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Part A 

 

Login 

登入 
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1. Login with Email Address 

利用電郵地址登入 

2. Key in Password 

輸入密碼 

3.                           

4. If you forget your password, please       “Forgot Password” 

假如您忘記密碼，請       “Forgot Password” 
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Part B 

 

Create Quote 

建立報價 
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▪ Ms. Wong Lai Chun (D987654(3)) 

▪ DOB: 01 January 1980 

▪ Trip: Single Trip (1 August 2020 to 7 August 2020) 

▪ Major Destination: Japan 

▪ Plan: Premier 

▪ Plan Type: Individual 

▪ Number of Person: 1 

▪ Email Address: wonglaichun@email.com 

▪ Mobile Number: 92233445 

▪ Address: Unit 610, 6/F, Ching Long Building, 321 Wanchai Road, 

Wanchai, Hong Kong 
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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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3. Select “Travel Insurance” from “Product Type”  

從 “Product Type” 選項中選擇 “Travel Insurance” 

4. Select “Inception Date” 

選擇 “Inception Date” 

5. Select “Expiry Date” 

選擇 “Expiry Date” 

6.      
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7. Select “Cover Type” 

選擇 “Cover Type”  

8.                   

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Wong Yiu Wah 

Wong Yiu Wah 
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9. Select “Major Destination”  

選擇 “Major Destination”  

10. Select “Plan Type”  

選擇 “Plan Type” 

11. Input “No. of Persons” 

輸入 “No. of Persons”  
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12. Input the details of the “Insured Persons”,  

including “Surname / Given Name”, “Date of Birth” and “HK ID Number” 

輸入 “Insured Persons” 的資料 

包括 “Surname / Given Name”、“Date of Birth” 及 “HK ID Number”  

13.             

If there are more than one “Insured Person”, please provide the details of each “Insured Person” with 

reference to Step 12 and 13 above 

如果有多於一個 “Insured Person”，請參考以上步驟 12 及 13 去提供每位 “Insured Person” 的資料 

14. Details of the “Insured Persons” will be shown 

會顯示 “Insured Persons” 的資料 

15. Select “Plan” 

選擇 “Plan”  

16. Select “Top Ups”, as required 

如有需要，可選擇 “Top Ups” 

17.   

18.                     to adjust the  

       commission rate 

                    去調整佣金百分比 

19.  Input new commission rate 

輸入新佣金百分比 

20.   

21.   

22.    

23.  
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Can adjust the commission rate to 

make the quote more competitive 

可調整佣金百分比令報價更具競爭力 
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24.  If Ms. Wong is an existing customer,                                        to retrieve her details 

如果黃小姐已是現有客戶，                                       取得她的資料 

25.   

26. If Ms. Wong is a new customer, enter her information in the fields provided (* is compulsory) 

如果黃小姐是新客戶，按表單內容輸入她的資料 (* 必須填寫) 

27. Please select “Chinese” if you want both English and Chinese policy documents 

如果需要英文及中文保單文件，請選擇 “Chinese” 

28.                        
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Part C 

 

Issue Policy 

簽發保單 
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Three options for “Make Payment”, namely “Customer Payment”, “Pay Now” and “Issue Policy” 

“Make Payment” 有三種模式以供選擇，包括 “Customer Payment”，“Pay Now” 及 “Issue Policy” 

▪ If you select “Customer Payment”, please refer to Step 1 to Step 16 

如果您選擇 “Customer Payment”，請參考步驟 1 至步驟 16 

▪ If you select “Pay Now”, please refer to Step 17 to Step 35 

如果您選擇 “Pay Now”，請參考步驟 17 至步驟 35 

▪ If you select “Issue Policy”, please refer to Step 36 to Step 49 

如果您選擇 “Issue Policy”，請參考步驟 36 至步驟 49 
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“Make Payment” by “Customer Payment” 

 

 

 

 

1. Customer selects “Customer Payment” 

客戶選擇 “Customer Payment” 

2. Verify the “Email Address” and  

“Mobile Number” of the customer 

核對客戶之 “Email Address” 及  

“Mobile Number”   

3.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. The “Policy Status” will show “Pending New Business”  

“Policy Status” 會顯示 “Pending New Business” 

▪ The customer will receive a “Payment Request Email” and can use the “Make Payment” link enclosed 

to settle the premium 

客戶收到 “Payment Request Email” 後，可利用隨件附上之 “Make Payment” 連結去繳付保費 
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Qnect - Payment request for T0891161 

QnectAsia@qbe.com 

To wonglaichun@email.com 

 

Dear WONG LAI CHUN, 

 

Thank you for insuring with QBE. 

 

Your travel policy has been successfully processed for the period from 1 Aug 2020 to 7 Aug 2020.  

 

To ensure the validity of your insurance coverage, please click on the 'Make Payment' link below to make payment. 

This link will be valid for the next 5 days (upon receiving this email) or up to and inclusive of the date of your departure, 

whichever ends earlier. Please ensure you complete the premium payment process before you leave for your 

destination, otherwise, your insurance cover will not be in force. 

 

Should you have any queries, please do not hesitate to contact your intermediary Wong Yiu Wah. 

 

Make Payment >  

 

 

 

 

 

5. Customer receives the “Payment Request Email” 

客戶收到 “Payment Request Email”                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
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6. Customer reviews the “Importance Notice” under the “Policy Summary” 

客戶檢閱 “Policy Summary” 內之 “Importance Notice” 

7. Customer agrees to “Policy Summary”, then checks the box 

客戶同意 “Policy Summary” 內容，然後在方格內打勾 

8.  
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9. Customer inputs the “Billing Information” 

客戶輸入 “Billing Information” 

10. Customer inputs the “Payment Details” 

客戶輸入 “Payment Details” 

11.  
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12.                  

 

 

 

 

 

 

 

 

 

 

 

13. Customer receives the SMS with QBE Travel Policy No. and 24-hr Helpline No. 

客戶收到一個 SMS，內有 QBE Travel Policy No. and 24-hr Helpline No. 

14. Customer receives the “Payment Receipt” email 

客戶收到 “Payment Receipt” 電郵 

15. Agent receives the “Payment Receipt” email 

Agent 收到 “Payment Receipt” 電郵 
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Qnect - Travel Policy T0891161 Payment Receipt - WONG LAI CHUN 
QnectAsia@qbe.com 

To   wonglaichun@email.com 

 

Thank you for insuring with QBE. 

 
Your policy has been issued. Policy documents will be sent to your contact email address in 24 hours. 

You may print policy confirmation details for your reference. 
 
Policy Details 

Policy Number : T0891161 - PTR 

Insured : WONG LAI CHUN 

Period of Insurance : From: 1 Aug 2020 To: 7 Aug 2020 

Payment Amount : HKD 536.46 

Receipt Number : 5936808056536643103001 

 
Travel insurance claims are now easier and faster with QBE Claims claims.qbe.com/hk/travel. From January 2019, 

only online submissions on the QBE Claims will be accepted. 

 
QBE Claims Servicing Pledge 

Claims Submission Acknowledgment Email – 1 working day 

Claims Decision (approval / declinature)* – 5 working day 

Claims Payment (cheque / bank transfer)* – 5 working day 

* From the receipt of all required claims documents  

 
Have a safe trip. 

 
 
 
 
 
 
 
Qnect - Travel Insurance Policy T0891161 Payment Receipt - WONG LAI CHUN 
 
QnectAsia@qbe.com 

To Wong Yiu Wah 

 
Dear Wong Yiu Wah, 

 
Please note that the insured (WONG LAI CHUN) online credit card payment for Policy T0891161 with 

payment amount HKD 536.46 was successful. 

 
The policy documents will be sent to the insured under a separate email shortly. 

 
If you have any further queries, please contact your designated account handler. 
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https://claims.qbe.com/hk/travel
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Qnect - Travel Insurance T0891161 Policy Document 
 

QnectAsia@qbe.com 

To   wonglaichun@email.com 

 

 

 

 

 

 

 

Dear WONG LAI CHUN, 

 
Thank you for insuring with QBE Insurance. We advise that you read the policy prior to your trip and carry with you the 

QBE 24-Hour Worldwide Emergency Assistance Card as attached which contains the necessary emergency number. 

 
If you have any enquiries on the coverage, Policy Schedule and Policy Wording, please do not hesitate to contact your 

agent – Wong Yiu Wah.  

 
We, at QBE wish you a safe and enjoyable journey.  

 
Travel insurance claims are now easier and faster with QBE Claims claims.qbe.com/hk/travel. From January 2019, 

only online submissions on the QBE Claims will be accepted. 

 
QBE Claims Servicing Pledge 

Claims Submission Acknowledgment Email – 1 working day 

Claims Decision (approval / declinature)* – 5 working day 

Claims Payment (cheque / bank transfer)* – 5 working day 

* From the receipt of all required claims documents  

 
Have a safe trip. 

 

 

 

 

16. Customer receives the “Policy Document” email 

客戶收到 “Policy Document” 電郵 
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“Make Payment” by “Pay Now” 

 

 

 

     

 

17. Customer selects “Pay Now” 

客戶選擇 “Pay Now”  

 

 

 

 

 

 

 

 

 

 

18. Verify the Mobile Number of the customer 

核對客戶之 Mobile Number 

19.   
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20. Customer inputs the “Billing Information” 

客戶輸入 “Billing Information” 

21. Customer inputs the “Payment Details” 

客戶輸入 “Payment Details” 

22.  
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23.    

 

 

 

 

 

 

 

 

 

 

 

24. Customer immediately receives the SMS with QBE Travel Policy No. and 24-hr Helpline No. 

客戶馬上收到一個 SMS，內有 QBE 保單號碼及 24 小時緊急援助熱線 

25. At the same time, Agent receives the “Payment Receipt” email 

與此同時，Agent 收到 “Payment Receipt” 電郵  
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Qnect - Travel Insurance T0891161 Payment Receipt - WONG LAI CHUN 

QnectAsia@qbe.com 

To Wong Yiu Wah 

 

Dear WONG LAI CHUN, 

 
Thank you. Your payment has been accepted. 

 
This is your confirmation for: 

 
Policy Details 

Policy Number : T0891161 

Insured : WONG LAI CHUN 

Period of Insurance : From: 1 Aug 2020 To: 7 Aug 2020 

Payment Amount : HKD 536.46 

Receipt Number : 5936808056536643103001 
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26.                   to enter the documents folder 

                  進入文件夾頁面 

27. “Document Type”  

       document link to view the document  

         文件連結去檢閱文件 

28.           to send the “Policy Document” to the customer 

            將 “Policy Document” 發送給客戶 
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29. “To” – System will default it to be the customer email address  

(can add other email addresses, using semicolon ( ; ) to separate them)  

“To” – 系統會預設它為客戶之電郵地址 (可以加入其他電郵地址；並以 (；) 相隔)’ 

30. “Subject” – System will default the “Subject” to be the customer name but you may enter your own subject 

“Subject” – 系統會預設 “Subject” 為客戶名稱，但您可以輸入自定之郵件標題 

31. “Text” – System will default the email content but you may enter your own email content 

“Text” – 系統會預設郵件內容，但您可以輸入自定之郵件內容 

32. “Attachments” – System will default “Policy Documents” to be sent and you may uncheck the box besides 

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

“Attachments” – 系統已預設附上 “Policy Documents”，但如該文件是不需要，可以剔除對應之方格 

33.    

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

頁面會有顯示電子郵件已發送，然後         
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Qnect - Travel Insurance T0891161 Policy Document 

 

QnectAsia@qbe.com 

To   wonglaichun@email.com 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Dear WONG LAI CHUN, 

 

Thank you for insuring with QBE Insurance. We advise that you read the policy prior to your trip and carry with you the 

QBE 24-Hour Worldwide Emergency Assistance hotline number (852) 2862 0138. 

 

If you have any enquiries on the coverage, Policy Schedule and Policy Wording, please do not hesitate to contact your 

agent – Wong Yiu Wah. 

 

We, at QBE wish you a safe and enjoyable journey. 

 

Travel insurance claims are now easier and faster with QBE Claims claims.qbe.com/hk/travel. From January 2019, 

only online submissions on the QBE Claims will be accepted. 

 

 

 

 

35. Customer receives the “Policy Document” email 

客戶收到 “Policy Document” 電郵 

 

  

35 

https://claims.qbe.com/hk/travel
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“Make Payment” by “Issue Policy” 

 

 

 

     

36. Customer selects “Issue Policy” 

客戶選擇 “Issue Policy”  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

37. Check the Mobile Number of the customer 

核對客戶之 Mobile Number 

38.   

39.  
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40.                   to enter the documents folder 

                  進入文件夾頁面 

41. “Document Type”  

       document link to view the document  

         文件連結去檢閱文件 

42.           to send the “Policy Document” to the customer 

            將 “Policy Document” 發送給客戶 
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43. “To” – System will default it be the customer email address  

(can add other email addresses, using semicolon ( ; ) to separate them)  

“To” – 系統會預設它為客戶之電郵地址 (可以加入其他電郵地址；並以 (；) 相隔) 

44. “Subject” – System will default the “Subject” to be the customer name but you may enter your own subject 

“Subject” – 系統會預設 “Subject” 為客戶名稱，但您可以輸入自定之郵件標題 

45. “Text” – System will default the email content but you may enter your own email content 

“Text” – 系統會預設郵件內容，但您可以輸入自定之郵件內容 

46. “Attachments” – System will default “Policy Documents” to be sent and you may uncheck the box besides 

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

“Attachments” – 系統已預設附上 “Policy Documents”，但如該文件是不需要，可以剔除對應之方格 

47.    

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

頁面會有顯示電子郵件已發送，然後          
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Qnect - Travel Insurance T0891161 Policy Document 
 

QnectAsia@qbe.com 

To   wonglaichun@email.com 

 

 

 

 

 

 

 

 

 

Dear WONG LAI CHUN, 

 

Thank you for insuring with QBE Insurance. We advise that you read the policy prior to your trip and carry with you the 

QBE 24-Hour Worldwide Emergency Assistance hotline number (852) 2862 0138. 

 

If you have any enquiries on the coverage, Policy Schedule and Policy Wording, please do not hesitate to contact your 

agent – Wong Yiu Wah. 

 

We, at QBE wish you a safe and enjoyable journey. 

 

Travel insurance claims are now easier and faster with QBE Claims claims.qbe.com/hk/travel. From January 2019, 

only online submissions on the QBE Claims will be accepted. 

 

 

 

49. Customer receives the “Policy Document” email 

客戶收到 “Policy Document” 電郵 
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Part D 

 

Endorsement 

更改保單 
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Use “Policy Administration” – “Endorse a Policy” 

利用 “Policy Administration” 中之 “Endorse a Policy” 功能 

“Search By” – “Policy Number /  

Cover Note” 

從 “Search By” 中， 

選擇 “Policy Number / Cover Note” 

▪ Input T0891161 

輸入 T0891161 

Select “Search By” 

– “ID Number” 

從 “Search By” 中選擇 

“ID Number” 

“Search By” – “Customer” 

從 “Search By” 中， 

選擇 “Customer” 

 

 

1 

2 

Select “Search By” 

– “Name” 

從 “Search By” 中選擇 

“Name” 

3 

4 

5 6 

Personal 

Wong Yiu Wah 
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7.        Policy Number T0891161 and go to the policy details 

       Policy Number T0891161 去進入保單內容 
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8. “Insurance Details” main page 

“Insurance Details”頁面 

9.  

10. Select “Endorsement”  

選擇 “Endorsement” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

8 

10 

▪ Major Destination: Korea 

▪ Email Address: wonglaichungrace@email.com 

▪ Address: Unit 610, 6/F, Ching Long Building, 321 Wanchai Road, 

Wanchai, Hong Kong 

Wong Yiu Wah 

9 
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11. System will default endorsement “Effective Date” as policy effective date but it can be changed according to 

the customer’s needs.  

系統已預設修改保單之 “Effective Date” 為保單生效日期，但可以根據客戶之實質需要去改變 

12. Select “Reason” (e.g. “Error correction”) 

選擇 “Reason” (例如 “Error correction”)  

13.   

 

 

 

 

14.  

15. Change “Major Destination” to Korea  

更改 “Major Destination” 為 Korea 

16.  
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17. Change the “Email Address”  

更改 “Email Address”  

18. Change the “Address”  

更改 “Address” 

19.   

20.   

21.     
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22.                 to enter the documents folder 

                  進入文件夾頁面 

23. “Document Type”  

       document link to view the document  

         文件連結去檢閱文件 

24.           to send the “Endorsement” to the customer 

            將 “Endorsement” 發送給客戶 
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25. “To” – System will default it be the customer email address 

(can add other email addresses, using semicolon ( ; ) to separate them)  

“To” – 系統會預設它為客戶之電郵地址 (可以加入其他電郵地址；並以 (；) 相隔) 

26. “Subject” – System will default the “Subject” to be the customer name but you may enter your own subject 

“Subject” – 系統會預設 “Subject” 為客戶名稱，但您可以輸入自定之郵件標題 

27. “Text” – System will default the email content but you may enter your own email content 

“Text” – 系統會預設郵件內容，但您可以輸入自定之郵件內容 

28. “Attachments” – System will default “Policy Documents” to be sent and you may uncheck the box besides 

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

“Attachments” – 系統已預設附上 “Attachments”，但如該文件是不需要，可以剔除對應之方格 

29.    

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

頁面會有顯示電子郵件已發送，然後        

31. Customer receives the “Policy Document” email 

客戶收到 “Policy Document” 電郵  

 

Customer WONG LAI CHUN 

QnectAsia@qbe.com 

To   wonglaichungrace@email.com 

 

 

 

Dear WONG LAI CHUN, 

Thank you for insuring with QBE Insurance. We advise that you read the policy prior to your trip and carry with you the 

QBE 24-Hour Worldwide Emergency Assistance hotline number (852) 2862 0138. 

If you have any enquiries on the coverage, Policy Schedule and Policy Wording, please do not hesitate to contact your 

agent – Wong Yiu Wah. 

We, at QBE wish you a safe and enjoyable journey. 

 

 

~ End ~ 
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