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Creating an application using the Adviser portal 

• Log into the Adviser portal. 

 

• Click ‘Start Quote’ and complete all fields. You will receive notes in a red banner if you have 

missed any required data. There is an inactivity period of 20 minutes, at this point 

you will be redirected to the log in screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Once all fields are complete, press ‘Get Quote’, All the products you can apply for based on 

the information entered will be provided: 
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• Some options may not be available for both products; you will receive a note to explain this – 

For example, if a split deferred is selected, you will receive a note to say ‘Income 

Assured Enhanced does not offer split deferred periods’: 

 

• Press save and apply on the required product. Next it will take you to the ‘Panel Selection’ 

page, this is currently ‘whole of market’, press continue: 

 

 

 

 

 

 

 

• On the Quote Summary screen, you will have the option to amend earnings/cover requested. 

You will also be able to add any extra features (these include SIC & MEB). Press ‘add these 

features’: 
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• Once you have pressed ‘Add these Features’ on the quote summary screen. You will be taken 

to the screen below. You can amend anything on this screen if required. 

 

• Once you are happy to proceed, you will need to press ‘Get quote’, this will take you back to 

the ‘Quote Summary’ screen. You will be able to see the updated cover that is being applied 

for, including the updated premium. There are also links to the ‘Key Features’ and ‘Ts&Cs’ – 

Schedule 6 – Rules of the Contract. 
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• The quote summary screen will also provide you with 4 declarations: Data Protection, Access 

to Medical Report Act, an Applicant, and an Adviser Declaration, these will need to be agreed 

to before being able to proceed further. You will need to click on each declaration to expand 

the text. 

 

• Once the declarations have been read you will need to tick the box at the bottom of the 

‘Applicant Declaration’ & ‘Adviser Declaration’ to confirm all statements are true. You will 

NOT be able to click the ‘apply’ button until the declarations have been confirmed. 

 

• Once you have pressed ‘Apply’ – you will be taken through the apply journey – this will be 

confirmation of the applicant details. Some of the details will pull through from the previous 

screen but all fields must be completed. Once complete, press save: 
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• You will then be taken through the underwriting questions. All the medical questions will be 

asked throughout this journey. If a question has been answered yes or a disclosure has been 

made, the question will expand for you to provide further information. It is important that 

the questions are answered in full, with as much detail as possible. 

 

• With regards to hazardous hobbies, if you select ‘yes’ you will receive follow-on questions 

after each response to provide all required information. 
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• You will need to check that the height/weight is correct as per the data you entered on the 

‘Quote’ screen, if you need to amend the height/weight, you can do this by over typing the 

data: 

 

 

 

• The alcohol & drug use questions will need to be completed – if any of the questions are 

answered ‘yes’ more questions will follow to provide further details. 
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There are then 5 sections of personal medical history.  

• On section 1/5 there’s a note to explain that if your client has had any of the listed 

conditions, we are unable offer terms. This means that if you answer ‘yes’ to any of these 

conditions the application will be a straight decline. 

 

• Personal medical history continued, if you select ‘yes’ to a question, you will receive follow on 

questions after each response to provide all required information. 

 

• The additional question section relates to anything that you’ve not provided during the 

personal medical history sections 1-5. 
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• Then you move onto the ‘Family History’ section – you do not need to tell us about adoptive 

parents or step/half siblings. If you select ‘yes’ to a question, you will receive follow on 

questions after each response to provide all required information.: 
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• You will then move onto the ‘application summary’, this will provide you with a detailed 

summary of all the questions you have been through in the journey. After each section there 

is a ‘review’ button, this is where you will be able to update/amend the information you have 

provided. Once you have checked all the information, you can press ‘confirm’ at the bottom 

of the page. 
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• Once confirmed you will be taken to the decision screen, this will either show: 

 

➢ Refer – the underwriters will need to review the application as the engine 

couldn’t provide a decision with the information provided.  

➢ Decline – the Society is unable to provide cover based on the information 

provided. 

➢ Standard Terms – you will be able to provide a start date for the contract to be 

made live. 

 

Refer  

 

• Once you have pressed continue, you will be asked to provide GP details: 
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• Once you have clicked ‘save & continue’, the application will be passed to underwriting and 

an email confirming this will be sent to you. You will also be able to see the status in the 

portal. This will show that the application is ‘in underwriting’: 

 

Decline  

 

• A message will be shown to confirm that ‘based on some of the answers provided we are not 

able to offer the requested cover at this time’.  

 

• You will receive a notification of the decline, you will also be able to see this update in the 

‘My Applications’ section of the portal – this will show the status as ‘declined’. 
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Standard Terms 

• A message will appear on the decision screen to confirm the applicant has been accepted on 

standard terms. To progress further you can press continue and you will be taken through 

the payment details/ID&V/start date process. If you’d rather come back to this page once 

you have all of the details, you can leave the page. 

 

• If you choose to return to the process once you have all the required information, you will 

need to go into the ‘My Actions & Notifications’ tab on the left-hand side within the Adviser 

portal. The actions required are to provide payment details and provide a start date. You will 

need to click on the application reference. 
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• Once you have selected the application, you will see the below screen, you will need to press 

the ‘retrieve’ button. This will then restart the payment details/ID&V/start date process. 

 

 

• You will be taken to the payment screen, to select the preferred collection day and set up the 

direct debit. 
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• Once the payment details are entered, you will need to complete the payer declaration by 

ticking the box. The ‘identity check’ button will then become available. Once pressed, this will 
complete the checks in the background, this will then enable the ‘continue’ button to become 
available.  

[Info: you will still be able to enter the 3rd party's payment details into the portal 
however, we will be unable to commence premium collections until we have 
received a paper copy of the Direct Debit instruction that has been signed by the 
payer. In the event that your applicant wishes to pay from a third-party bank 
account, please give our Member Services Team a call on 0800 587 5098 (ext 
7201), who can talk you through the next steps]. 

 

• Upon pressing continue, you will be taken to the payment details screen. You will be able to 

edit the payment details here if anything is incorrect. 

 

• If everything is correct you can press continue which will take you to the DD confirmation 

screen (the completed mandate). Directly underneath this will include the Direct Debit 

Guarantee. 
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• Upon pressing continue, you will need to complete the verification of identity checks on your 

client. 

 

• Once completed, if you have selected My Extra Benefits – Working Life Death Benefit - you 

will be taken to the nominee screen to add your clients chosen nominee(s). These must total 

100%. 
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• You will be asked to enter personal details for the nominee(s) and the percentage payable. 
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• Once you press continue, you will be taken to the ‘start date’ screen. You can enter the 

required start date, this can either be today’s date or a date in the future of up to 90 days. 

You will NOT be able to back date a start date. 

 

• There is also the option to select your marketing preferences, as to whether you want to be 

contacted or not and how. There is also the option to select if you require the documents in 

large print. 

• Once you have added the start date details you can press ‘issue my policy’, you will then see 

the final confirmation, confirming that the contract is now live. 
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• If you return to the dashboard, you will be able to see the below. It will show the status as 

‘issued’ as well as the name, product, premium, initial commission and the date it was last 

updated. 

 

• As the Adviser, you can go in the ‘my documents’ section on the left-hand side bar, this will 

provide the confirmation letters/contract documents for the member. 

 

 

 

• You can select the ‘My Commission’ tab on the left-hand side bar. It will show the commission 

here once the new contract is loaded into the system. 


