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Part A 
 

Login Qnect 

登入 Qnect 
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A: Login Qnect 登入 Qnect 

 
 

1. Login with Email Address 

利用電郵地址登入 

 
2. Key in Password 

輸入密碼 

 

3. Click 點擊 

 
4. If you forget your password, please click Forgot Password 

假如您忘記密碼，請點擊 Forgot Password 
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Part B 
 

Create Quote 

建立報價 
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B: Create Quote 建立報價 

 
 
 
 
 

1. Choose Quote from the main menu   

從主頁面選單中，選擇 Quote 

 
2. Select Create a Quote 

選擇 Create a Quote 
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B: Create Quote 建立報價 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Select Motor Vehicle Insurance from Product Type 

從 Product Type 選項中選擇 Motor Vehicle Insurance 

 
4. Select Inception Date in the calendar and system will default Expiry Date as 1 year after Inception 

Date                                   

從月曆中選擇保單之生效日期，系統已預設保單之保障到期日為生效日期之後一年 

 
5. Select Commercial Motor from Cover Section 
從 Cover Section選項中選擇 Commercial Motor 

 

6. Click 點擊 
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B: Create Quote 建立報價 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Select Comprehensive or Third Party from the Cover Type 

從 Cover Type 中選擇 Comprehensive 或 Third Party 

 
8. Select type of use from the Use of Vehicle (system will default “Goods Carrying Vehicle”) 

從車輛用途選項中選擇 Use of Vehicle (系統已預設為“Goods Carrying Vehicle”) 

 

9. Click 點擊   
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B: Create Quote 建立報價 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10. Select Year of Manufacture  

選擇製造年份 

 
11. Select Make 

選擇廠名 

 
12. Select Model 

選擇型號 

 
13. Select Body Type and Cylinder Capacity 

選擇車身類型和汽缸容量 

 
14. Select the car from the Search results                                                                                                                                   

從 Search results 中選擇汽車 
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B: Create Quote 建立報價 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

15. Fill in Sum Insured 

輸入投保額  

 
16. Fill in Driver Date of Birth 

輸入司機出生日期  

 
17. Has the driver had any offences in the last 3 years (system will default “less than 10 points 

deducted”) 

過去 3 年司機被扣除的分數 (系統已預設為“10 分以下”)  

 
18. Select Number of Years Licensed 

選擇司機的駕駛經驗 

 
19.  Select No Claim Discount                                                                                                                                                   

選擇無索償折扣 
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 Driver means  Frequent Driver 

 司機是指  通常駕駛投保車輛的司機  
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B: Create Quote 建立報價 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

20. Select Guangdong Province Extension (system will default “No”) 

選擇 Guangdong Province Extension (系統已預設為 “No”) 

  
21. Select Extend Crane Liability or Extend Tailgate Liability to HK$750,000 or HK$1,000,000 

選擇 Extend Crane Liability or Extend Tailgate Liability 至 HK$750,000 或 HK$1,000,000  

 
22. Click                                   the system will calculate the premium automatically 

點擊                                     ，系統會自動計算保費 

 
23. Click OBTAIN QUOTE to prepare Quick Quote for the customer or click CONVERT TO POLICY to issue 

the policy directly 

點擊 OBTAIN QUOTE 去為客戶提供初步報價或者點擊 CONVERT TO POLICY 去直接簽發保單 

Click                         to issue the quotation 

點擊                         建立報價 
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B: Create Quote 建立報價 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

24. If client is an existing customer, select SEARCH FOR EXISTING CUSTOMER to retrieve his/her details 

如果客人已是現有客戶，您可以選揀 SEARCH FOR EXISTING CUSTOMER 取得他/她的資料 

 
25. Enter customer’s information in the fields provided (* is compulsory) 

按表單內容輸入客戶的資料 (* 必須填寫)  

 
26. Click              to save your quotation as pending 

點擊   保存報價以待處理 

 

OR 或 

                 
27. Click                         to issue the quotation 

點擊 建立報價 
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B: Create Quote 建立報價 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

28. Click Documents to enter the Documents folder 

點擊 Documents 進入文件夾頁面 

29. Document Type (Policy Wording /Quotation)，click on the document link (blue underline) to view the 

document 

Document Type – (保單條款/報價)，點擊文件名稱去檢閱文件                                                                                                        

                          保單條款                                                                    報價 

 
 
 
 
 
 
 
 
 
 

 

 

 
30. Click Email to send the policy wording and quotation to customer 

點擊     Email 將保單條款及報價文件以電郵發送給客戶 
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B: Create Quote 建立報價 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

31. To – System will default the customer email address (can add other email addresses, using semicolon 
( ; ) to separate email addresses)  

致 – 系統會預設客戶的電郵地址 (可利用分號 (；) 相隔電郵地址以加入其他電郵地址) 

  
32. Subject – System will default the Subject to be the name of customer but you may enter your own 

subject 

郵件標題 – 系統會預設郵件標題為客戶的姓名，惟您可以輸入自定的郵件標題 

 
33. Text – You may enter your content 

郵件內容 – 可以輸入自定的內容 

 
34. Attachments – System will default some Policy Documents such as quation to be sent and you may 

uncheck the box besides the document’s name if you do not want to send it 

附件文件 – 系統已預設附上一些相關文件 (例如: 報價)，惟如該些文件是不需要，您可以剔除對應的文件

方格 

 

35. Click 點擊  

 
36. A pop-up message will shows that the email has been sent and then click  

頁面會有顯示電子郵件已發送，然後點擊   
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Can add other email addresses 可加入其他電郵地址 

e.g. Alex.choy@email.com; May.lee@email.com 
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Part C 

 

Issue Cover Note 

簽發臨時保單 
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C: Issue Cover Note 簽發臨時保單 

 
There are two options of finding an existing Quote in Qnect in order to issue Cover Note: 

Qnect 有兩種途徑去尋找現有的報價去進行簽發臨時保單: 

 
Option One  

第一種方法 

Use Find option (top right-hand side of the Qnect Home page)  

利用 Qnect 頁面右上方的 Find 功能 

 

Or 或 

 

Option Two 

第二種方法 

Use Policy Administration – Find a Quote 

利用 Policy Administration 中的 Find a Quote 功能 

 

 
 

Option One  

第一種方法 

 

To retrieve the record by using the Quote Number： 00050433 

輸入報價號碼 (00050433) 以取得報價資料 

 

 

 

 

 

 

 

 

 

a. Select Quote by Number from Find option  

從 Find 中選擇 Quote by Number 報價號碼 

 
b. Enter Quote Number: 00062188 

輸入報價號碼: 00062188 

 

c. Click 點擊 

 
 
 
 
 

 

 

a 
b 

c 
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C: Issue Cover Note 簽發臨時保單 

 
Option Two 

第二種方法 

 
To retireive the records by using the Customer or Quote Number 

輸入客戶資料或報價碼號以取得報價資料 

 
 

 

 

 

 

 

 

 

 

 

 

 

a. Choose Policy Administration from the main menu   

從主頁面選單中，選擇 Policy Administration 

 
b. Select Find a Quote 

選擇 Find a Quote 

 
 

You can either search by 

您可選擇利用 

◼ Quote Number  

報價號碼 

◼ Customer (Name / ID Number)  

客戶 (姓名 / 身份證號碼) 

◼ My Quote 

我的報價記錄 

 to retrieve the Quote information 

去取得報價資料 

 

 
 

 
 
 
 
 
 

 

a 

b 
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C: Issue Cover Note 簽發臨時保單 

 
Example 1: Use Option Two and Search By – Customer (Name / ID Number) 

例子一：選擇第二種方法，並利用客戶姓名 / 身份證號碼去搜尋 

 

 

 

 

 

 

 

 

 

 

 

 

 

i. Search by – Customer (Name) 

從搜尋選項中，選擇客戶 (姓名) 

 

ii. Click 點擊 

 
iii. Select Customer Type – Personal  

從 Customer Type 中選擇 Personal 

 
iv. Select Search By – Name 

從 Search By 中選擇 Name 

 
Select Search By – ID Number 

從 Search By 中選擇 ID Number 

 
v. Enter Name – Choy Tung Chun    

輸入客戶姓名 – Choy Tung Chun 

 
Enter ID Nmber – A735214(0)  

輸入 ID Number – A735214(0) 

 

vi. Click 點擊 
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C: Issue Cover Note 簽發臨時保單 

 
 

Example 2: Use Option Two and Search By – Quote Number 

例子二：選擇第二種方法，並利用報價號碼去搜尋 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

i. Search By – Quote Number 

從搜尋選項中，選擇報價號碼 

 
ii. Enter Quote Number – e.g. 00062188  

輸入報價號碼 – 例如: 00062188 

 

iii. Click 點擊 

 
iv. Click on the Quote Number: 00062188 and go to the quotation details 

點擊報價號碼: 00062188 去進入報價內容 
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C: Issue Cover Note 簽發臨時保單 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1. Quote Header main page 

Quote Header 頁面 

 
2. Click on Convert to Full Binding Quote to issue Cover Note  

點擊 Convert to Full Binding Quote 去簽發臨時保單 

 
3. Review Inception Date and Expiry Date  

檢閱起保日期及到期 

 
 
 
 
 
 
 
 
 
 
 

4. Click 點擊 
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C: Issue Cover Note 簽發臨時保單 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

5. Error Messages is just a normal reminding message to request you fill in the driver and vehicle’s 
information 

Error Messages 是一個正常的信息提示去提醒您輸入司機及汽車的資料 

 
6. Click the car link in the in Cover Sections to fill in the driver and vehicle’s information                                                                                                 

在 Cover Sections 中點擊車輛連結去輸入司機及汽車的資料 
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C: Issue Cover Note 簽發臨時保單 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

7. Fill in the Registration Mark, Engine Number and Chassis Number 

If the Registration Mark is not yet available, please input TBA or To Be Advised 

填寫登記號碼、引擎號碼和車身底盤號碼， 如未有登記號碼，請填上 TBA 或 To Be Advised 
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C: Issue Cover Note 簽發臨時保單 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

8. Select Driver Type 選擇司機類別 

 

9. Select Nature of Business 選擇公司業務性質 

 
10. Select driver’s Number of Years Licensed 

選擇司機的 Number of Years Licensed 

If the driver has licensed for less than 1 year, the policy will be referred to the underwriter  

如司機駕駛經驗少於一年，保單會被轉介至核保同事跟進 

 
11. Select driver’s traffic offences in the last 3 years 

選擇過去 3 年司機被扣除的分數 

If the driver has been deducted for more than 9 points, the policy will be referred to the underwriter

如司機被除 9 分以上，保單會被轉介至核保同事跟進 

 
12. Click “Add” to add the driver’s information                                                                                                                        

點擊 “Add” 將司機資料加入保單 
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C: Issue Cover Note 簽發臨時保單 
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C: Issue Cover Note 簽發臨時保單 

 
 

13. Fill in the No Claim Discount information (if any)                                                                                                                                       

填寫無索償折扣資料 (如有) 

 

14. Click 點擊 

 

15. Click 點擊 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
16. Review Premium Breakdown for all sections    

檢閱保費項目明細 

 
17. Select Supporting Documents from Applicable to 

從 Applicable to 中選擇 Supporting Documents 

 
18. Fill in the File Name/Description and click “BROWSE” to find the file 

填寫文件名稱/描述，然後點擊 “BROWSE”去找尋文件 

 
19. Click                insert the document (Personal: insured ID copy or Corporate: BR copy),  

max file size is 4MB each 

點擊                 加入附件 (附件包括 Personal: 身份證副本或 Corporate: 商業登記副本)  

每個檔案最大為 4MB) 

 

 

17 

19 

18 

16 



Qnect User Guide – Motor Vehicle Insurance (CV)  

 

26 | P a g e   

 

Back to Contents 返

回目錄 

C: Issue Cover Note 簽發臨時保單 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

20. Repeat steps 17 to 19 until attached all supporting document and then click  

重複步驟 17 至 19，直至加入所有文件，然後點擊 
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C: Issue Cover Note 簽發臨時保單 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Three underwriting questions are required                                                                                                                                

客戶須回答 3 條核保問題 

 

21. Have you had any claims/losses in the last 3 years? (System default “No”)                                                                                                                                                                                        

在過去 3 年您是否有索賠記錄?  (系統已預設是 ”No”)                                                                                                                                                      

If you had Claims Record in the past 3 years, please fill in the details and the policy will be referred to 
the underwriter.           

如您在過去 3 年有索賠記錄，請輸入相關資料及保單會被轉介至核保同事跟進。 

 
22. Have you ever been disqualified from driving in the past 3 years?                                                                                                                                                                                          

在過去 3 年您曾否有被吊銷駕駛執照?                                                                                                                                              

If you had been disqualified from driving in the past 3 years, please fill in the details and the policy will be 
referred to the underwriter.           

如您在過去 3 年曾被吊銷駕駛執照，請您輸入相關資料及保單會被轉介至核保同事跟進。 

 
23. Have you ever been declined insurance or had your motor insurance cancelled or renewal refused by 

any insurer in the past 3 years?                                                                                                                                                                                                                                                        

在過去 3 年您是否有被拒絕投保紀錄、取消保單或被其他保險公司拒絕續保?                                                                                                                       

If you had been declined insurance or had your motor insurance cancelled or renewal refused by any 
insurer in the past 3 years, please fill in the details and the policy will be referred to the underwriter.          

如您有被拒絕投保紀錄、取消保單或被其他保險公司拒絕續保，請您輸入相關資料及保單會被轉介至核保

同事跟進。   
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24. Check the box □ to copy the details of the Insured Driver to Named Driver  

請勾選方格 □去複製受保司機資料至記名司機 

 
25. Enter customer’s information in the fields provided (* is compulsory) 

按表單內容輸入客戶的資料 (* 必須填寫)  

 

26. Click 點擊                       
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C: Issue Cover Note 簽發臨時保單 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

27. Click              to Issue Cover Note (the premium will be debited from Agent’s account) 

點擊               去 Issue Cover Note (保費會於 Agent 的賬戶中記賬結算) 
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C: Issue Cover Note 簽發臨時保單 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

28. Click Documents to displays the policy document 

點擊 Documents 顯示保單之文件 

 
29. Click on the document name link to view the document 

點擊文件名稱連結去檢閱文件 

 
30. Click            Email to send the policy documents to customer 

點擊   Email 將保單文件以電郵發送給客戶 
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C: Issue Cover Note 簽發臨時保單 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

31. To – System will default the customer email address (can add other email addresses, using semicolon 
( ; ) to separate email addresses)  

致 – 系統會預設客戶的電郵地址 (可利用分號 (；) 相隔電郵地址以加入其他電郵地址) 

 
32. Subject – System will default the Subject to be the name of customer but you may enter your own 

subject 

郵件標題 – 系統會預設郵件標題為客戶的姓名，惟您可以輸入自定的郵件標題 

 
33. Text – System will default the content but you may enter your own content 

郵件內容 – 系統會預設郵件內容，惟您可以輸入自定的內容 

 
34. Attachments – System will default a Policy Document such to be sent and you may uncheck the box 

besides the document’s name if you do not want to send it 

附件文件  – 系統已預設附上相關文件，惟如該些文件是不需要，您可以剔除對應的文件方格 

 

35. Click 點擊 

 
36. A pop-up message will show that the email has been sent and then click 

頁面會有顯示電子郵件已發送，然後點擊 

 

 

32 

34 
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31 Can add other email addresses 可加入其他電郵地址 

e.g. Alex.choy@email.com; May.lee@email.com 
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Part D 

 

Issue Policy 

簽發保單 
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D: Issue Policy 簽發保單 

 
There are two options of finding an existing Cover Note in Qnect in order to issue the Policy: 
Qnect 

有兩種途徑去尋找現有的臨時保單去進行簽發保單: 

 
Option One  

第一種方法 

Use Find option (top right-hand side of the Qnect Home page)  

利用 Qnect 頁面右上方的 Find 功能 

 

Or 或 

 

Option Two 

第二種方法 

Use Policy Administration – Find a Policy / Cover Note 

利用 Policy Administration 中的 Find a Policy / Cover Note 功能 

 

 
 
 
 
Option One  

第一種方法 

 

To retrieve the record by using the Cover Note Number V0294033 

輸入臨時保單號碼 (V0294033) 以取得資料第一種方法 

 

 

 

 

 

 

 

a. Select Policy / Cover Note by Number from Find option  

從 Find 中選擇 Policy / Cover Note by Number 

 
b. Enter Cover Note Number: V0294033 

輸入臨時保單號碼: V0294033 

 

c. Click 點擊 

  

 
 
 
 
 

 

 

a 
b 

c 
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D: Issue Policy 簽發保單 

 
Option Two 

第二種方法 

 
To retireive the records by using the Customer or Cover Note Number 

輸入客戶資料或臨時保單號碼以取得資料 

 
 

 

 

 

 

 

 

 

 

 

 

a. Choose Policy Administration from the main menu   

從主頁面選單中，選擇 Policy Administration 

 
b. Select Find a Policy / Cover Note                                                                                                                                             

選擇 Find a Policy / Cover Note 

 
c. Input Policy Effective Date                                                                                                                                    

輸入保單生效日期 

 

 

You can either search by 

      您可選擇利用 

◼ Customer (Name / ID Number)   

客戶 (姓名 / 身份證號碼)  

◼ Policy Number / Cover Note  

保單號碼 / 臨時保單號碼 

      to retrieve the policy information 

      去取得保單資料 

 

 

 

 
 
 
 
 

 

 

a 

b 

 

c 
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Example 1: Use Option Two and Search By – Customer (Name / ID Number) 

例子一：選擇第二種方法，並利用客戶姓名 / 身份證號碼去搜尋 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

i. Search by – Customer 

從搜尋選項中，選擇 Customer  

 

ii. Click 點擊 

 
iii. Select Customer Type – Personal 

從 Customer Type 中選擇 Personal 

 
iv. Select Search By – Name 

從 Search By 中選擇 Name 

 
Select Search By – ID Number 

從 Search By 中選擇 ID Number 

 
v. Enter Name – Choy Tung Chun  

輸入客戶姓名 – Choy Tung Chun 

 
Enter ID Nmber – A735214(0)  

輸入 ID Number – A735214(0) 

 

vi. Click 點擊 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

i 

ii 
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iv 
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Example 2: Use Option Two and Search By – Policy Number / Cover Note 

例子二：選擇第二種方法，利用保單號碼 / 臨時保單號碼去搜尋 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

i. Search by – Policy Number / Cover Note 

從搜尋選項中，選擇 Policy Number / Cover Note 

 
ii. Enter Cover Note (V0294033)  

輸入報價號碼 (V0294033) 

  

iii. Click 點擊 

 
iv. Click on the Policy Number: V0294033 and go to the Policy details 

點擊保單號碼: V0294033 去進入保單內容 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

iii 

iv 

i 

ii V0294033 
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1. Policy Details main page 

Policy Details 頁面 

 

2. Click 點擊 

 
3. Click Edit to add back outstanding information 

點擊 Edit 補回投保資料 

 
4. Click the car link in the in Cover Sections to fill in the Registration Mark                                                                                                 

在 Cover Sections 中點擊汽車連結去輸入車牌的資料 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

3 

2 

1 

4 
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5. Edit to add back outstanding information 

補回投保資料 

 

6. Click 點擊  

 

7. Click 點擊  

 

 
 
 
 

 

5 

6 
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8. Click insert the document (the copies of completed and signed proposal form, vehicle registration 
document, no claim discount proof and all named drivers’ ID and driving license) , please refer to page 
25 - 26, Step 17 - 20 for more details 

點擊                   加入附件 (副本包括已完成及簽署的申請表、車輛登記文件、無索償折扣證明、所有記名

司機之身份證及駕駛執照)，詳情請參考 25 至 26 頁，步驟第 17 至 20 

 

9. Click 點擊 
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10. Enter customer’s information in the fields provided (* is compulsory) 

按表單內容輸入客戶的資料 (* 必須填寫)  

 

11. Click 點擊       
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12. Click              to issue the policy (the premium will be debited from Agent’s account)  

點擊               去簽發保單 (保費會於 Agent 的賬戶中記賬結算) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

12 

12 



Qnect User Guide – Motor Vehicle Insurance (CV)  

 

42 | P a g e   

 

Back to Contents 返

回目錄 

D: Issue Policy 簽發保單 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

13. Click Documents to displays the list of policy documents 

點擊 Documents 顯示保單之相關文件 

 
14. Click on the document name link to view the document 

點擊文件名稱連結去檢閱文件 

 
15. Click Email to send the policy documents to customer 

點擊   Email 將保單文件以電郵發送給客戶 
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15 
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16. To – System will default the customer email address (can add other email addresses, using semicolon 
( ; ) to separate email addresses)  

致 – 系統會預設客戶的電郵地址 (可利用分號 (；) 相隔電郵地址以加入其他電郵地址) 

 
17. Subject – System will default the Subject to be the name of customer but you may enter your own 

subject 

郵件標題 – 系統會預設郵件標題為客戶的姓名，惟您可以輸入自定的郵件標題 

 
18. Text – You may enter your content 

郵件內容 – 可以輸入自定的內容 

 
19. Attachments – System will default some Policy Documents such as Debit Credit Note -  Intermediary 

Copy to be sent and you may uncheck the box besides the document’s name if you do not want to send 
it 

附件文件  – 系統已預設附上一些相關文件(例如: Debit Credit Note -  Intermediary Copy)，惟如該些文件

是不需要，您可以剔除對應的文件方格 

 

20. Click 點擊 

 
21. A pop-up message will show that the email has been sent and then click 

頁面會有顯示電子郵件已發送，然後點擊 

 
 
 
 
 
 

 

17 

19 

21 

20 

18 

Can add other email addresses 可加入其他電郵地址 

e.g. Alex.choy@email.com; May.lee@email.com 
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22. Customer will receive a Policy Documents email  

客戶會收到保單文件電郵 
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Part E 

 

Endorsement 

更改保單 
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There are two options of finding an existing Policy in Qnect in order to proceed the Endorsement: 
Qnect 

有兩種途徑去尋找現有的保單去進行更改保單: 

 
Option One  

第一種方法 

Use Find option (top right-hand side of the Qnect Home page)  

利用 Qnect 頁面右上方的 Find 功能 

 

Or 或 

 

Option Two 

第二種方法 

Use Policy Administration – Endorse a Policy 

利用 Policy Administration 中的 Endorse a Policy 

 

 
 
 

Option One  

第一種方法 

 
To retrieve the record by using the Policy Number V0294033 

輸入保單號碼 (V0294033) 以取得資料 

 
 
 
 
 
 
 
 
 
 
 
 

a. Select Policy / Cover Note by Number from Find option  

從 Find 中選擇 Policy / Cover Note by Number 

 
b. Enter Policy Number: V0294033 

輸入保單號碼: V0294033 

 

c. Click 點擊 

  
 
 
 
 
 

 

a 

b 
c 
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Option Two 

第二種方法 

 

To retireive the records by using the Customer or Policy Number 

輸入客戶資料或保單號碼以取得資料 

 

 

 

 

 

 

 

 

 

 

 

 

 

a. Choose Policy Administration from the main menu   

從主頁面選單中，選擇 Policy Administration 

 
b. Select Endorse a Policy                                                                                                                                         

選擇 Endorse a Policy 

 
c. Input Policy Effective Date 

輸入保單生效日期 

       

  

You can either search by 

您可選擇利用 

◼ Customer (Name / ID Number) 

客戶 (姓名 / 身份證號碼) 

◼ Policy Number / Cover Note 

保單號碼 / 臨時保單號碼 

 to retrieve the policy information 

 去取得保單資料 

 

 

 
 

 

a 

b 

c 
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Example 1: Use Option Two and Search By – Customer (Name / ID Number) 

例子一：選擇第二種方法，並利用客戶姓名 / 身份證號碼去搜尋 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

i. Search by – Customer 

從搜尋選項中，選擇 Customer  

 

ii. Click 點擊 

 
iii. Select Customer Type – Personal 

從 Customer Type 中選擇 Personal 

 
iv. Select Search By – Name 

從 Search By 中選擇 Name 

 
Select Search By – ID Number 

從 Search By 中選擇 ID Number 

 
v. Enter Name – Choy Tung Chun  

輸入客戶姓名 – Choy Tung Chun 

 
Enter ID Nmber – A735214(0)  

輸入身份證號碼 – A735214(0) 

 

vi. Click 點擊 
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Example 2: Use Option Two and Search By – Policy Number / Cover Note 

例子二：選擇第二種方法，利用保單號碼 / 臨時保單號碼去搜尋 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

i. Search by – Policy Number / Cover Note 

從搜尋選項中，選擇 Policy Number / Cover Note 

 
ii. Enter Policy Number (V0294033) 

輸入保單號碼 (V0294033) 

  

iii. Click 點擊 

 
iv. Click on the Policy Number: V0294033 and go to the Policy details 

點擊保單號碼: V0294033 去進入保單內容 
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1. Insurance Details main page 

保險內容頁面 

 

2. Click 點擊 

 
3. Select Endorsement  

選擇 Endorsement 
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4. System will default system date as Endorsement Effective Date but you can change it according to 
customer’s needs.  

系統已預設修改保單之生效日期為即日，惟您可以根據客戶的實質需要去改變 

 
5. Select Endorsement Reason (e.g. Change of address - customer address) 

選擇修改保單原因 (e.g. Change of address - customer address) 

 

6. Click 點擊 
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7. Click the car link in Cover Sections to amend the driver’s information                                                                                                 

在 Cover Sections 中點擊汽車連結去輸入司機的資料 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Click 點擊 
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9. Click 點擊 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10. Edit the correct information                                                                                                                                   

填寫正確資料 

 

11. Click 點擊 

 

12. Click 點擊 

 

 

10

 

11 

9 

12 



Qnect User Guide – Motor Vehicle Insurance (CV)  

 

54 | P a g e   

 

Back to Contents 返

回目錄 

E: Endorsement 更改保單 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13. Click Documents to displays the list of endorsement related documents 

點擊 Documents 顯示 endorsement 之相關文件 

 
14. Click on the document name link to view the document 

點擊文件名稱連結去檢閱文件 

 
15. Click           Email to send the endorsement documents to customer 

點擊           Email 將更改保單文件以電郵發送給客戶 
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16. To – System will default the customer email address (can add other email addresses, using semicolon 
( ; ) to separate email addresses)  

致 – 系統會預設客戶的電郵地址 (可利用分號 (；) 相隔電郵地址以加入其他電郵地址) 

 
17. Subject – System will default the Subject to be the name of customer but you may enter your own 

subject 

郵件標題 – 系統會預設郵件標題為客戶的姓名，惟您可以輸入自定的郵件標題 

 
18. Text – System will default the content but you may enter your content 

郵件內容 – 系統會預設郵件內容，惟您可以輸入自定的內容 

 
19. Attachments – System will default some Policy Documents such as Schedule - Intermediay Copy to be 

sent and you may uncheck the box besides the document’s name if you do not want to send it 

附件文件  – 系統已預設附上一些相關文件(e.g. Schedule - Intermediay Copy)，惟如該些文件是不需要，

您可以剔除對應的文件方格 

 

20. Click 點擊 

 
21. A pop-up box will appears to confirm that the email has been sent and then click 

頁面會有顯示去確認電子郵件已發送，然後點擊 

 

 
 
 
 
 
 
 
 
 
 

 

17

 

19 

20 

21 18

 

Can add other email addresses 可加入其他電郵地址 

e.g. Alex.choy@email.com; May.lee@email.com 
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Part F 

 

Renew 

續保 
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There are two ways of renewal: 

Qnect 有兩個途徑去續保： 

1. Use One Click Renew for Non-Qnect Products  

利用 One Click Renew for Non-Qnect Products 

 

Or 或 

  
2. Use Renewal in Qnect for Qnect Products (Annual Travel, Domestic Helper Insurance and Motor 

Vehicle Insurance) 

利用 Renewal in Qnect for Qnect Products (Annual Travel, Domestic Helper Insurance and Motor 

Vehicle Insurance) 

 

 

Use One Click Renew for Non-Qnect Products  

利用 One Click Renew for Non-Qnect Products 

 

One Click Renew is only applicable to 19 Non-Qnect products listed below 

One Click Renew 只適用於下列 19 項 Non-Qnect 的產品 

1. Motor Supersurance 11. Shop Protection Package 

2. Commercial Motor Vehicle 12. Golfers 

3. Motor Cycle Insurance 13. Householders 

4. Commercial Fire Insurance 14. Individual PA (Group) 
5. Domestic Fire 15. Individual PA (Senior) 
6. House Owner and Household 

Comprehensive Insurance (Building & 
Contents) 

16. Travel Annual 

7. In-style Home Protection 17. Travel China 

8. Travelon Annual Travel Insurance 18. 
 

Property All Risks Insurance 

9. Personal Accident Protector 19. Public Liability 

10. Office Protection Package   

    
Please note that One Click Renew is not applicable in below scenarios: 

請注意，One Click Renew 並不適用於下列情況： 

A policy 保單 

• to be renewed with changes 續保時需要更改續保資料 

• is a back dated renewal 是於現保單到期日之後才進行續保 

• is insuring multiple risks and one of the risks has no premium 承保的風險並不是每項都收取保費 

• with claim submitted for the immediate past year 於上一個年度有索償記錄 

 

 
 
 
 

 



Qnect User Guide – Motor Vehicle Insurance (CV)  

 

58 | P a g e   

 

Back to Contents 返

回目錄 
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1. Select Policy / Cover Note by Number from Find option  

從 Find 搜尋選項中，選擇保單號碼 / 臨時保單號碼 

2. Enter Renewal Policy Number  

輸入需要續約的保單號碼 

 

3. Click 點擊 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Insurance Details main page, policy status shows “Awaiting Renewal” 

保險內容頁面，保單狀態顯示“等待續約” 

 

5. Click 點擊   

 
6. Select Renewal 

選擇 Renewal 

 
 

 

3 

2 

5 

4

 

6 

                                                        
 

 

○16                                                                               

○17  

1

 

Renew Same 

續保內容保持不變 
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7. Click 點擊 

If no changes to be made for the renewal policy 

如果沒有任何資料需要改變 

 

Or 或 

 

Click 點擊 

 
If change of information is required upon renewal, please refer to Page 62, Step 18 

如果有任何資料需要改變，請參考第 62 頁，步驟 18 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

                                                        

 

 

Error!     

                                                                         

○17  
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8. Insurance Details main page, policy status shows “In Force” 

保險內容頁面，保單狀態顯示“生效” 

  
9. Click Documents to enter the Documents folder 

點擊 Documents 進入文件夾頁面 

 
10. Document Type: click on the document link (blue underline) to view the document 

文件類別: 點擊文件名稱去檢閱文件 

 
11. Click           Email to send the policy wording and quotation to the policy holder                                                 

點擊           Email 將保單條款及報價單文件以電郵發送給保單持有人 

 

 
 
 
 
 
 
 
 
 
 
 
 

 

                                                        

 

 

Error!     

                                                                         

○17  

                                                        

 

 

Error!     

                                                                         

○17  

11 

9

 

8 

10

 



Qnect User Guide – Motor Vehicle Insurance (CV)  

 

61 | P a g e   

 

Back to Contents 返

回目錄 

F: Renewal 續保 (One Click Renew for Non-Qnect Products) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12. To - You may enter the email address of the policy holder (can add other email addresses, using 
semicolon ( ; ) to separate email addresses) 

電郵地址 - 您可以輸入保單持有人電郵地址 (可利用分號 (；) 相隔電郵地址以加入其他電郵地址) 

 
13. Subject - You may enter your own subject 

郵件標題 - 您可以輸入自定的郵件標題 

 
14. Text - You may enter your content 

郵件內容 - 可以輸入自定的內容 

 
15. Attachments - You may check the box besides the document’s name if you want to send it 

附件文件 - 您可以勾選對應的文件方格去發送該些文件 

 

16. Click 點擊 

 
17.  A pop-up message will show that the email has been sent and then click 

頁面會有顯示電子郵件已發送，然後點擊 
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18. Click 點擊 

There will be a text box popping up where you can update the required changes for QBE handling. 

你可以於資料框中輸入需要更改的資料，然後交給 QBE 處理。 
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To retrieve the record by using the Policy Number：V0283774 

輸入保單號碼: V0283774 以取得保單資料  

 
 

 

 

 

 

 

a. Select Policy / Cover Note by Number from Find option     

從 Find 搜尋選項中，選擇保單號碼 / 臨時保單號碼 

 
b. Enter Policy Number: V0283774 

輸入保單號碼: V0283774 

 

c. Click 點擊 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Review Insurance Details.  The Policy Status is In Force and the policy is going to expire on 31/7/2018. 

檢閱保單內容。保單的 Policy Status 是 In Force 並且會於 31/7/2018 期滿。 

 

1. Click 點擊  

 
 
 
 

 

 

a

 

b

 

c
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Review Insurance Details.  The Policy Status has changed to Awaiting Renewal and the Renewal Period of 
Insurance is shown.  

檢閱保單內容。保單的 Policy Status 會變成為 Awaiting Renewal 並且會顯示續保之保險期。 

 

2. Click 點擊 Issue Renewal 
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3. Click              to issue the policy (the premium will be debited from Agent’s account)  

點擊               去簽發保單 (保費會於 Agent 的賬戶中記賬結算) 
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4. Click Documents to displays the list of renewal policy related documents 

點擊 Documents 顯示續保保單之相關文件 

 
5. Click on the document name link to view the document 

點擊文件名稱連結去檢閱文件 

 
6. Click           Email to send the policy documents to customer 

點擊           Email 將保單文件以電郵發送給客戶    
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7. To - You may enter the email address of the policy holder (can add other email addresses, using 
semicolon ( ; ) to separate email addresses) 

電郵地址 - 您可以輸入保單持有人電郵地址 (可利用分號 (；) 相隔電郵地址以加入其他電郵地址) 

 
8. Subject – You may enter your own subject 

郵件標題 – 您可以輸入自定的郵件標題 

 
9. Text – You may enter your content 

郵件內容 – 您可以輸入自定的內容 

 
10. Attachments – Select the documents that you want to send to the customer and then check the 

corresponding boxes 

附件文件  – 您選擇要致送客戶的文件，並剔對應的方格 

 

11. Click 點擊 

 
12. A pop-up box will appear to confirm that the email has been sent and then click 

頁面會有顯示確認電子郵件已發送，然後點擊 
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If there are any changes in the renewal policy, please note the following steps. 

如果續保時需要更改投保內容，請留意以下步驟。 

 
Review Insurance Details.  The Policy Status is In Force and the policy is going to expire on 31/7/2018. 

檢閱保單內容。保單的 Policy Status 是 In Force 並且會於 31/7/2018 期滿。 

 

a. Click 點擊  
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Review Insurance Details.  The Policy Status has changed to Awaiting Renewal and shows the Current 
Period of Insurance and Renewal Period of Insurance. 
 

檢閱保單內容。保單的 Policy Status 已成 Awaiting Renewal 並且顯示 Current Period of Insurance 及

Renewal Period of Insurance。 

 

b. Click 點擊 Edit 

 
c. A pop-up box will appear.  If the Renewal Period of Insurance is correct, please click 

頁面會顯示一個信息方格。如果 Renewal Period of Insurance 是正確，請點擊 
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d. Click the car link in the Cover Sections to fill in the information of the car and driver                                                                                                 

在 Cover Sections 中點擊汽車連結去輸入汽車和司機的資料 

 
 
 
 

Remarks: 
 
Under our Underwriting Guidelines, if the changes made to the renewal policy are classified as a Decline, you 
will receive the Decline Messages as below. 

如果保單續保時需要作出更改，而新承保內容在 Underwriting Guidelines 中被視為 Decline，您便會收到下列

信息 

 
 
 
 
 
 
 
 
 
Under our underwriting guidelines, if the changes made to the renewal policy are classified as a Referral, you 
will receive the Referral Messages Applicable to Intermediaries as below. 

如果保單續保時需要作出更改，而新承保內容在 Underwriting Guidelines 中被視為 Referral，您便會收到下列

信息。 
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e. You can edit the Vehicle Details (e.g. Sum Insured)  

更改受保汽車資料 (例如：投保額) 

  
f.  You can add a new Named Driver 

您可增加記名司機 

 
g. Click “Add” to add the driver’s information                                                                                                               

點擊 “Add” 將司機資料加入保單 

 
h. You can click the driver name link to edit the driver’s information                                                                                                                                                                     

點擊司機姓名連結去更改司機資料 

 
i. You can edit Optional Extensions 

您可更改 Optional Extensions 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

j. Click 點擊 

 

k. Click 點擊 
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l. Click 點擊  
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m. Click 點擊  

 
n. Click              to issue the policy (the premium will be debited from Agent’s account)  

點擊               去簽發保單 (保費會於 Agent 的賬戶中記賬結算) 
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o. Click Documents to displays the list of renewal policy related documents 

點擊 Documents 顯示續保保單之相關文件 

 
p. Click on the document name link to view the document 

點擊文件名稱連結去檢閱文件 

 
q. Click         Email to send the policy documents to customer 

點擊          Email 將保單文件以電郵發送給客戶 
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r. To - You may enter the email address of the policy holder (can add other email addresses, using 
semicolon ( ; ) to separate email addresses) 

電郵地址 - 您可以輸入保單持有人電郵地址 (可利用分號 (；) 相隔電郵地址以加入其他電郵地址) 

 
s. Subject – You may enter your own subject 

郵件標題 – 您可以輸入自定的郵件標題 

 
t. Text – You may enter your content 

郵件內容 – 您可以輸入自定的內容 

 
u. Attachments – You may check the box besides the document’s name if you want to send it 

附件文件 – 您可以剔對應的文件方格，以便發送予客戶 

 

v. Click 點擊 

 
w. A pop-up box will appears to confirm that the email has been sent and then click 

頁面會有顯示去確認電子郵件已發送，然後點擊 

 
 

--- End --- 
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