create a task of the  
Endorsement that needs to be 

processed,  and you do not go into the 
policy  itself to make the changes.

  
Basically, this will be same as if you were  
submitting a change by sending an Email. 

You will provide the Effective date of the 
change and a detailed description of the 

change that is needed.  You will also 
provide a short explanation of the change  
to substantiate the change and reasoning 

behind the change.   

Uploading of documents will also be an 
option and necessary for the removal of 

coverage or a named insured. 



Submit an Endorsement 
by Task Okay, lets get started. 

 Enter the Policy Number or you can 
search by the Insured’s name. 

This will then take you to the main policy 
page.   

You will see the Navigation Tabs at the 
top.  

You will then select the Diary Summary 
Tab. 



 After selecting the Diary Summary Tab, 
you will be taken to the next screen.   

Here you will then select the 
Add Task Button. 

 

The next screen you will see is where you 
will indicate what the task is, which 
department to send the task to and 

attach any needed documents. 

. 



To select the Department, you will select 
the Categorizer.  Using the down arrows, 

you will select 
Underwriting / Underwriting /Amendment 

for the entry fields. 

 After you have those selected the next 
step is to send your task to the correct 

department.   To do this you will need to 
select the Green Icon. 

 Select Recipients will pop up.  For 
Endorsements, you will use the 

Amendment/Cancellation (Group) and 
select OK. 



Almost there. 

Now you describe the Endorsement that 
needs processing. 

 Simply type your change request in the 
large white section.   Remember, we need 

effective dates and as much detail 
regarding the change as possible. 

To Upload documents you will select the 
paper clip.  Fill the Categorizers again as 
Underwriting/Underwriting/Amendment. 

Then drag and drop your document to the 
red lettering.   Enter the description of the 

document and save.  

 Save and Close. 

Now the task has been sent for 
processing.



Submit an Endorsement 
by Referral

This means you physically go into the 
policy itself and make the necessary 

changes. You fill in all the entry fields.

You will provide the Effective date of the 
change.  

If the change is needed on current and 
renewal terms, you will need to submit 

your changes on BOTH terms.  If the 
Renewal term has already been printed 
(53 days prior to renewal date) you will 

need to go back into the policy and 
amend on the renewal term as well.   

  You will also provide a short explanation 
of the change  to substantiate the change 

and reasoning behind the change.   

Uploading of documents will also be an 
option.  These are necessary for the 

removal of coverage or a named insured. 



Submit an Endorsement  
Referral

 

  Enter the Policy Number or you can 
search by the Insured’s name. 

               

  Select the Amend button for the                 
correct policy term. 

Enter effective date of Change 
and confirm



  Start your changes   

             NOTE on Address changes:

     When doing an address change, the 
Insured’s address should be entered as the 
LOCATION/RISK  address and the Mailing 
address should be entered as the MAILING 
address.   

You will also have to make sure to select 
the postal icon to standardize the 
addresses. 

Make sure to check the box within the 
mailing address if the addresses are the 
same. 

You will have to standardize the addressed 
by selecting the postal icon.

Remember to go to the Location Tab to 
update location address if changed. 

location mailing



A PDF of the forms are 
available by selecting the 

You may also search for a 
form by entering the form 

number in the search 
Endorsement field. 

You can remove a form by 
simply select the Remove 

button. 

If you are unsure of the 
correct form numbers  to be 

used, please contact the 
Underwriting department. 

!

Current Endorsements



Available Endorsements
Adding Endorsements. 

Select the form, then 
Select Add Selected 
Endorsements.  Make 
sure you have selected 
Add and not just checked 
the box. 

The form will then move 
under Current 
Endorsements

If a form requires 
information, the entry 
field  will be yellow.   All 
fields that are yellow will 
need to be completed.



Attaching Documents
To attach documents to support 
endorsement changes. 

Select the  paper clip icon.

Once selected you will get the 
Document Library.   

Select from the Document Type 
dropdown menu  what you are 
attaching.  

Select the Date Uploaded.



Select Underwriting from the Dropdown
Select Picture/Report from the dropdown

Drag and Drop your PDF document into 
the red wording area.

In the Description field, type what you are 
attaching. 

Save and “x” out.

Attaching Documents



Green Checkmark: No more work is required for that 
screen 

Red Dollar Sign:  screen is missing required information, or 
a rule is preventing rating or application submission. 

Orange Silhouette: Underwriter Referral is triggered by a 
rule that is related to that screen

Once you are done making your 
changes, review the Navigation Tabs 

at the top.



Make any changes 
needed to make all Tabs 
Green except the Pricing 
Tab and the Amend Tab. 

Select the Pricing tab.  
This will show the new 
Premium amount for  

the endorsement 
submitted

Pricing  



Entering Change Reasons
Select the Amend Tab

Select from the 
dropdown menu what 
change has been made. 
Multiple Reasons can 
be selected.  This 
reason code may get 
changed if the wrong 
one is selected when 
we review the 
Endorsement.  

The Change Reason  will 
show on the Dec page, 
as seen here.  

Declaration Type: Amendment 
Amendment Effective Date: 12/03/2024 
Description of Change: Adding Additional 
Coverage(s) 



Continuing with the Change 
reason page…

Next you will select a more 
detailed description of the 
change.   

User Change Made field 
should be to be filled in.  
This helps with what 
specifically was done.  This  
may not be available due to 
programming. 

Whatever you put in this 
area will show on the Dec 
page, as seen here.  

NOTE:   This is NOT where 
you put your change 
explanations.



Submitting ReferralFinally, time to submit your  
Endorsement Referral.

Select the Submit Referral 
button. 

Once selected you will 
receive this box.   This is 
where you are to put any 
notes regarding the change 
request.   

THIS MUST HAVE THE 
EXPLANATION OF THE 
CHANGE

Select OK –Referral has 
been submitted. 
Select Ok  one more. 



You have now successfully submitted an 
Endorsement by a Task or by a Referral. 

Thank you. 

Should you have any questions, please contact 
your Territory Manager, Underwriting or 

Endorsement Department. 
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