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Getting started

Registering to use our online quotes system requires you
to sign a terms of business agreement (TOBA) for
Group Protection business. This can be downloaded

from our website.

What do you need to do?

If you're the first user to an account, you are
automatically nominated as an adviser administrator. In
this instance, some of the registration process is
completed for you and you'll be sent an email with a
link to complete this yourself. To complete your
registration, you'll need an AlG agency reference

which you can get from our sales support team - just
give them a call on 0330 303 9978.

signin page

Please enter either your email address or username and password to access the system
Email Address/Username: —

Password: e

Fields marked with an asterisk (*) are mandatory.
If you have forgotten your password please click here

Advisers

If you are an adviser and wish to register to use the application please click here

To apply for a Unipass certificate for access to this system please click here

SIGN IN WITH UNIPASS

All other advisers

All other users wishing to register will need to do this
through the website. To access the registration, click
login and refer to the section titled 'Adviser'. The form is
quick and simple to complete - it should only take you

about a minute.

AlG

Advisor Registration

To navigats Ifyou use your browser back

‘and forward buttons, information entered may be lost.

wve an AIG account

Contim emaiaress: [

Question 1: e
Answer: N
Question 2: o
Answer: —/——r

e

Fields marked with an asterisk (*) are mandatory.

AlG

Advisor Registration

Based upon your FCA Reference number your organisation has terms of business in place.
Toensure you are placed in the correct agency, please enter your AIG agency number.

1fyou do not know your AlG agency number, please contact your firm's agency administrator who will be
able to give you the AIG agency number assigned ta your firm

NGagencynumber: [ ]*

Fields marked with an asterisk (") are mandatory.

<BACK CONTINUE >

AIG

Advisor Registration

Company name: VIRTUAL NET (EUROPE) LIMITED.

FCARegistered Address:

ME20TNA

First name .

Fields marked with an asterisk (*) are mandatory.


https://www.aiglife.co.uk/advisers/products/group-protection/working-with-us/
https://edocs.group.aiglife.co.uk/Grs.Security.UI/Login.aspx

AlG

Advisor Registration

Username: TesthiG

Email Address TestirsTegellipse.couk
o 209560

e

FCA Registered Address:

ustrial Estate
Mills Road

Aylesford

Kent

ME20 TNA

Telephone: 0122456

otice [

the this

Once you have completed the registration, you will be
sent a confirmation email with a link to activate your

account. Then you're ready sign in to the system.

AlIG

Advisor Registration

Thank you for registering with AIG.

Averification email has been sent to you. Please click on the link contained in the email to activate your

account. Once your account has been activated you may sign in.

Need help? Call us us on 0330 303 9978 or email groupclientservice @aiglife.co.uk.
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When to use the online option

You can use our online quote system for group life,
group critical illness and group income protection

quotes for schemes with less than 200 employees.

Any quotes for 200+ employees will be provided
offline. If you've got any questions about this, just email

groupquotes@aiglife.co.uk.

Creating a new quote
Once you've logged in, you'll see the home page

screen - click create new quote to get started.

AlG

SIGN OUT
ADVISER HOME

Quote Management Documents Account Management

Browse the document

Create new quote > N
store

Contact & address details )

Complete, vary or accept

P: d & security
existing quotes ( 70)  » assword bsecurity )

Scheme Management Adviser administration >

Update scheme

membership > Manage email preferences

Submit inception data

Submit rate review >

About AIG | Terms and Conditions

AlIG
Siah our
[yp—

mooooo
Create new quote

Help me with this page @
* Client name:
(]

Quote name:

* When would you like cover to start? Date selected must be within next three months.

o
R R [ PO =)

* industry:

Pleaseselect.. M@

PROVIDE FLEX ™ HOWMANY CURRENTLY TECHNICAL ~PRODUCT
QUOTE  QUOTE PEOPLEINSURED INSURED  GUIDE  SUMMARY

Group life @ o Read Read

Deathin Read Read

Group life & DISP Read Read

Excepted group lfe @ Read  Read

0Ooooao
Oooooao

Critical illness @ Read Read

Oo0oooao

sick Pay @ o Read Read

*An asteriskindicates a field must be completed

sl a e

Linked quote

In order to get a linked quote (e.g. a registered and
excepted quote), select group life as the product and
then split out the excepted and registered eligibility
criteria at the category screen. All you need to do is
create a custom category and let us know which one is
excepted. At application stage, we'll send you both a
registered and excepted application form based on

your quote.

It's important to follow this process to ensure all pricing,
automatic acceptance limits (AALs) and event limits are

correct.

Industry type
A vital part of the quote process is the 'industry type'
section - it just needs to reflect the primary activity of

the business.

[Accommeodation and Food Service Activities
[Administrative and Support Service Activities
Agriculture, Forestry and Fishing

Arts, Recreation and Entertainment
Construction

Education

Energy Supply and Air Conditioning

Financial and Insurance Activities

Health and Social Work Activities * HOW MANY ~ CURRENTLY TECHMICAL PRODUCT
+ R PEOPLE INSURED  INSURED GUIDE SUMMARY
Information and Communication SCHEME

Manufacturing {including repairing and printing)
Mining and Quarrying O Read Read
Professional, Scientific and Technical Activities

Public Admin, Social Security & Trade Bodies O Read Read
Real Estate Activities

Transportation and Storage O Read Read
Water Supply and Treatment

Wholesale and Retail Trade (including Automotive} m} Read Read
Critical illness @@ O O O Read Read
sick Pav @ ml ml Read Read

If you need some guidance on an employer’s industry
type, click the question mark symbol next to the drop
down box. It will take you to a dedicated page on our

website that gives a full breakdown of all the industry/

activity types. If you'd like to check this with our team,
get in fouch on 0330 303 9978 or via

groupguotes@aiglife.co.uk.
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Why will my premium change if |
use a different effective date?

The price may change to reflect those scheme

members who have had a birthday in the
period between the two different dates - the

premium will reflect the person's updated age.

Currently insured scheme

*PROVIDE  FLEX  * HOWMANY CURRENTLY TECHNICAL PRODUCT
QUOTE  QUOTE PEOPLE INSURED  INSURED GUIDE SUMMARY
SCHEME

Group life @ m} m} Read Read
Deathiin service pension @ O [m] [m] Read Read
Group life & DISP @ [m] [m] [m] Read Read
Excepted group life @ (m] [m] [m] Read Read
Critical illness @ [m] [m] [m] Read Read
sick Pay @ (m] [m] Read Read

*An asterisk indicates a field must be completed

= m e

Tick this box only if the group scheme is currently on
risk with another insurer and you're looking to switch to
AIG. If a scheme is currently insured by us, we'll contact
you towards the end of the rate guarantee period with

how you can get the rate review quote.

Previous medical underwriting decisions
If the scheme is currently on-risk with another provider,
we need to know about any members of the scheme
who have previously been declined, postponed or had

an exclusion applied.

mmoooo
Create new quote

Help me with this page @

Client: Quote name:
Test Tara TestTara

* Has any member of if for sick Pay
Complete, been declined, postponed or ion applied to their cover)?

[Plezseselect.. V] @

REGISTERED GROUP LIFE

* How many claims have been e
paid n the last S years?

* When did the scheme start? B e

*An asterisk indicates a field must be completed

<PREV Bt save NEXT>

The previous decisions should only relate to the current
group scheme which is in place - we don't need to
know about any declines from an individual life
insurance application. If there are any members who
have been previously declined or postponed, an
additional premium may apply. Any loadings will not
be included within the quote, so for more information
get in touch on 0330 303 9978 or via

groupquotes@aiglife.co.uk.

Unknown absence reasons
At this stage, we only need to know about employees
who are absent with serious illnesses - these will be

listed on the online quote system.

* Are there any employees who are currently absent from work and have been for 1 week or longer, or
who have retired early, due to any of the causes listed below?
= Cancer

» Cardiomyopathy

+ Chronic lung disease { COPD [ Emphysema

= HIV/AIDS

+ Huntington's disease

» Kidney failure

+ Liver disease

* Motor Neurone disease

+ Organ transplant

+ Parkinson/Alzheimers

= Unknown

Please Select... [i ]

< PREV EXIT

m NEXTS

If an employee is absent but you don't have the reason,
select the ‘unknown’ option. If an employee is absent
due to a condition which isn't listed, select no - we'll ask
you about those employees later. It's important to state
a reason wherever possible to avoid quotes being

declined or unnecessary loadings being applied.
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High risk countries

When completing a quote, we'll ask you if there are
any employees covered by the policy who live in or
travel for work purposes to countries that we consider

high risk. View a list of these countries on our website.

Error free spreadsheet uploads
Follow our top tips to ensure a smooth member data

upload:

* Avoid errors by using an Excel spreadsheet to
upload member data - it's easy to amend if you
need to

* Include columns in your spreadsheet that show the
country and category codes. The country code
should be the two letter ISO code (e.g United
Kingdom = UK) and the category codes are numbers
allocated when you set up categories

e Download our data template - all the headers you'll

need come pre-formatted

¢ All data should be included on the first tab of the
spreadsheet, headers should be in row one and
member data can start from row two - there’s no
need for password protection either, as our system is
totally secure

* Avoid using formulas throughout the spreadsheet

Disclosing absentees

To disclose an absentee, you need to filter the data and

select the reason for absence from the list.

2es.aspx

AlG

Home J member upload data

Absentees

Help
Client: Quote name Product:
Test Test Group life

N : .
Are there any employees who are currently absent from work due to illness o inju
4 or more consecutives weeks, or who have retired early due to ill-health?

°
Please select all members currently absent through sickness from the list below. You|
by entering a name, date of birth or salary then clicking on the “Filter’ button. We w
establishing the actual causes of absence before proceeding because if there are an:
‘unknown’ it may mean we have to decline or load a new business quote or make co

assumptions on a rate review, both unnecessarily.

Filter the member list: Total Members (100)

Name: DOB: Gender: Salary:

Arthritis
Cancer

Cardiomyopathy

Chroniclung disease / COPD / Emphysema
Circulatory

Covid-13 - currently or previously) hospitalised
Covid-13 - not currently (or previously) hospitalised
Digestive

Heart attack / Heart disease

Heart bypass/valve replacement

HIV/AIDS

Huntington's disease

Infections

Kidney failure

Liver disease

Mental liness

Motor Neurane disease

Multiple sclerosis

select i Name (optional) ~ Dateofbirth Gender salary Muscutoskeletal i
a 01/02/1983 ] £30,00000 [ Please select -
O b 02/02/1983 F £30,000.00
O« 03/02/1983 M £30,000.00
O a 04/02/1983 F £30,000.00
O b 05/02/1983 M £30,000.00
O «c 06/02/1083 F £30,000.00
O a 07/02/1083 M £30,000.00
O b 08/02/1983 F £30,000.00
O « 09/02/1083 M £30,000.00
4 »
123456788910 Next 100 item(s) matched your search criteria
NEXT>

< PREV EXIT “
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Additional cover options and commission

There's no maximum commission percentage and the

payment frequency option doesn't affect the premium.

Group life

O Redundancy cover for 24 months

O Early retirement cover

O Cover beyond the cease age to age 75 subject
to individual assessment

*
What is your commission?
[ w0

* Please select the payment frequency, please note all premiums must be paid by direct debit.

m e

Please Select... v

<PREV EXIT

| have an error code

Some of the common errors are highlighted

above - password protection, formulas and

making sure the data starts in the right row. If

you'd like further support with your data
upload, call the team on 0330 303 9978.

Producing a full quote
Once you've finished the quote, click the ‘Produce full
quotation” button so you can view it in the document

store.

This page shows the key elements of the quotation
For new business quotes, view the full terms and conditions that apply by clicking on 'Produce full
quotation' and it will be immediately saved to our secure document store. To access it, simply return to

the Home page when you are ready and click on 'Browse the decument store' in the 'Decuments’ section.

For rate reviews, a quotation including the full terms and conditions has been generated and can be

found in your document store.

Technical Guide Product summary
PRODUCE FULL QUOTATION

< PREV EXIT

You can quote for all of our products
online up to 200 lives. If you wish to do
multiple quotes/revisions make sure you
name them in the title field so you know
what each variation is.

Downloading your quote
To view the quote you've created, return to the home
page and enter the document store - use the search

function to find what you're looking for.

ADVISER HOME

Quote Management Documents Account Management

Browse the document

store >

Create new quote > Contact & address details >

Complete, vary or accept

. Password & securit
existing quotes (982) ) Y >

Scheme Management Manage email preferences >

Update scheme
membership >

Submitinception data )

Submit rate review >

My Documents

Use this facility to search for a document or select *Show all* to display all of your documents.

Keyword: |Qu01e name here |o

Document type: [All Documents ]

Show my documents only:

Document created
From (dd/mmyyyy):
To (dd/mm/yyyy) L1
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What happens once I've received
my quote?

How do | accept a quote?

If you've got a quote using our online system, you can
accept it then and there. Just select ‘complete, vary or
accept existing quotes’ on the menu and then click on

'Accept quote' from the drop down menu.

ACTion

Issued |- select -

n Risk

Search for: Show: Created:

[Onlymy quotes w In the last 3 mont V] m

12/03/2021 AGExample AIGExample  136845/1 Group life  12/06/2021  Issued Accept quote W |
quate quate
11/03/2021  Test Tast Group life Deciined
i Copy & vary quote
11/03/2021 i Grouplife 110672021  Issued
10/03/2021 Group life  10/06/2021  Issued [ Seteat |

Step one
Confirm the quote’s details are correct.

Accept Quote - Summary Of Cover
Help me with this page @

Client: Quote name: Product:

AIG Example quote AIG Example quote Group life

The key details of your selected guotation are shown below. If these details are correct, please click
'Mext’. If not, please select 'Exit' to return to your quotes

‘GROUF LIFE
Number of lives: 100
Total salary: £11,308,548
Cover extension options: None
Total benefit insured: £45,234,192
Payment frequency:
Commission: %
Automatic acceptance limit: £1,250,000

Total annual premium: £21,329.55

ALL EMPLOYEES

Lump sum: 4 x salary
Age cover 75
ceases:
Number of 100
members:
EXIT MNEXT

Step two
Next up is confirming the company’s details. If you're
having trouble finding the company, click ‘I can’t find

my client’ and enter the information manually.

No clients meet your search criteria. Please try a new search with new criteria. If there are still no
@ matches, it may be that the companies database is unavailable right now, in which case click on
‘I can’t find my client” (bottom left of screen) and enter your client’s details manually.

Help me with this page @

Client: Quote name: Product:

AlG Example quote AIG Example quote Group life

Please enter your client's company name and click 'Search’ to display possible matches.

L . .
Principal employer's registered name search: o

I can't find my client (¥X) Clear Results

Accept quote - Company Details
Help me with this page o

Client: Quote name: Product:
AIG Example quote AIG Example quote Group life

The client will be granted access to the website, please enter dummy details if there is no client contact.

*
Principal employer's registered name:

|AIG Example quote ‘

. Principal employer's registered address:
|TheAigBu\lding ‘

58 Fenchurch Street
EC3M 4AE

Companies House registration number:

[03022299 |

L1
* Title: * Forename: * Sumame:
|Ms | ‘Scheme | ‘Handler

* Email address of client contact:

|AIGExamplEquute.gla@aiglife.cu.uk |




Once all the information has been provided, the
application will either be issued directly or sent to our
scheme underwriters to issue. It can take up to 24 hours

to process, but typically you'll get it the same day.

Please note: at this stage, the cover is not yet confirmed.

To complete the on risk process, you'll need to return
the pre-populated application form - we'll normally

send this fo you on the same day.

For any offline quotes issued by AIG, please get in

touch using groupquotes@aiglife.co.uk to request an

application form.

You can send us signed and scanned forms or

e-signatures via DocuSign.

Pre-populated application form

This form is issued so that your client understands the
contract they are signing and can check all information
and disclosures the policy terms are based on. It
ensures any errors can be picked up before going on-
risk and helps avoid any potential issues with claims

further down the line.

Return the completed application form and direct debit
mandate (DDM), making sure all shaded areas are
completed. We don't need the original copy, a

scanned version is fine.

On a Registered application form, if you are not
using the AIG Life Master Trust please provide a

pension scheme tax reference (PSTR) number -

we need it to get the policy started.

The data contact

The data contact is responsible for providing
membership data and we will email them directly to ask
for it. Data can be provided either quarterly or annually
for schemes under 100 lives or annually for all others.

More information can be found on our website.

Previously underwritten

If someone has been underwritten previously, please
confirm the date they were underwritten, the decision
and on what basis - i.e. once and done. This
information is required for the scheme to go on-risk, but
the actual copy of the underwriting decision letter can

be sent across within 14 days of the cover starting.

Signing the application form

We only require one signatory, but they must sign in
both places highlighted on the form - for the disclosures
made and to sign the contract. The signatory needs to
be someone who has the capacity to contract on behalf
of the client. If the trustee signs, then it must be in

accordance with the Trust rules.

I want the application form to
come to me first.

When accepting the quote, choose the ‘2" next
to the client email address field for information

on how to input a dummy client email address.

That will ensure the application form will only be

sent to you and not your client.
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When will | know the scheme has
actually gone on-risk?

You'll receive an email notifying you that a
confirmation of cover email has been issued to

the online document store.

Next steps

The policy schedule will be issued within five working
days and our client service team will contact you to
agree the inception data for the scheme. You can use
the same data as before providing nothing has
changed, but we will need national insurance (NI)
numbers or unique identifiers (e.g. payroll numbers) for
the members of the scheme. The inception accounts will
then be issued for you to download, including the

invoice and breakdown of cost.



Thank you for reading.
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