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Accepting an Underwriting Decision 

• Once the Underwriters have made and published their decision on a referred application, this 

will update in the Adviser portal. For example, the status would show as ‘Accepted – non 

standard’ for a Special Terms offer. The ‘Confirmation of Terms’ letter will be available under 

‘My Documents’ in the Adviser portal. 

 

• Once you have spoken to your client and they are ready to proceed, you will be able to click 

on ‘My Applications’ and click on the relevant application number. You can then click ‘retrieve’ 

to carry on with the application journey. 
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• You will then be taken to the ‘Decision’ screen which shows the premium, cover amount, 

exclusions, and Adviser commission. 

 

• Upon clicking continue, you will be taken to the ‘Payment Details’ screen. Here you can check 

the payment details are correct before proceeding. You will be able to edit these if required. 
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• You will be able to see the completed Direct Debit Mandate along with the BACS rulings. 

 

• Now complete the ‘Confirmation and Verification of Identity’ on the applicant. You will need 

to tick the box to be able to click ‘continue’ and proceed further. 
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• Next is the ‘start date’ screen. You will be able to enter a start date, this must be today’s date 

or a date in the future (within 90 days). You will not be able to backdate a start date. 

 

• Once you have entered the start date and completed the marketing preferences, you will be 

able to press ‘Issue my Contract’. 

 

 

 

 

• Once you have issued the contract, you will see the confirmation that the contract is live. 
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• You will be able to see the type of contract, the name of the applicant, contract number, start 

date and the first payment date. 

 

 

• At this point the Adviser portal status will update to ‘issued – non standard terms’. The 

contract documents can be found in the ‘my documents’ section of the Adviser portal. 

 

 

• The Member will receive an email asking them register for the Member portal, here they will 

be able to access their contract documents. 

 

 

 

 


