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Managing your quotes 

• After logging into the Adviser portal, you will have several options in the side bar on the left. 

If you click on ‘My Quotes’, this will provide you with a list of all the quotes you have done. 

 

• You can search for a particular quote using either the applicant’s surname, quote reference or 

the application reference. [Note: you may quote for both products to compare 

options (ie cover/premiums), so you may find searching by surname can be more 

helpful.] 

 

• You can sort any of the fields to suit your requirements – as an example if you click the 

‘quote date’ title – it will show either newest to oldest or oldest to newest. 

 

 

• If you want to retrieve/carry on with a quote, you can select the quote from the list by 

clicking on the ‘quote’ which will take you to the application details screen. You will then need 

to click retrieve: 
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• Once you have clicked retrieve, you will be taken to the quote summary screen to carry on 

with the quote/application journey: 
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Managing your applications 

• Within the Adviser portal, if you select the ‘My Applications’ section on the left-hand side, you 

will be able to see all applications that you have submitted through the adviser portal. 

 

• You will be able to search via last name, application reference, application type and status. 

 

 

• These applications can be sorted by clicking on one of the subheadings -as an example if you 

click the ‘updated’ title – it will show either newest to oldest or oldest to newest. 

 

• Within the ‘My Applications’ section, you will be able to see the status of your applications. 

This includes any applications that have been declined, are with underwriting, have been 

accepted with or without exclusions (standard/ordinary rates & non standard) or have been 

issued (contract documents issued). 
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• The application details screen links into the ‘My Actions & Notifications’ screen, as anything 

that needs actioning you will receive a notification for. 

 

• If you click on the application reference, it will take you to the application details screen. 

[Note: if the retrieve button is showing, you will be able to finish the application 

(if incomplete) or you will be able to provide bank details/a start date to complete 

the application journey]. 

 

 

 

 

 

 

 

 

 

 

 

 

• Any correspondence relating to an application will be shown in the ‘My Documents’ section of 

the Adviser portal, under the application tab. Within this screen you will be able to search via 

application reference, Adviser and date selection.  
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Managing your contracts 

• Within the ‘My Documents’ section, there is a contracts tab, this is where you will be able to 

see the contract documents of your ‘issued’ applications. 

 

 

 

• To make any amendments to your client’s contract, you will need to call Member Services 

on 0800 587 5098 and go through the amendment process over the telephone. 


