Products and Quotes using Exchange

the key

Once you have completed the Protection/Gl Fact Find in relation to the client’s protection needs you can
now proceed to quote the most appropriate product for your client.

Entering Exchange Log-in Details into the Key

Prior to completing any quotes it is recommended that your Exchange log-in details are entered into the
Key. This is completed within the Setup > Users area. This will ensure that the Exchange can be
accessed seamlessly through the Key without the need to enter log-in details for each individual quote.

Click on Setup then Users. Highlight the relevant adviser then click on Open.
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This will display the User Details screen. Click on Logins which will display any previously entered
details.
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Click New and the Login Detail box will be displayed. Enter the Exchange User Name and Password
and click OK to save the details.
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Producing Comparisons and Quotations

This process is completed within the Insurance area of the Fact Find within the relevant need area, in
this case Life Protection / Term
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Click on the Quote button.

Hints & Tips

Where a combined Life and Critical llilness quote is required, the Critical lllness tab must be
completed and the Combine Critical lliness question marked as Yes. The quote must be launched
from the Life Protection/term screen
To perform standalone Term policies, the Combine Critical lllness question will need to be set to No
Quotes launched from the Critical lliness tab will be performed as Critical lliness only policies
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Where Exchange User details have not been entered in the Setup > Users area (see page 1) a log-in
screen will be displayed. Enter your Exchange Username and Password and click OK.
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An Exchange Product list will be displayed. Select the appropriate product and click OK.
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The Exchange will now open into the relevant product screen. Check and amend any details and click on
Company Select .
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Hints & Tips

- Any data that is pre-populated into Exweb from the Key will initially be locked/non-editable
Data that is locked can be reactivated upon selection of the Requote function on the Comparison
screen (see below)
Where Mortgage Protection is selected as a product type a mortgage interest rate must be entered on
the Plan screen
Default settings will also be applied within Exweb to any data not pre-populated

On the Co. Select screen select the companies required or choose All and then click on Quote Now

A comparison screen will now be displayed. Click on Comparison Print to ensure that a copy of the
comparison is returned to the Key when the Exchange is closed.

The Exchange
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Click on company name to obtain individual company quote and print
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The Requote button can be selected at this point to return to the initial quote screen where client and
product details will be unlocked/editable (see Requote section below).

Producing a Comparison Print

Click on Comparison Print  which will display a Print Options screen

Select the required options and then select Print which will display the comparison which will

automatically be returned to the Key when the Exchange is closed. The comparison can be printed if
required.

Click on the red cross in the top right hand corner of the screen to close the Comparison.
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Producing a Single Company Quotation

Click on a Company name from the Companies list to produce a single company quotation.

—1
—1

Where the quote has been produced on a different basis to that requested a Variations screen will be
displayed. Click OK to continue.
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A single company quote summary will be displayed.

The Requote button can be selected at this point to return to the initial quote screen where client and
product details will be unlocked/editable (see Requote section below).

Printing A Single Company Quotation

Click on Print on the above screen which will display a Print Selection box

Select Print which will display the illustration which will automatically be returned to the Key when the
Exchange is closed. The illustration can be printed if required.
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Click on the red cross in the top right hand corner of the screen to close the Comparison

Usi

The

ng the Requote function Within the Exchange

Requote function is available as soon as a Comparison or Single company quotation has been

produced. Click on the Requote button on the relevant screen and the following screen will be displayed

Hint

s & Tips
Select Amend Company for this Quote  to return to the Company Selection List to produce a new
single company quotation
Select Amend Product Details for this Quote  to return to the initial input screen where product
details can be amended e.g. term, benefits etc.
Select New Quote for this client to return to the initial input screen, however in this case any data
pre-populated from the Key be locked/uneditable
Where additional comparisons and illustrations are produced the Print option should be selected to
ensure that the relevant document is retuned to the Key
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Returning to the Key

When all required comparisons and illustrations have been completed within Exchange close down all
windows and the system will return you to the Fact Find area of the Key. A message will be displayed
confirming the information that has been returned from Exchange. Click on OK.

At this point additional quotes could be produced based on different product types e.g. Income Protection,
by clicking on the Quote button on the relevant product tab within the Insurance Fact Find.

To view the documentation that has been returned from the Exchange click on the Client > Product area
screen

Where multiple Illustrations have been produced through the Requote function (in this case Norwich
Union (Aviva) and Prudential) a separate Product will be created for each illustration which will contain full
details of each product including costs, commission, the illustration and comparison. At this stage it is

important to update the status of each product to reflect which product is to be proceeded with and those
that are not proceeding.

In order to update the status of a product, highlight the case and click on Open at the bottom of the
screen
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Click on the drop-down arrow next to the Status box and select the status of Not Proceeded With .

Once this status has been selected an additional box will be displayed confirming if the product is to be
closed. This will remove the product from the Pipeline list in the Admin area. Click on Yes to close the
product.

Click on Close to close the product.

An example of an updated Product list is shown below which highlights the product that is being
proceeded with which is shown as Proposed .

T

Place a tick in the Show Only Pipeline business  box to “hide” any products that have been closed or
are current business e.g. Current Mortgage or Existing plan.
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Click on Open at the bottom of the screen. The following sections detail the information that has been
returned from Exchange for each product.

Main — this area will detail product details from the Exchange. These should be checked to ensure they
match the product recommended.

Other Details — The Premium and Product Description boxes will be populated. The Product Description
box can be amended as required as this detail is populated into the Sesame Suitability Letter template.
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Commission - this will detail the Commission amount from the illustration and will be used when sending
an eNBS sheet through the Key

Highlight the row and click on Open Transaction in order to enter an estimate of the commission

payment Due Date.

Where a client fee is to be charged this can be entered by clicking on the New Transaction button and
entering relevant details.

You will re-enter this area following completion of the Product to detail any commission deductions and

mark any payments as allocated (paid) using the Allocate Payment button.
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Documents - this will contain the Comparison and lllustration produced within the Exchange

The names of these documents can be amended by highlighting the document, “right clicking” in the
Description column and selecting Rename

Using the Review/Requote/Apply function

This button is available on the Product Details screen as soon as a Comparison or lllustration has been
returned from the Exchange via the Key.

This function enables you to return to the Comparison produced in the Exchange associated with the
relevant Product and to either produce further quotations or Requote or Apply for the product through the
Exchange. Click on Review/Requote/Apply to return to the Exchange.
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This will return you to the Comparison screen of the selected Product.

From here you can follow the Requote procedure as detailed earlier in this Guide or can Apply for the business
via the Exchange.

Applying through the Exchange

The Exchange provides a quick and convenient process for applying for products. Having returned to any
comparison screen click on Apply.
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An additional screen will be displayed detailing the options available for the particular provider. Itis
generally recognised that linking to the Provider’s website directly provides a more efficient process and
means that the case can be subsequently tracked through the provider website.

Highlight the required option and click OK.

The relevant providers extranet site will be displayed where user details can be entered.
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Hints & Tips

- Client and product data entered via the Key will be pre-populated into the Providers website however
the level of data will be differ depending on the individual provider selected
Quotations are generally valid for 31 days. After this time a new comparison and quotation will be
required
When linking off to Providers websites to apply for products, the integration with The Key will cease
and no documentation will be returned against the product.
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