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Once you have completed the Protection/GI Fact Find you can now proceed to quote the most 
appropriate product for your client.  This process is completed within the Insurance  area of the Fact Find  
within the relevant need area, in this case Buildings and Contents . 
 

 
 
Click on the Quote  button and this will display a box listing the available providers.  Select Halifax  and 
OK. 
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This will launch the Halifax Insurance web service where you will be prompted to enter your log-in details. 
 

 
 
The web service will open and information entered via the Fact Find will be populated into the relevant 
areas of the quotation service. 
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Check the details on each screen and add any additional information as necessary.  Once basic client 
data has been collected the Halifax Key Facts document will be displayed which can be printed by 
clicking on the Print  button. 
 
This will allow the document to be scanned and added back into the Key.  There is not currently an 
automatic function to return this document to the Key.  Please refer to the Document Management  user 
guide for details on scanning and adding documents into the Key. 
 

 
 
The quotation can now be tailored by clicking on the Next  button at the bottom of the screen following 
which the Quotation Summary will be displayed. 
 

 
 
Click on Save Quote .  This will link to a Demands and Needs Statement which can be printed, however 
please note this document has not been compliance approved and a separate Demands and Needs 
Statement will need to be produced within the Key based on Sesame’s compliance requirements.  A 
Buildings and Contents suitability template based on the Sesame How to Guide is included within the 
Documents  area of the Key to assist with this process. 
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Click on Next  at the bottom of the Demands and Needs Statement which will return you to the Quotation 
Summary  page.  A Quote Reference  number will now be displayed which can be used if a requote is 
required or if an on-line application is to be completed. 
 

 
 
Click on Print Quote  and Print Summary  which will allow the documents to be scanned and added back 
into the Key.  There is not currently an automatic function to return these documents to the Key.  Please 
refer to the Document Management  user guide for details on scanning and adding documents into the 
Key. 
 
Click on Finish  to close the Halifax web service and you will be returned to the Key.  A pop-up screen will 
confirm that 1 quote has been imported. 
 

 
 
The quote will have been returned to the Product area of the Key and a new Insurance Product 
automatically created as shown below. 
 
NB: A new Product will be created each time a quotation is produced within the Halifax service.  It will be 
important to ensure that any existing Products are updated to reflect their current status e.g. “Not 
Proceeded With” , in order that the Product area reflects the current situation. 
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Select the Product and click on the Open button of the screen in order to review the product and the data 
returned from the Halifax web service. 
 

 
 
 
The following specific areas should be reviewed: 

· Status  – this should reflect the actual status of the case e.g. enquiry, proposed etc. 
· Main  – details of cover provided and whether accidental damage included 
· Property – details of the property are not currently returned from the Halifax and it is 

recommended that these are manually input 
· Other details  – details of application, start date and contract numbers can be entered when 

known 
· Commission  – details of any commission expected can be entered 
· Documents  – any documents that have previously been printed and scanned can be added 

 
The Quote  button can be used to return to the Halifax web service to requote as shown below. 
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As previously stated a Quote Reference Number  is produced when the quotation is saved within the 
Halifax service.  This number is returned to the Key within the Other Details  tab as shown below.  This 
number can be copied into the Halifax service when requoting or applying for a product. 
 

 
 
How to Requote / Retrieve a case 
 
Click on Quote  from the Insurance Fact Find or Insurance Product area (Main tab) and enter the Halifax 
website.  Click on Home 
 

 
 
A message will be displayed stating that client details will be lost however this can be ignored.  Click on 
OK. 
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Select GI Case Manager – Search and Convert which will display a list of search criteria by quote/policy 
number (this can be copied from the Key product screen), applicant name or submission date. 
 

 
 
Enter the appropriate details and click Search . 
 

 
 
A list of cases will then be displayed where the appropriate case can be selected and amended or 
proceeded to put on risk. 
 
NB: if an existing quote is amended a new Product will be created.  It will be important to ensure that any 
existing Products are updated to reflect their current status e.g. “Not Proceeded With” , in order that the 
Product area reflects the current situation. 
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At any point the Halifax web service can be closed which will return you to the Key. 


