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Defence Service Homes – Caravan Insurance 
 

Stage 1. Commercial Motor (MVA) New Business Transaction 

• Login to c.Change 

• From the Policy Type field, select the Commercial Motor option  

• From the Account field, select account required - 56VICBADG or 02QLDBADG  

• Enter the Effective Date required for the inception date of the policy.  The Expiry Date field will automatically be populated 

for a 12-month period 

• Click on New Business to move to the next page 

 

NOTE:  For the purpose of this document, the process shows a New Business transaction, however, the process is the same for both 

Quotations and New Business transactions 

 

 

Stage 2. Account Details 

• Click SAVE  
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Stage 3. DSH Policy Number 

• Enter DSH Policy Number then SAVE 

 

NOTE: This DSHI number is only requested on a New Business transaction 

 

 

Stage 4. Customer Tab 

• At the Customer tab, complete the following sections: 

1. Insured Name – enter the details within the Business/Surname field  

2. Postal Address – enter mailing address 

• Click Next 

 

NOTE:  Tax Details and Other Contact Details are optional fields 
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Stage 5. Cover Details – Type of Risk 

• From the Type of Risk options, select Commercial Motor Vehicle and then select Save at the bottom of the page 

 
 

                                         

Stage 6. Select Commercial Motor Vehicle 

• Select Cover Type field as Comprehensive 

• Click on Class of Vehicle to open up Vehicle class search  page 
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Stage 7. Vehicle class search 

• Within  Keyword, type in Caravan and click Search 

• Options will appear, select option 71 Caravans Domestic (including contents) trailered excluding ONSITE for domestic 

use only 

• You will return to the Commercial Motor Vehicle tab 

 

 

 

Stage 8. Enter Caravan Details 

• Click on the Trailer Type drop-down menu, select the appropriate option 

• Complete the remaining details on the page 

• To add Optional glass cover, select the Clauses option under the Attachments section  
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Stage 9. Clauses 

• Scroll through the list to locate clause MVAGLS Windscreen Excess Protection   

• To select clause, click within the box  

• Click Update.  Clause will appear within the Clauses on Risk section  

• Select Close to return to the Commercial Vehicle details tab 

 

 

 

   

Stage 10. Default Excess 

• Click on DEFAULT EXCESSES to populate the applicable excesses 

• Select NEXT at the bottom of the page 
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Stage 11. Premium Breakdown 

• Premium Breakdown screen appears with premium details for the risk 

• To view details of clause, click on the clause 

• Select SAVE to move to next screen 

 

NOTE:  When a sum insured is entered in the Contents Sum Insured field under Underwriting Details section, the system will 

automatically attach a CARAVAN/MOTORHOME CONTENTS clause code. The clause won’t appear if the contents sum insured field 

is left blank.  

 

 

Stage 12. Wording of Clause - Caravan/Motor Home Contents clause 

NOTE:  The full description of the Caravan/Motorhome contents clause below.   This information will print out on the Quote and New 

business document 

Caravan/Motorhome Contents                                              

                                                                           

   We will pay for the loss or damage to your caravan/motorhome contents,  

   while they are in your caravan, caused by:                              

   1. fire                                                                 

   2. collision or overturning of your caravan/motorhome                   

   3. storm, or                                                            

   4. theft following violent and forcible entry into your locked          

      caravan.                                                             

   In this clause, 'caravan/motorhome contents' means contents             

   permanently stored within your caravan/motorhome (for example TV,      

   DVD player, crockery) and personal possessions that you take with you   

   when using your caravan/motorhome (for example, clothing, linen,       

   CDs/DVDs).                                                              

   There is NO cover under this section:                                   

   1. for money, cheques or negotiables                                    

   2. for unset gemstones, gold or silver nuggets,                    

   3. for any animal, bird or fish,                                       

   4. for trade tools, stocks or samples,                                  

   5. for mobile phones or two way radios, or                              

   6. for GPS or personal music devices,                                  

   if stolen from your caravan/motorhome whilst parked.                    

                                                                           

   We will not pay for more than the actual value of the property, that    

   is, we will only pay the new replacement cost of any item which can be  

   purchased in Australia less an allowance for age, wear, tear and        

   depreciation. We will pay up to the sum insured shown in your schedule  

   for caravan/motorhome contents.                                         
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Stage 13. Associate Risk detail 

• The details of the caravan cover have now been entered  

• Continue to progress through the remainder of the tabs, before the transaction is finalised  

• Select NEXT  

 

 

Stage 14. Quote – History of customer 

• If processing a Quote, the following History screen will appear  

• Answer YES/NO to the questions by clicking on the drop-down arrow 

 

NOTE:  At Quote stage, you won’t be able to enter details of the circumstances to the below options, but answering Yes to either 

question needs to be referred to QBE manually 
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Stage 15. New Business – History of Customer 

• If processing New Business transaction, the following History screen will appear 

• Answer YES/NO to the questions by clicking on the drop-down arrow 

 

 

NOTE:  If YES is the answer to any of the Questions, you will need to click on DETAILS option to enter the relevant Details 

 

 

Stage 16. New Business – History of Customer - Details 

• An example of the History Details page below.   Enter the relevant information within the fields  

• Click Add to confirm detail 

• Click Close to return to History tab 

• At History tab, click Next to move forward 
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Stage 17. Quote - Final Premium 

• At Quote stage, click Complete for finalise quote 

 

 

Stage 18. New Business – Final Premium 

• For a New Business transaction, Click Next to progress to the PAYMENT tab 
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Stage 19. Payment tab 

NOTE:  The payment method will default to the Customer Bank Account option.  The options applicable for DSH are Customer Bank 

Account or Non-instalment policy 

 

For a non-instalment policy:  

• Click on Payment Method arrow 

• Select Non-instalment Policy 

 

For an Instalment policy: 

• Click on Payment Method arrow 

• Select Customer Bank Account 

• Enter Payment period:  Options available are Annual or Monthly 

• The system pre-populates the Client’s Bank Account information 

• Enter Deduction date. This can be any date within 30 days of the inception date of the period  

• Select Complete DDR to confirm client bank details 

 

 

Stage 20. DDR – I AGREE 

• The DDR Form appears. 

• Click on I AGREE, to confirm client bank details  
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Stage 21. DDR – PDF Document 

• This will open the DDR form, which allows you to Print, e-mail or Save document. You can close this window 

 
 

 

Stage 22. Payment Page 

• You will return to the payment page 

• Click on NEXT to continue 
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Stage 23. To Complete New Business Transaction 

• You will be taken back to the PREMIUM TAB Screen 

• Select Complete.  A pop up will appear with options of Refer to Underwriter or Complete Transaction 

• To finalise New Business transaction, select Complete Transaction 

 

 

Stage 24. Completed New Business 

• Policy is now Currently in Force. The policy number will appear on the screen 

• To inquire on policy to print a schedule, click on the Policy Number to inquire on the policy details within c.Change 
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Stage 25. Policy Inquiry 

• The following screen appears 

• Select Policy Options for the options to appear 

 

 

Stage 26. Policy Options 

• To view policy schedule, select Policy schedule 
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Stage 27. View Printable Schedule 

• Under Printable Schedule click on the page symbol to open up policy schedule 

 

 

Stage 28. Policy Schedule – PDF Document 

• The QBE/DSH Schedule will open in a separate window as a PDF document 

• From here you can choose to Print, Email or Save the document 

 

 


