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Step 1: Select Product

After login to Qnect portal: 

1.	 Go to [Quotes > Get a new quote] on the header toolbar

2.	 Select [SME Insurance] tab

3.	 Select [SME Business Insurance Solution (New)] 
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Step 2: Select your Industry and Business Type 

You can select your Industry & Business Type from the available options, or enter keywords into the search 
field and select from the results displayed

Enter the Business Description then click [Continue] to proceed
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Step 3: Select your Risks

Select the risks that you need by clicking on them. 

Then, click [Continue] to proceed.

Property, Group Personal Accident, Liability, Work Injury Compensation, and Group Medical can be selected 
as standalone risks.

Money and Fidelity Guarantee require Property All Risks to be selected first.

	 Declined risks will be greyed out and cannot be selected
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Step 4: Select Policy Period

Enter the correct Account Number or select from the list in the dropdown

Next, select the correct Inception Date and Expiry Date

1.	 Policy Inception date cannot be earlier than current date 

2.	 Policy Expiry Date cannot be less than 1 year after Inception Date

Lastly, enter the Number of Location if there is more than 1.

After all relevant information is inputted, click [Continue] to proceed
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Step 5: Fill in Location Details

Fill in and verify the Risk Location Details

Location Dependent Risks can be added and removed on this page

For Insured Location Address, key in the Postal Code and select the matching Address.

If the matching Address cannot be found, select ENTER ADDRESS MANUALLY
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Update the Floor/Unit Number, Building Name, and Street Name, then click [Save]
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Step 6: Fill in Risk Details for Location Dependent Risk

i)	 Property All Risks & Business Interruption

Fill in all the relevant information and click [Continue] to proceed
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Fill in all the relevant information and click [Continue] to proceed

ii)	 Money
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Fill in all the relevant information and click [Continue] to proceed.

NOTE: Number of Employees less than 10 or Employees working outside Singapore for more than 6 months 
will trigger referral 

iii)	 Group Personal Accident
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Step 7: Fill in Risk Details for Non-Location Dependent Risk

Non-Location Dependent Risks can be added and removed on this page.

If no Location Dependent Risks are selected, you will be navigated to this page after selecting your Policy 
Period.

Then, fill in Risk Details for each Non-Location Dependent Risks
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i)	 Liability

Fill in all the relevant information and click [Continue] to proceed
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ii)	 Work Injury Compensation

Click [Add], then input the Description of Category, No. of Employees, and Estimated Annual Earnings.

Fill in the rest of the relevant information and click [Continue] to proceed.
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iii)	 Fidelity Guarantee

Fill in all the relevant information and click [Continue] to proceed
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Step 8: Review Premium and Commission

1.	 Toggle Customer View to display/hide Commission column

2.	 Click on the Commission % link to amend Commission details
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Step 9: Fill in Claims Details

1.	 Premium will be loaded for smaller claims amount/frequency

2.	 Referral will be triggered for larger claims amount/frequency

3.	 Number of claims for Work Injury Compensation needs to be declared on the Risk Details page for Work 
Injury Compensation
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Step 10: Fill in Customer Details

Click [Search for Existing Customers] or [Create New Customer]

Verify and fill in Customer details as necessary, then click [Continue]
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Step 11: Finalise Application

Review your Policy details before proceeding to issue Quote or Policy

1.	 Click on the pen icon         to edit the details for that section

2.	 Click on the bin icon         to delete the section

3.	 Click on the arrow icon         to display the full details for that section

To upload supporting documents, click on the [Applicable to] dropdown and select the type of risk.  
Then, click [Add files +]

Click [Continue] to proceed with issuing the Quote or Policy
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Step 12: Issue Quote/Policy

Finish your application by selecting:

i)	 Issue Quote

ii)	 Refer to Underwriter

iii)	 Issue Policy

i iii
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ii
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i)	 Issue Quote

Clicking this option will generate a Quotation number, you can either (i) send the Quotation documents to a 
specified email address, or (ii) return to the Quote header page (Skip and View Later).

1.	 When you click [Send Quote], you can specify the email address of the recipient(s) who you want to send 
the quotation and policy wording to

2.	 Email subject and content can be modified from default message

3.	 Select the attachments that you want to enclose in the email

4.	 Click [Send] and return to Quote header page
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ii)	 Refer to Underwriter

If a Referral is triggered, you will need to “Refer to Underwriter” and get the Referral approved before you 
can Issue your Policy.

1.	 System Referral reasons are displayed here

2.	 Input any other relevant information for the Referral

3.	 Select the email to send the Referral to

4.	 Add supporting documents as attachments

5.	 Click [Refer] to issue the Quote with “Referred to Underwriter” status

Note: If the Quotation has “With Pending Referrals” status, it has not yet been Referred to Underwriter. 
Please Edit the Quotation again and select “Refer to Underwriter”
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iii)	 Issue Policy

This option will allow you to Make Payment and Bind your Policy

Please proceed to Step 5 : Make Payment and Issue Policy for details



 23/32

Step 13 : Make Payment

After clicking Issue Policy, you can select 1 of 3 methods for binding your Policy: 

i)	 Pay by Credit Card 

ii)	 Send customer a Payment Link by email

iii)	 Issue Policy on credit terms 

Note: These are also known as: 

i)	 Agent Payment

ii)	 Customer Payment

iii)	 Issue Policy
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i)	 Pay via PayNow (Agent Payment)

Click [Generate QR Code] to generate the PayNow QR Code.

Then, scan QR code to pay.
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ii)	 Send Customer a Payment Link (Customer Payment)

You can send your customer a Payment Link by email, allowing them to make the Credit Card payment 
themselves.

Input the email address of your customer and click [Confirm and send now] to send them a Payment 
Request email.

Note: You can input your own email address and send the Payment Request email to yourself first, then 
forward it to another email address of your choice later.
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After receiving the Payment Request email, click [Pay] to proceed with Credit Card payment

Note: The Payment Link will expire within 30 days or after the Policy Inception Date has passed (whichever is 
earlier). New Payment Links cannot be sent after the Policy Inception Date has passed.
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You will be navigated to the Payment Gateway page, and a Policy Summary of your purchased product will be 
displayed.

After confirming the details, tick the checkbox and click [Continue to Pay]
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Click the [Pay by PayNow] radio button to generate the PayNow QR Code

Scan the QR code to make payment
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Once payment has been made, your customer will be navigated to an Order Confirmation Page

Your customer will receive a Payment Receipt email, as well as a Policy Issuance email with the Policy 
documents attached

As the agent, you’ll also receive an email notifying you that your customer has issued the payment and the 
policy has been issued
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iii)	 Issue Policy on Credit Terms

The policy will be issued on Credit terms. Payment will be settled as per your current agreement with QBE.

Policy documents will not automatically be sent to your customer.

Please proceed to Step 14: Retrieve Documents for details on how to retrieve and send the Policy 
documents to your customer.
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Step 14: Retrieve Documents

Enter the Quote or Policy number in the Search field in the top bar, then press enter to navigate to the Quote 
or Policy header page.

The Policy documents for each transaction will be displayed under the Documents section in the Quote/
Policy header page. 

You can click on the small arrow on the right side of each transaction to display the full list of documents.

There are three methods for retrieving these documents:

1.	 Download each document by clicking on their document link

2.	 Click [Email] to send one or more documents as email attachments to the email address(es) that you 
specify

3.	 Click [Download All] to download the documents in a ZIP file

Note: All Policy documents are in PDF format
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