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5 Easy Steps

To Increase Your Renewal Efficiency

1 Go To Renewal Dashboard J

2 View Renewal Policies

3 Send Out Renewal Email To Clients

4 Client Confirm To Renew

5 Client Receive Renewal Documents J

Qnect — Renewal Dashboard
http://www.intermediary.gbe.asia/Insurance.html
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Download Renewal Notice and
Holistic View of Renewal

Related Documents

<, K

Send Single or Bulk Renewal Notice(s) &
€ ) eRenewal Notice Together

Related Documents To Client(s) OR
Print Them Out And Send To Client(s)

with Payment Link
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> QBE
S‘I'ep: /

Go To Renewal Dashboard

1.1 Loginto Qnect: http://www.intermediary.gbe.asia/Insurance.html

1. Enter ‘Email Address’ and ‘Password’

2. Click ‘LOGIN’ button

® QBE

Personal Business Operations Intermediaries

DO MORE

The QBE Insurance platform has been designed to support your growth by allowing
you more flexibility in how you do business and providing valuable analytical
insights.

FIND OUT MORE

Connect with QBE

QBE Insurance platform enables you to do business wherever you
are. We give you the choice of connecting with us on the move via
your mobile or tablet devices and from your office.
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@ QBE

1.2 Search From Navigation Bar

1. Go to ‘Renewal’ tap

2. Select ‘Renewal Dashboard’

Product New Business Policy Admin = Renewal Claims  Training Portfolio Management

Find Renewal Policies

Renewal Dashboard
Notifications P | Recover(

visibieQ) Hidden @D Al v Welcometo QBE Qnect!

G Motor v
x "
] " > Full Bin
| Re T
Welcome to QBE Qnect! Read more 28/10/:
Panel Repairer Selectionis nowon o
_-——_m___swm_ ¥ ‘4 Trawal T

1.3 View Renewal Dashboard

Renewal Dashboard

Renewal search by

Account Number* Product Type Status e
E838888 v All v All v

Date Range

From To
[ 2 Months 3 Months 6 Months Custom 04/11/2020 04/12/2020

Recent Records

Send Multiple Emails Download Multiple Documents m Export to Excel E ccall email to me O
All | Awaiting Renewal | Email Not Sent | Delivery Failed Q search /Fiters
Expiry Date
O Policy No. Policy Type Client Name Staws 4 Email to Client Note Download Action
{DD/MMIYYYY)

No data available in table
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Step: Z @ QBE

View Renewal Policies

2.1 Search latest renewal policies
1. Select Status: ‘All - Exclude Lapsed and Cancelled’
Policy Status changes:
l. Policy need to renew: Awaiting Renewal
[Il.  Renewal Email and Renewal Notice sent out to client: Pending
Renewal Payment

[ll.  Renewed policy: In Force

2. Enter ‘Expiry Date’
You can easily filter the policies expiringin 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 expiredin coming 2 months)

3. Click ‘Search’ button

Renewal Dashboard

Renewal search by

Account Number’ Pro
G
From
1 Month 2 Months 3 Months 6 Months Custom 04/11/2020
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@ QBE

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.)

1-100 of 100| =>

5. If youwould 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.

Send Multiple Emails Download Multiple Documents m Export to Excel 8

Recent Records

All | Awaiting Renewal | Email Not Sent | Delivery Failed Q search/Filters

O Policy N Policy T Client N: Stat Expiry Date Email to Client
v v (DD/MM/YYYY)

O rooo1111 Fire MAX LIMITED @ Awaiting Re 24/10/2020 TESTEMAIL@QBE.COM s

0O auang Domestic Helper Insurance WONG KA KAl @ Awaiting Re 31/10/2020 TESTEMAIL@QBE.COM ot
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@ QBE

1a. Click pdficon P@F to download renewal noticesand all related documents

2.2a View Renewal Notice (Individually)

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

Recent Records
Sel ails Download Multiple Documents m Export to Excel |8 cc all email to me: O
Al enewal | Email Not Sent | Delivery Failed Q  search /Filters
Expiry Date
Of poliey Mo, Policy Type Client Name status 4 Email to Client Note Download  Action
DD/MMYYYY)

O | Foo01111 Fire MAX LIMITED @ Avaiting Renewal 24/10/2020 TESTEMAIL@QBE.COM rm
i) W-NEEREEEL Domestic Helper Insurance WONG KA KAI @ Awaiting Renewal 31/10/2020 TESTEMAIL@QBE.COM F‘
( Send Multiple Emails & [Down\oad Multiple Documents m ]@
All | Av y Renewa mail Not Sent €
@ Policy No. Pelicy Type Client Name
F0001111 Fire MAX LIMITED

A1111111 Domestic Helper Insurance WONG KA KAI

HO221131 Home Insurance CHAN YING YI

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 computerin a zip file)

Bulk Download Function —

All documents \
savein afile

F0001111

+ Download Multiple Documents l—ﬂ ‘ A0566111 - Renewal Notice
A1111111 )
H0573112—-Renewal Notice
H0518613 —Renewal Notice
H0221131 A0516914 —Renewal Notice
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S‘l'ep: 3 @ QBE

Send Out Renewal Email
To Clients

3.1 AddClient 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’

E D
O Policy No. Policy Type Client Name: Status #plry Date 4 Email to Client Note Download Acti
(DD/MM/YYYY)
No Online .
O rooo1111 Fire MAX LIMITED @ Awaiting Renewal 24/10/2020 Renewal D
@ AddEmail
O aminn Domestic Helper Insurance WONG KA KAl @ Awaiting Renewal 31/10/2020 A .
~
li iladd
2. Enter Client Email address
3. Click ‘Save’ butt
. LlIiC ave putton
T e —

Email

" @ Add

Please add your client email

Policy No. Palicy Type Client Name:
F0001111 Fire MAX LIMITED
Client Email* g

50100 A T, mmEziias EALIIANLPS I P A SIS ATANLY

Client email is updated

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

Expiry Date
o Policy No. Policy Type Client Name Status XPIry A Em

ail to Client Note Download
(DD/MM/YYYY)

O roo01111 Fire MAX LIMITED @ Avaiting Renewal 24/10/2020 testmail@gmail.com

Action
No Online -
Renewal Y
# EditEmail
0O anann Domestic Helper Insurance WONG KA KAI @ Awaiting Renewal 31/10/2020 )
~

A Lapse policy
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@ QBE

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

3.2 CCRenewal Email To Myself

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

a cc all email to me @)

Q Search / Filters

email cc to yourself.

Recent Records

Send Multiple Emails Download Multiple Documents [J)  Export to Excel [E5. cc all email to

All | Awaiting Renewal | Email Not Sent | Delivery Failed Q h / Fil
] Policy No. Policy Type Client Name Status Expiry Data 4 Email to Client Note Download Action
(DD/MM/YY YY)
a] @ Awaiting Renewal TESTEMAILE@QBE.COM Ne Online ]
F0001111 Fire MAX LIMITED waiting v 24/10/2020 - Renewal finss
0O an11111 Domestic Helper Insurance WONG KA KAI @ Awaiting Renewal 31/10/2020 TESTEMAIL@QBE.COM ;E?F

3.3a Send Out Renewal Email (Individually)

1a. Go to ‘Action’ column

2a. Select ‘Send Email’ button

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

Download I Action I
h)

Renewal PDF

*  Edit Email
0 anann Domestic Helper Insurance WONG KA KAl @ Awaiting Renewa 31/10/2020 == ;
B send Email

B Dats
O Policy No. Policy Type Client Name Status *piry bate 4 Emailto Client Note
¥
(DD/MM/YYYY)
- No Online
O rooo1111 Fire MAX LIMITED @ Awaiting Renewal 24/10/2020

testmail@gmail.com
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@ QBE

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

Recent Records
Send Multiple Emails Download Multiple Documents m Export to Excel E cc all email to me O
All | Awaiting Renewal | Email Not Sent | Delivery Failed Q,  search/Filt
Expiry Date
Policy No. Policy Type Client Name Status 4 Email to Client Note Download  Action
(DD/MMIYYYY)
F0001111 Fire MAX LIMITED @ Awaiting Renewa 24/10/2020 TESTEMAIL@QBE.COM ;‘r‘n}
A1111111 Domestic Helper Insurance WONG KA KAI @ Avaiting Renewa 31/10/2020 TESTEMAIL@QBE.COM LI—P
F

. Send Multiple Email Function A\

All clients will receive their renewal
notice atthe same time

Policy No.

- ClientA
F0001111 <4 Send Multiple Emails ClientB

« 'I ClientC
A1111111 'I ClientD
k ClientE J}

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

- Error message: Please enter Client Email

Message

Plaase enter Client Email

- Those missing client email rows will be highlighted in yellow

M

HO218198 Home Insurance CHAN TAI MAN @ Awaiting Renewal 23/1/2020 chantaiman@gmail.com ooE

@ W0150207 Employees' Compensation NEW FARMERLIMITED @ Awaiting Renewal 23/11/2020 . Pl—gr
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@ QBE

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

4.4 Resend Renewal Email

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)

Expiry Date N
(m} Pelicy No. Policy Type Client Name Status (DD 4 Email to Client Note Download Action

) testmail @gmail.com M
O roooliti  Fire MAxX LMT° @ Pending Renewal Payment o Sont on 28110/2020 ,

0O amm Domestic Helper Insurance WONG KA KAl @ Awaiting Renewal 02/11/2020

9 Edit Email

> Resend Email

Intermediary may download and print out renewal notices &

related documents for clients

4.5 Renewal Email SummaryForIntermediary
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

QBE

{H(REENHE Renewal Email Summary

st
Note

RERE EREEREHR EERHEM

Policy Number Client Name and Email Email Sent Date

A0MI222 CHAN TAI MAN 07 May 2020 Failed to send
tomechan@gmail.com

H0999888 WONG WING Y1 07 May 2020
wongyi@gmail.com

AD333555 LEE SHING 07 May 2020

leesing@gmail.com
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S‘l'ep: y Q QBE
Client Confirm To Renew

(Client will receive the renewal email with Renewal Notice)

There are two types of Renewal Emails for different products

4.1a Email with payment button (Pay by Credit Card)
1a. Click ‘Pay by Credit Card’ button

A QBE

IBRYLE{REE Your Renewal Notice

REMT Policy Detalls

{RESEHE Policy Number: HO111222
#anE i Product Name: Home Contents Insurance
®FME Client Name: CHAN TAI MAN
RETMIH Expiry Date: 30 Jun 2020
77 ¥ Renewal Premium: HKD 729.45

7 RIFEERE(R Renew Now

{SH-RIIHX

Pay by Credit Card

HSHEEE, WEL, I you do not have credit card, please click here.

HCHAN TAI MAN,

EREH R MEREE, SRERENMEN, SFTLAEEtR M
SR GERERLLE EA-RET fEH), DASHET A SR,

IR E CRER LAt Ry, M ERERRECHFATEHCTEN, BIES
He R,
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@ QBE

2a: Client will be directed to payment gateway
a. Enter Credit Card Details

b. Click ‘Renew Now’ button

Pay for the insurance of
Renewal Home Contents Insurance

Policy number: BO093847

Renewal Premium

HKD$6,200

visa @

Emall Address
cantact@abc.cam

Gualir e liv s Pulivy socaments wil se sent Lo s
amall artarass

Gard balder mame:
Johh Dog

o Card numiber

Expiry data

[+

Your insurance intermediary
Xax Company . 6666 8888 Xxxcompany@xxx.com

c. Payment Confirmation WITH Receipt Number

Pay for the insurance of
Renewal Home Contents Insurance

Thank You

@

Your insurance policy has been
successfully issued.

Policy number: BD093847

Receipt Number
B0093847- 01012020 - 0987654

A confirmation email has been sent to
chanman @ gamil.com
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@ QBE

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

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

does have credit card

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

Client need to give the cheque to intermediary

® QBE

IBRYEE(RiEH Your Renewal Notice

HEME Policy Detalls

{#EESEHE Policy Number: HO111222

#anE il Product Name: Home Contents Insurance
®FIHE Client Name: CHAN TAI MAN
{REEFMH Expiry Date: 30 Jun 2020

[E{% (7 ¥ Renewal Premium: HKD 720.45

v BNRE25E5{5 Renew Now

{I:‘I.FII Ir-{'“-'l:
Pay by Credit Card

Q HEEEEE, WiE, i you do not have credit card, please click here.

H CHAN TAI MAN,

EEEE R REREEE, SaOREBELEIRN, SETLAEEERMEAE -
EE GEREELLE ERECRT &), ETameEm,

R R E LAt R, I FREBECEELENH RN, BES
e R E.
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@ QBE

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

2b: Client will be directed to confirmation page

the renewal premium after clicking ‘Renew Now’ button

b. Click ‘Renew Now’ button

Pay for the insurance of
Renewal Home Contents Insurance

Gustomers may pay the premium by Gredit Gard or Cheque.
Please read and confirm below details if you want to renew below
policy and pay by cheque.

Remarks:

1. Chegue should be made payable to "GBE Hangkang & Shanghai
Insurance Limited "

2, Please write down "Palicy Number” at the back of the chegue

3. Please submit the chegue to your Insurance Agent

Policy number: BO093847

Renegwal Premium

HKD$6,200

Fmail ddderss
contact@abe.com

s el Pl deseuments will ke st 4 this

Important:

1#We confirm that |/iWe undarstand the legal cbligation to pay the renewsl premium
ance the pelicy has teen canfimed

Your insurance intermediary
Xxx Company . 6666 8858 XXxcompany @xxx.com

c. Payment Confirmation WITHOUT Receipt Number
r 1

Pay for the insurance of
Renewal Home Contents Insurance

Thank You

o

Your insurance policy has been
renewed.

Policy number: BO093847

Receipt Number
N/A -PendingPayment

A confirmation email has been sent to
chanman @ gamil.com

For internal use only. Please do Not share with external parties. 16




@ QBE

1. Clients need to contact theirinsurance intermediary to process

4.2 Emailwithout payment button

renewal

2. Intermediary confirms renewal with QBE Hong Kong

accordingly to current process

IBRY4E(FEH Your Renewal Notice

FEEAE Policy Detalls

{755 5EHE Policy Number: HO111222

EanS#E Product Name: Home Contents Insurance
EFEIHA Client Name: CHAN TAI MAN
FETHIH Expiry Date: 30 Jun 2020

5{%{F& Renewal Premium: HKD 729.45

F CHAN TAI MAN,

T EIEEREEENES. FNEREIAR. FREENERESSAR
ZER, LEEsSER2RE.

EEHEHN DEFaEE Lt EE, M IIMESENERICEMES, BES
EEIEE.

PUESTanCIE S el

Dear CHAN TAI MAN,

Your policy will expire soon. To stay protected, you can renew the policy by

For internal use only. Please do Not share with external parties. 17



> QBE

4.3 Howdol 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

Recent Records
Send Multiple Emails Download Multiple Documents l—ﬂ Export to Excel E cc all email to me O
All | Awaiting Renewal | Email Not Sent | Delivery Failed Search / Filters
(m} Policy No. Policy Type Client Name Status Expiry Date 4 Email to Client Note Download Action
(DD/MM/YYYY)
O rooo1111 Fire MAX LIMITED @ Awaiting Renewal 02/11/2020 TESTEMAILEGEE COM rE’;
O 1111131 Office Package NEW FARMER LIMITED @ Awaling Renewal 03/11/2020 TEST No OnlineRenewal PI?F

Online Renewable Product with Payment Link

. Personal Insurance Policy which can be issued on Qnect

For internal use only. Please do Not share with external parties. 18



Step: & > QBE
Client Receive Renewal Documents

(Client and Intermediary will receive the confirmation email and Renewal

Documents)

There are two types of Confirmation Emails for different products

5.1 QnectProduct(Personal Product)

a. Receive the Confirmation Email

(Renewal documents will be sent to clientin 5-min after client receivedthe

renewal confirmation email)

Confirmation Email to Intermediary Confirmation Email to Client
(Qnect Product) (Qnect Product)
A QBE A QBE
{R{F &2 Renewal Confirmation #EROEE(FTEE2 Your Renewal Confirmation

REALE Policy Detalls B Policy Details

{EEYERE Policy Number : HO1M1222 {2 LEE Policy Number : HOo1M222

Em#iE Product Name : Home Contents Insurance EmTi#E Product Name : Home Contents Insurance
EFME Client Name: CHAN TAI MAN EFME Client Name: CHAN TAI MAN

{71 Period of Insurance: 30 Jun 2020 - 29 Jun 2021 EHZHA Period of Insurance: 30 Jun 2020 - 29 Jun 2021
Eftd&#f Payment Amount: HKD 729.45 B &8 Payment Amount: HKD 729.45

R %SE Receipt Number: HO111222-21042020-090807 RS Receipt Number: B0020693-21042020-090807

H <Agent Name>, H <Client Name>,

L ERECHER. BEMIHEREEHESR. EHCERARETHREES. SNESCHNER.
IEILERS, SEHRITE RS, EEvHARREES—SHME.

NHRESE, AEERESETEEA. SRESHERbIA.

Dear <Agent Name>,

The above policy has been successfully renewed. Policy documents will

Dear <Client Name>,
be sent to the client separately.

Thank you for insuring with QBE Hong Kong. Your policy has been

It you have any enquiries, please contact your designated Relationship successfully renewed.

Manager.
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@ QBE

b. Client Receive the Renewal Documents

(All Renewal Documents will be attached in the email)

A QBE

BAYSSIE I8 Your Renewal Documents

{F=FIE Paolicy Details

£ E3EE Policy Number: HO111222

Eon&iE Product Name: Home Contents Insurance
EFME Client Name: CHAN TAI MAN

${#HA Period of Insurance: 30 Jun 2020 - 29 Jun 2021
Efls#E Payment Amount: HKD 729.45

BUERSE Receipt Number: HO111222-21042020-080807

F CHAN TAI MAN,

BT EARTwREEE.

EEEN CRENHLIEES, SRe] FERAREE.
nHEESE. #E=REESEANE. SEEENEREPNA

Dear CHAN TAI MAN,
Thank you for insuring with QBE Hong Kong.

Your Policy documents are attached for your reference. We advise that

For internal use only. Please do Not share with external parties. 20



5.2 QnectBIZ & SME & Non-Qnect Products

a.QnectBIZ & SME

b. Non-Qnect Products
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Appendinc @ QBE

Renew with changes or Confirm
Renewal by Insurance Intermediary

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

change policy details or confirm renewal on Policy Header page.

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

AN LspgiipgRenewal | Email Not Sent | Delivery Failed Q searcn/ Fiters
Expiry Date
O Palicy No. Policy Type Client Name Status 4 Email to Client Note Download Action
(DD/MM/YY YY)
testmail@gmail.com ]
O} rooo1111 Fire MAX LIMITED © Pending Renewal Payment 01/11/2020 Senton 29/10/2020 POF
Off awmiun Domestic Helper Insurance WONG KA KAI @ Awaiting Renewa 01/11/2020 TESTEMAIL@QBE.COM ‘I—PL

2. Goto ‘Policy Option’ and select ‘Edit’

Risks Transaction History Documents Claims
Section Risk Location / Type of Business Commence Terminated
Employees' Compensation ool HONG KONG 16/11/2020
Perzonal Accident o2 HONG KONG 16/11/2020 Edit
View Policy

BACK TO SEARCH RESULTS POLICY OPTIONS~

Or select ‘Renewal’

Risks Transaction History Documents Claims
Section Risk Location / Type of Business Commence Terg
Mater Cycle 001 HONG KONG 13/11/2020 Ren. 1
™
New Claim

BACK TO SEARCH RESULTS POLICY OPTIONS -

3. ‘SendoutPaymentLink’ or ‘Issue Renewal’

1EIRAIEHERS, YIZME.

22



>

QBE

Thank you for supporting QBE Hong Kong.

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