Working with
client records

TAL ADVISER CENTRE

QUICK REFERENCE GUIDE

Searching for a client

° From the dashboard,
click ‘Search’

° You can search by name,
quote reference or policy
number. Enter the search
details and press Enter

e Open arecord by clicking
onyour client’'s name

Click the plus or minus
symbols to view quote,
application or policy records

The overview panel will show
application, quote or policy:

+ Product and status
- Policy or reference number

« Suminsured

« Annualised premium
e Available actions to the right

of the record. Click to load
the full client record.

This Quick Reference
Guide outlines

the functionality
available under your
client records
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Hint: To perform a date of birth search , please only use the format DD/MM/YYYY. To perform an exact match search on a client name, please use quotation marks. “John Smith”

) Forms & Documents
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Last Name

Smith

Product

Accelerated Protection

Reference #

1234567

REMOVE FILTERS =k

Date of Birth

01/02/1980 ==

Details Premium

$6,352.02 Income Protection Insurance Annual Premium $1,986.48  View Policy
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Viewing client records

Client records willopeninanew tab
in your browser and allow you to:

a Toggle between quotes,
applications and policies
via the left-hand navigation

e Review personal details, which
mirror those entered in the last
quote prepared for the client

e Review the policies the
client has via the Insurance
Overview section

o View the total annual premium
of allin-force policies

o Navigate through to start
anew guote

e Resume a quote.
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Viewing proposal records

A proposalrecord is created when
an applicationis successfully
submitted. The record includes
details of the proposal, and the
tools you need to completeit. From
the left-hand navigation, you can:

a If you selected the Policy
Commencement function
in the application, you will
be able to put the policy in-
force onceitisinready state

° Download requirements
for the policy

e View requirements by clicking
‘Requirement, Notes and
Documents’. You can also
upload documentation or
notes here.

TAL / &ve

JOHN SMITH

options
Notify a Claim

Put Policy In Force
Downloads

Product Disclosurs Statement

Proposal Requirements.
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Viewing policy records

The Policy Record page lets you
view and exportin-force policy
information, including:

° Policy details

° Generating or downloading:

+ Policy Summary
- Certificate of Currency
- PDS

e Insured party details

o Cover benefit details
including the sum insured,
premium and other relevant
benefit information

o Quick links to specific
information associated
to the policy and links to
relevant forms to alter
the policy or notify a
claim as needed.

Dashboard | Acoslersied Protection

Accelerated Protection | 1234567

Policy status n force
Policy Owner Mr John Smith
Payment Frequency Monthly
Instalment Fremium $257.62
Annual Premium 5308144
Policy Fee s112.20
Next premium due date 221082018
Payment method Cradit Card ending with 791
Card expiry date onizt
Adviser name Adviser Name.
Adviser number 12345

Insured Party
Name: Date of Birth Gender:
Mr John Smith 4/D9/1875 Maie

Contact Details

Address, Telephone:
PO BOX 123 0412123123
SYDNEY NSW 2000

Critical lliness Insurance Premier (Attached)
Sum Insured $62.500
Indexstion Yes

Instaiment Premium s15.48

Payment Details

Policy Exclusions and Loadings

Requirements, Notes and Documents.

View Correspondence

Notify a Claim

Alter Palicy

Smoking Status: Occupation | Oecupation Rating

Unknown Quslifies ManagerisiClerics!

Email:

Unknown




Tips and tricks

status il | Payment Details |
. . Owner Mr Jehn Smith ai
Use the quick links to access: tFreauensy Mooy | Policy Exclusions and Loadings |
ent Premium $257.82 .
° Payment details, including e gt | Requirements, Motes and Documents |
frequency, payment method Fee s i o = |
) ) iew Correspondence
and premium details remium due date 220082018 - !
ntmethod Credit Card ending with 781 i Notify a Claim |
o Policy exclusions and loadings xpiry date stz o
for the life insured | e S I
1 name dviser Name
o Requirements, notes and
attachments. Notes and Current payment method
attach me nts can be Frequency Instaliment Premium Next Bill Date Payer Payment Method
Monthly $257.62 22/06/2018 MR JOHN SMITH Credit Card ending with 781 exp: 01/21

uploaded here too

o Correspondence, including
welcome packs, ann iversary Policy Exclusion and Loading
R Life No. Benefit Percentage Loading Per Mille Loading Has Exclusion(s)
notices and tax statements 1 Income Protection Pian Standard Yes

e Claim notification, which
launches an online form
where you can let our
claims team know to initiate
the claim process

Notes and Attachments

o ‘o' o' 000000

if there is any additional information that you would like to associate with this plicy please add it below.

Note Type (O New Business O Underwriting
e Policy alteration forms. Leave anote

Aftached files must be POF, Word, Excel, XPS, text or image files. Maximum file size is 24 Mb

&, Drop files here or browse to upload

Correspondence

Correspondence Type of Doc Date Requested

Notify a Claim é

be forwarded vt who will shorty. " TAL R 1800101 016

query
Monday to Fridey betwaen Gam to Spm (AEST),

Piote: The way that TAL colleots, uses ur persansl snd soutines in y

Your Contact Details

Fleasa complete your contac! diais below should we need o contact you regarding the detsils you have provided,
Name:
Contast Number:

Email Agdress:

Policy alteration forms

Category Document Name size Published

Adminisiration Forms Appiicstion for Incressa or Alterstion pdf 724248

Adminisiration Forms Appiicstion for Increase or Bensfit Option  851.05KB
Addition - Within 12 months.paf

Administration Forms Bensfiiary Nominaton Ordinary.pdf 51251KB 2072018 £00

Adminisiration Forms Beneficiary Nomination Ordinary.pdf S12.51KB

If you need a hand, contact us on 1300 286 937 or via email at acceleratedservice@tal.com.au

adviser.tal.com.au
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