
New “Manage My Portfolio” Dashboard is now available on Qnect!
Allows you to manage policies, renewals and payments at a single point with ease.

Manage 

Policies
Manage 

Renewals

Manage 

Payments

You can find the new function under

“Policy Admin” > “Manage My Portfolio” 

on the Qnect header toolbar
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Click here to choose the dashboard

Manage Policies/ Renewal/ Payments Tabs

You can now manage your 1. policies, 2. renewals and 3. payments 

in “Manage My Portfolio” Dashboard by switching in between 

various tabs
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Back to Menu

View the policy header 

by clicking the policy 

number link here

Please be aware that QBE has the right 

to cancel any policy if the premium has 

been outstanding for more than 60 days.

Click here for Advanced Search 

(See page 4)

Export search 

result into excel

Search by keywords
(i.e. policy no., client name, 

product type, status)

For policy with outstanding 

premium, its premium will be 

shown in red icon flag

Click here to launch 

Pay Fast to pay for 

outstanding premium

Click on the "Pay" button 

to set premium and send 

payment link to customer

Manage Policies

You can monitor your portfolio 

including policies, quotes and 

cover notes here, and filter the 

data by policy status, product 

type, inception/ expiry dates or 

customer name. It also shows 

the latest policy year premium.

Search the policies by 

Account Number, 

Inception or Expiry Date, 

or using Advanced 

Search to apply more 

layers of filters. 

View Policy Status. For the 

list of policy status, please see 

page 4.
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Search by the types of 

records, such as Cover Note, 

Quote, or Policy

Search by the Policy Status:

Advanced Search

The Advanced Search allows 

you to apply additional 

search filters

For Personal Customer, you can 

search the policies by Customer 

Name or ID Number

For Business Customer, you can 

search the policies by Business 

Name or BR Number

You can also customize the 

Inception Date Range here

Back to “Manage Policy” Search Result

Back to Menu4

You can also customize the 

Expiry Date Range here



Pay Fast

You can pay the outstanding 

premium by credit card 

payment using Past Fast.

Please note that Pay Fast is 

only applicable for the in-

force policies but not for 

renewal policy.

You can see the total 

outstanding premium here with 

the breakdown by policy year

Input the payment amount. You 

can either do the full or partial 

payment

Key in the customer’s email 

address for receiving the 

payment confirmation

Click Continue to start payment

Back to Menu5



You can choose the payment 

method by either “Pay by credit 

card” or “Send customer a 

payment link”

Pay by Credit Card

Please key in the credit 

card information 

including the Card Holder 

Name, Card Number, 

Card Expiry Date and CVV.

Send Customer a 

Payment Link

Please input the customer’s 

email address for receiving the 

payment link. 

A payment request email will 

be sent to the email address 

provided. Please note that the 

payment link will stay valid 

for 30 days only.

Once payment is completed, both you and your client will 

receive a payment confirmation email with payment 

receipt. (See page 7)

The latest payment status can be tracked on the “Manage 

Payment” dashboard.
Go to Manage Payment

Back to Menu6



Go to Manage Payment

Back to Menu7

A payment confirmation email 

with payment receipt

Intermediary Version Client Version
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View the policy header 

by clicking the policy 

number link here

Click here for Advanced Search 

(See page 9)

Search policies by 

Account Number, Expiry 

Date, or using Advanced 

Search to apply more 

layers of filters. 

Filter policies by 

different action status

Click the “PDF” 

icon to download 

renewal notice

You can also send renewal 

emails or download renewal 

notices by batch by selecting 

multiple policies on the list 

Manage Renewals

You can search the full list of 

expiring policies and send the 

renewal notice emails to your 

customers. For Qnect products, 

customers can also pay and 

confirm the renewal via the 

payment link on the email.

Select policies to send 

multiple renewal emails/ 

bulk download renewal 

notices

Back to Menu8

Filter policies by 

specific keyword

Actions include 

Add/ Edit Email, 

Resend Email, Lapse 

policy

View Policy Status. For 

the list of policy status, 

please see page 4.



Search by the Policy Status:

Advanced Search

The Advanced Search allows 

you to apply additional 

search filters

For Personal Customer, you can 

search the policies by Customer 

Name or ID Number

For Business Customer, you can 

search the policies by Business 

Name or BR Number

You can also customize the 

Expiry Date Range here

Back to “Manage Renewal” Search Result

Back to Menu9



Receive Renewal Email 
with Renewal Notice

Make instant payment 
with Credit Card^

Renewed successfully, customer and 
licensed insurance intermediary will 

receive confirmation email
1

A confirmation email has been sent to

chantaiman@gmail.com

^ Please pay by cheque if credit card is not available.
* If there are any changes required to the policy or enquiries, please contact your licensed insurance intermediary.

B0093847

Home Contents Insurance

HKD 6,200

Pay by Credit Card

2 3

may_chan@xxx.hk
may_chan@xxx.hk

chantaiman@gmail.com

Please share this Renewal Steps with your customers

6666 8888
6666 8888

Renewal Steps for customers

abc@company.com
You licensed insurance Intermediary

May Chan

You licensed insurance Intermediary
May Chan abc@company.com



Receive Renewal Email 
with Renewal Notice

Confirm to renew the 
Policy and pay by cheque^

Renewed successfully, you and your 
licensed insurance intermediary will 

receive confirmation email
1

A confirmation email has been sent to

chantaiman@gmail.com

^ Please pay by cheque if credit card is not available.
* If there are any changes required to the policy or enquiries, please contact your licensed insurance intermediary.

B0093847

Home Contents Insurance

HKD 6,200

Pay by Cheque

2 3

may_chan@xxx.hk

chantaiman@gmail.com

6666 8888
6666 8888

Please share this Renewal Steps with your customersRenewal Steps for customers

You licensed insurance Intermediary

May Chan abc@company.com

You licensed insurance Intermediary
May Chan abc@company.com
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Manage Payments

All online payments are now 

consolidated in “Manage 

Payment” dashboard for you to 

monitor the actual payment 

status at a single point.

Search policies by 

Account Number, Status 

Change Date, or using 

Advanced Search to 

apply more layers of 

filters. 

Click here for Advanced Search

(See page 11)

Actions include: Pay Now/ 

resend payment link/ resend 

payment confirmation/ resend 

document/ resend travel SMS

You can check the 

payment status

instantly here

Marketing Opt-in: You may 

contact the customer for 

upselling and/or cross-selling 

when customer chose Y (Yes) 

to opt-in for marketing

Back to Menu10

Filter policies by 

different status
Filter policies by 

specific keyword

Different types of online payments 

transactions are consolidated in 

this dashboard, including Qnect

Agent, Qnect Client, B2B2C, and  

PayFast Client



Search by the Policy Status:

If you have any questions, please 

feel free to contact your QBE 

Relationship Manager.

Advanced Search

The Advanced Search allows 

you to apply additional 

search filters

For Personal Customer, you can 

search the policies by Customer 

Name or ID Number

For Business Customer, you can 

search the policies by Business 

Name or BR Number

You can also customize the 

Status Change Date Range 

here

Back to “Manage Payment” Search Result

Back to Menu11


