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1.1 Login to Qnect: http://www.intermediary.qbe.asia/Insurance.html

1. Enter ‘Email Address’ and ‘Password’

2. Click ‘LOGIN’ button 
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1.2 Search From Navigation Bar

1. Go to ‘Renewal’ tap

2. Select ‘Renewal Dashboard’ 

1.3 View Renewal Dashboard 
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2.1 Search latest renewal policies

1. Select Status: ‘All – Exclude Lapsed and Cancelled’ 

Policy Status changes: 

I. Policy need to renew: Awaiting Renewal 

II. Renewal Email and Renewal Notice sent out to client: Pending 

Renewal Payment

III. Renewed policy: In Force

2. Enter ‘Expiry Date’ 

You can easily filter the policies expiring in 1 month / 2 months / 

3 months / 6 months or any customed period at your preference.

(Note: the renewal notice is only available for policy which will  
be expired in coming 2 months)

3. Click ‘Search’ button 
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4. You may click ‘Export to EXCEL’ to download current page renewal list.

(Note: If there are more than 1 page, you may go to next page by clicking  
the arrow at the bottom of the page to download remaining list of 
policies.)

5. If you would like to search client from the result table, you may type   
client’s name on Search/Filters bar. You can also filter other information 
at your preference.

6. Colour-coding status allows you to view the different policies status at a 
glance. Expiry dates will be shaded in grey if the policy has expired, or 
highlighted in red if the policy will expire in the next 7 days.
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2.2a  View Renewal Notice (Individually)

1a. Click pdf icon        to download renewal notices and all related documents 

2a. Go to ‘Policy No.’ column to check the policy details

2.2b View Renewal Notice (Bulk Download)

1b. Select renewal notices by clicking the box next to the policy no.

2b. Click ‘DOWNLOAD RENEWAL NOTICE’

(Selected renewal notices and all related documents will be  

downloaded to your computer in a zip file) 

For internal use only. Please do Not share with external parties. 8

+ A0566111 – Renewal Notice
H0573112 – Renewal Notice
H0518613 – Renewal Notice
A0516914 – Renewal Notice

All documents 
save in a file

Bulk Download Function

1a

2b

1b

2a

1a
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3.1 Add Client Email

(Those client email will be displayed on the dashboard if they are 

already saved in Qnect system)

1. Go to ‘Action’ column and select ‘Add Email’

2. Enter Client Email address

3. Click ‘Save’ button 

4. There will be a confirmation box

5. Go to ‘Action’ column and select ‘Edit email’ to edit the email (if needed)
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F0001111                 Fire                                                MAX LIMITED

2

3

1

5
testmail@gmail.com
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3.2 CC Renewal Email To Myself

1. At the top right-hand side of the result table, there is a box for  

turning on the cc function. Please select the box if you want the renewal 

email cc to yourself.

3.3a Send Out Renewal Email (Individually)

1a. Go to ‘Action’ column

2a. Select ‘Send Email’ button
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testmail@gmail.com

2a

(Renewal Notice and all related documents will be sent to the client. )

1a
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3.3b  Send Out Renewal Email (Bulk Sending renewal email)

1b. Select renewal notices by clicking the box next to the policy no.

2b. Click ‘Send Multiple Emails’

(Selected renewal notices and all related documents will be sent to individual   

customer)

3b. Error message if there is a missing client email

- Error message: Please enter Client Email

- Those missing client email rows will be highlighted in yellow
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+
Client A
Client B
Client C
Client D
Client E

All clients will receive their renewal 
notice at the same time

Send Multiple Email Function

1a2b

1b

3b NEW FARMER LIMITED           

CHAN TAI MAN chantaiman@gmail.com
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4.4 Resend Renewal Email

1. After sending out renewal email, the policy status will be 

changed to ‘Pending Renewal Payment’

2.  From ‘Action ’ column

2a. Email sent out date will be displayed here

2b. Select ‘Resend Email’ to resend the renewal email (if needed)
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4.5 Renewal Email Summary For Intermediary

1. After sending out renewal email, you will receive an 

‘Renewal Email Summary ’.

a. Policy Number

b. Client Name and Email

c. Email Sent Date

d. Note : We will inform you if the email was ‘Failed to send’

a b c d

Failed  to send

WONG YU KA
2a1

2b

Intermediary may  download and print out renewal notices &   

related documents for clients
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4.1a Email with payment button (Pay by Credit Card)

1a. Click ‘Pay by Credit Card’ button
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(Client will receive the renewal email with Renewal Notice)

1a

There are two types of Renewal Emails for different products
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2a: Client will be directed to payment gateway

a. Enter Credit Card Details

b. Click ‘Renew Now’ button

c. Payment Confirmation WITH Receipt Number
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Receipt Number

B0093847- 01012020 - 0987654

A confirmation email has been sent to

chanman@gamil.com

a

b

c
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4.1b Email with payment button (If no Credit Card )

1b. Click ‘If you do not have credit card, please click here’ if client 

does have credit card 

(Clients may pay the premium by Credit Card or Cheque)
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1b

Client need to give the cheque to intermediary



For internal use only. Please do Not share with external parties. 

2b: Client will be directed to confirmation page

a. Select the box to agree they have legal obligation to pay 

the renewal premium after clicking ‘Renew Now’ button

b. Click ‘Renew Now’ button

c. Payment Confirmation WITHOUT Receipt Number
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Receipt Number

N/A –Pending Payment

A confirmation email has been sent to

chanman@gamil.com

a

b

c
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4.2 Email without payment button

1.  Clients need to contact their insurance intermediary to process 

renewal
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2. Intermediary confirms renewal with QBE Hong Kong 

accordingly to current process
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4.3 How do I know which policy cannot renew online?

1.  Go to ‘Renewal Dashboard’

2. Go to ‘ Note’ column

3. ‘No Online Renewal’ message will be displayed if policy cannot 

renew online
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2

3 No Online RenewalOffice Package                                 NEW FARMER LIMITED           03/11/2020

02/11/2020

Online Renewable Product with Payment Link

• Personal Insurance Policy which can be issued on Qnect
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5.1 Qnect Product (Personal Product)

a. Receive the Confirmation Email 

(Renewal documents will be sent to client in 5-min after client received the 

renewal confirmation email)
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(Client and Intermediary will receive the confirmation email and Renewal 

Documents)

Confirmation Email to Intermediary
(Qnect Product)

Confirmation Email to Client
(Qnect Product)

There are two types of Confirmation Emails for different products
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b. Client Receive the Renewal Documents

(All Renewal Documents will be attached in the email)
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5.2 Qnect BIZ & SME & Non-Qnect Products

a. Qnect BIZ & SME

b. Non-Qnect Products
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Renewal Documents will be uploaded on Qnect once ready.

Renewal Documents will be emailed to you once ready.



僅限內部使用，切勿外傳。

1. Go to ‘Renewal Dashboard’ and click policy number to enter ‘Policy Header’

2. Go to ‘Policy Option’ and select ‘Edit’

Or  select ‘Renewal’

3. ‘Send out Payment Link’ or ‘Issue Renewal’

22

After sending the Renewal Email, Insurance Intermediary still can be able to 

change policy details or confirm renewal on Policy Header page.
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Thank you for supporting QBE Hong Kong.

Do you have any queries, please feel free to contact your Relationship Manager.

RNDENGA20201108


