
 

How To Submit an Endorsement Task  

Pull up the active policy in Finys and select the Diary Summary Tab 

 

Select  “Add Task” 

 

From the categorizer drop down menus, select: Underwriting/Underwriting/Amendment 

  

In the Description area, write a detailed description of the change (1)  

 

Select the green person icon to select the recipient (2),  For endorsements, please 
select “Amendments/Cancellations (Group)” (3), then click “ok” (4) 

 

           To upload documents click the paperclip 
          icon (5) 
 

            Lastly, click save and close (6) 
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How To Process an Endorsement by Referral 

Pull up the active policy in Finys and click the “Amend” button for the correct term: 

 

 

Enter the eƯective date of the change and click confirm: 

 

 

The policy will now be “unlocked” and look similar to quick quote mode. Make the 
desired change on the appropriate tab: 

 

 

Click the “Document” button to upload any needed documentation: 

 

 

 

 



 

An upload box will open; select “underwriting” for the first two Categorizers and 
“Picture/Report” for “Default Categorizer 3”: 

 

Add a description of the document 

 

Click the Pricing tab to re-rate the policy 

 

 

 

 

 

 

 

 

 



 

Click the Amend tab (1) and select the correct reason from the “change reason” 
drop down menu (2) , then write a detailed explanation in the “user changes made” 
section (3) (this description will appear on the declarations). Lastly, click “submit 
referral (4):  

 

 

Another box will open, type an exlplanation for the change, or any notes to the 
endorsement team and click OK: 

        

 

If the referral was accepted, the following box will appear, click okay again: 
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