Company Administrator Guide
This quick reference guide is for Company Administrators in Tide, who will administer their company Divisions, Teams and
Users on the Tide platform.
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Introduction
As part of the Delegated Data Manager on-boarding agreement, each company in Tide is assigned a Company Administrator. The role
of the Company Administrator includes carrying out the following tasks:





Assigning individual users to your company in Tide
Creating Teams within your company divisions, to reflect your internal organisation
Assigning individual users to the appropriate Team(s) within each division, to ensure that they can view and process data across
the contracts that they are associated to in Tide
Assigning additional Company Administrators for your company in Tide

NOTE THAT AS A MINIMUM YOU SHOULD ASSIGN THREE COMPANY ADMINISTRATORS FOR YOUR COMPANY.
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Divisions and Teams
Divisions
Each Company Type in Tide (for example – insurer, coverholder and broker) may have
a different company structure. For example, within the Lloyd's market, each syndicate
is a division of an insurer company and each coverholder PIN (branch) is a division of
a coverholder company. In addition, a company can have divisions of different company
types, for example, a broker can have a broker division and a coverholder division.

Figure 1: Example of division and team structures

Managing Agent

When creating a contract in Tide, the associated companies are selected at division
level.
Note that only users assigned to the respective company division(s) and not just
the overall company will be able to access the associated data.

Teams
Teams can be created within each company division to reflect a company’s internal
organisation structure, for example, marine, aviation, property, financial institutions, etc.
By assigning individuals to the correct Team(s) within a division, access to contract
information (including access to specific sections of a contract) can be controlled at a
more granular level.
Each team can be assigned one or more classes of business – when setting up a
contract in Tide, a class of business will be assigned to each section of the contract and
this principal will drive permissions across the contract, including the assignment of
activity roles (Transformation, Assignment and Approval) across Reporting Channels
in a contract (refer to the Setting up a Binding Authority Contract in Tide guide). This is
particularly useful for multi-section / multi-lead contracts, where associated parties
should be limited to viewing or processing data across only their respective sections.

DIVISION A
Syndicate 1234

DIVISION B
Syndicate 5678

TEAM A
Aviation Team

TEAM B
Senior Management

TEAM A
Property Team

Class of Business
AVIATION

Class of Business
ALL CLASSES

Class of Business
PROPERTY

Figure 1
An example of a company structure for a Managing Agent, including divisions and
teams is shown in Figure 1.

 TEAM B (Management) has been assigned all classes of business:
- User C has been added to the team, as they are a senior manager that requires
read-only access to all data across Division A (Syndicate 1234)
- User C also works in the Property Team under Division B (Syndicate 5678), and
requires Standard access to be able to view and process data across
contracts/sections aligned to the Property class of business.

 User A has been assigned to both the Aviation Team under Division A (Syndicate
1234), and also the Property Team under Division B (Syndicate 5678) – Standard
access has been assigned across both teams, allowing User A to view and process
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data across contracts/sections aligned to both the Aviation and Property classes of
business.
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Company Detail Screen
1. Divisions, Teams and Users are administered from the Company
Detail screen in Tide.

Figure 2: Company Detail screen – ABOUT tab selected

2. Click on the ADMIN menu in the main navigation and select
Company Detail (note that only Company Administrators will
have access to the Company Detail screen):

3. The Company Detail screen will be displayed, as shown in Figure
2.
4. There are three tabs available on the Company Detail screen
(refer to Figure 2). The ABOUT tab displays your company
details and company contact details:
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Company Detail Screen

(continued)

5. The DIVISIONS tab displays the list of divisions that have been
set up for your company:

Figure 3: Company Detail screen – DIVISIONS tab selected

 To review a division’s details, click on the division name in the
list:

 The selected division details screen will be displayed, as
shown in Figure 3.
 Click BACK TO COMPANY to return to the Company Details
screen:
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Adding Users to your Company
As part of the on-boarding process for Delegated Data Manager,
you must provide the list of users in your company that will use Tide
– please contact dasats.servicedesk@limoss.london. In addition, you
will need to assign these users to your company record in Tide.

Figure 4: Company Detail screen – DIVISIONS tab selected

1. Click the USERS tab on the Company Detail screen to add users
to your company:

2. The list of users that have been assigned to your company will be
displayed – note that this list will be empty if you have recently
been on-boarded onto Delegated Data Manager and have not yet
assigned any of your users to your company:

3. To add a user to your company, click +ADD NEW USER:

4. The Company Main
(shown in Figure 4):

Details

screen

will

be

User Roles and Permissions in Tide
Role

Permissions

Read Only

Read-only access to Tide. The ability to view contracts and associated information
based on your Company Division assignment to the contract. For example, if you are
assigned to a Broker Division that has been assigned to a contract, then you will have
read-only access to that contract.

Standard

The same permissions as Read Only, but also the ability to edit, create, delete, and
complete other actions as determined by your Company Division assignment to
Activity Roles (i.e. Contract Administrator, Transformation, Assignment and Approval)
within a contract.

displayed

 Enter the individual’s First Name, Last Name and Email
Address using the fields provided.
 Select a Role from the drop-down list provided – refer to the
adjacent note on user roles and permissions in Tide
 Click SAVE.
NOTE: If you have not provided the user’s details to the Service Desk
in the first instance, Tide will display the following message –

Company Admin

.
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The same permissions as Standard, but also the ability to complete the self-service
administration of the company record, including user administration.
NOTE THAT AS A MINIMUM YOU SHOULD ASSIGN THREE COMPANY
ADMINISTRATORS FOR YOUR COMPANY.
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Creating Teams within a Division
The following steps run through how to create a Team within a
division:

Figure 5: Division Details screen – ADD NEW TEAM button

1. On the DIVISIONS tab in the Company Detail screen to display
the list of company divisions that have been set up for your
company:

2. Click on the company division for which you would like to create
the team:

3. The company division details screen will be displayed – click on
the TEAMS tab:

Teams
Teams can be created within each company division to reflect a company’s internal organisation structure, for
example, marine, aviation, property, financial institutions, etc. By assigning individual users to the correct team(s),
access to contract information (including access to specific sections of a contract) can be controlled at a more
granular level. This is particularly useful for multi-section / multi-lead contracts, where associated parties should be
limited to viewing or processing data across only their respective sections.
Each team can be assigned one or more classes of business – when setting up a contract in Tide, a class of
business will be assigned to each individual section of the contract and this principal will drive permissions
across the contract.

4. The list of teams that have been set up for the selected company
division will be displayed, as shown in Figure 5. Note that for
company divisions that currently have no teams, no entries will
be displayed.

Release 2.1 Migration of Divisions and Teams
Please refer to the Release 2.1 Migration section of this guide for more information on what to expect on the 29th April
2019.

5. Click the ADD NEW TEAM tab to create a new team, as shown
in Figure 5.
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Creating Teams within a Division (continued)
6. The Add Teams screen will be displayed, as shown in Figure 8:

Figure 8: Add Teams screen

 Team Name: Enter a meaningful name for the team that you
are creating.
 Classes of Business: Select the Class or Classes of
Business that apply to the team – note that when creating
sections on a contract, the class or classes of business that
apply to each section will need to be selected. Only teams
assigned with the classes of business on a section, will be
able to view or submit data on that section of the contract.
Note that multiple classes of business can be selected from
the drop-down list provided.
 When you have added all of the classes of business that
apply to the team, click ADD TEAM:

Updating Classes of Business
1. Open the Team details screen – click
and select Edit, as shown below. Note that selecting the Delete option
will permanently remove the team and all users associated to the team:

7. The new team will appear at the top of the company division’s
TEAMS screen, as shown below. Note that the associated
classes of business are also displayed alongside the team name:
2. Team Name and Classes of Business can be added as required – use the drop-down list provided to select
additional classes of business. To delete a class of business from the selected team, click on the corresponding
‘x’ icon:

3. Click SAVE CHANGES to save the updated team details.
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Adding Users to a Team
Individuals can be assigned to one or many teams and can be
assigned the standard or read-only role within a team.

Figure 9: Selecting users and assigning roles

1. Select the team to which you will be assigning users – on the
Company Details screen, click on the team name, as shown
below:

2. The Team Details screen will be displayed, click the USERS tab:

3. The users screen displays the list of individuals assigned to the
selected team (note that for new teams created, there will be no
entries displayed). Click ADD USER – note that individuals will
need to be added to the team individually:

Selecting users and assigning roles (refer to Figure 9 above)
 User: Select the individual that you would like to add to the team from the drop-down list provided. Note that only
individuals assigned to the parent company division will be available for selection.
 Role: Select Standard or Read-Only from the drop-down list provided. Note that team-level roles selected will
supersede roles assigned at company division-level. For example, an individual may have been assigned the
Read Only role against the company division, but has been assigned the Standard role on a team.

4. The Add user dialogue box will be displayed – refer to Figure 9
and the adjacent note for guidance on how to select users and
assign roles.
5. When you have selected a user and the appropriate role, click
ADD USER – refer to Figure 9.
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Adding Users to a Team

(continued)

6. Individuals added to the team will be displayed on the users
screen – refer to Figure 10.

Figure 10: Users screen

7. To add other individuals to the team, click ADD NEW USER:

8. Repeat steps 4-5 in this section of the guide, for each individual
that needs to be assigned to the team.
9. To go back to the main Team Details screen click the ABOUT
tab:

Updating roles and removing individuals from a team – refer to Figure 10 above

 To go back to the parent Company Division Details screen,
click the BACK TO DIVISION button in the top-right corner of
the screen:

 Click

to update an individual’s role in the team (e.g. Read-Only or Standard).

 Click

to remove an individual from the team.
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Release 2.1 Migration
Market feedback has shaped Release 2.1, placing a large focus on improving permissions in Tide to address data privacy across multisection and multi-lead contracts.

Key Functionality Changes
 Updated permissions model within Tide that supports an industry-wide focus on data privacy across contracts
 Ability to create teams within divisions
 Ability to restrict team access to data by Class of Business
 Ability to specify multiple claims authorities in a contract on a per-section basis
 Ability to assign ownership of questionnaires to another company when the Transformation role changes

What to expect on 29th April 2019….
Permissions – Divisions and Teams
 All users in a division have been assigned to a Main Team which has been associated to all Classes of Business
 Any areas within Tide that are currently linked to the existing company division, will also have the Main Team assigned to them.
 Current access levels in Tide will be preserved – if you are happy with your existing set up, changes to teams are not required
 Managing Agents and Brokers wishing to take advantage of the enhanced permissions model, will need to set up new Teams
Reporting Channels
 Now applied to specific sections within a contract and cover multiple contract YOAs within a contract folder
 Existing reporting channels will apply to all sections in a contract
 Divisions assigned to existing Activity Roles will be transferred to all reporting channels (by bordereau type)
 Reporting channels will be merged across contract YOAs if previously submitted bordereaux, contained data for multiple YOAs
 All unapproved bordereaux without a selected reporting channel will revert to a status of ‘Uploaded’ – click on the Uploaded icon


to confirm the reporting channel and continue processing
Review the new reporting channels that have been created through the migration to ensure accuracy

Claims Authority
 Any claims authority captured at contract-level, will be added to each individual section of the contract.
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For more information on Delegated Data Manager – Contact: dasats.servicedesk@limoss.london

The following training aids are also available for you to access on-demand:
Tide Knowledge Base
A knowledge base containing a library of help articles:

 Accessible via the Help icon in the main navigation in Tide
 Articles are grouped by category
 Context-driven help is also available by clicking
on the various system screens
Useful Contacts
For technical support contact the Service Desk:






UK: + 44 (0) 800 024 6089
Belgium: + 32 (0) 800 16246
USA: +1 8333 457 984
Service Desk Portal – accessible via the Knowledge Base

For more information on self-service reporting and data extraction from Tide, contact
dasats.servicedesk@limoss.london

LIMOSS Website






Slide decks running through the background to the Delegated Data Manager initiative
Quick reference guides, covering steps in the delegated authority process in Tide
Self-led video tutorials, focussing on each of the system elements
Frequently asked questions
Adoption tools
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