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Protection Portal 
 

 

 

 

This guide will take you through using the protection portal to get an indication of underwriting 
decisions for clients and applying for cover. 
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Logging In 
 

1. Go to https://onboarding.the-exeter.com/ and login.  
 

 
 

2. On your first login you must Choose a new password. Enter your mobile number and a new 
password and click Continue. You won’t need to do this each time. 

 

 

https://onboarding.the-exeter.com/
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3. You will also need to set up multi-factor authentication to verify your identity, via email. You’ll 
be asked to enter a code that is emailed to you.  

 

 

4. Enter the code you receive in your email and tick the Remember this device for 60 days tick 
box. This will mean you don’t have to input a code every time you login from the same browser 
on the same device for 60 days. 
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Note: You will have five attempts to input the code correctly before being locked out for up to 15 

minutes. Then you’ll need to start the process again to verify your identity.  

Authentication is linked to only one browser on one device at a time so if you login on a different web 

browser or a second device, you will need to verify your identity again.  

5. After successfully logging in you’ll see a dashboard screen like this: 

 
 

  



 

5 of 36           

 

Pre-Sales Enquiries 
For new pre-sales enquiries follow this process from the main dashboard. 

1. Click the Start new pre-sales enquiry button at the top of the page to begin a pre-sale query. 

 

 

2. On the client details page enter gender, date of birth/age and smoker status then click the 
Submit information button at the bottom left side of the screen which will be highlighted in 
yellow to proceed to the next page. 

 

 

3. Then you need to choose a product. Note: Income First and Real Life are the only products 
currently available.  
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Income First  
 

1. You’ll be prompted to enter your client’s occupation and salary. Click the Enable pre-sales 
decision button in the bottom right of the screen to proceed once it turns yellow.  
 
Note: You need to select the most appropriate occupation from the list rather than the client’s 
occupation as these may not match. You may need to click out of the fields to mark them as 
complete. 

 
 

2. You’ll be asked for some additional details to help your pre-sales query. Once you’ve completed 
those, you’ll be able to click the Enable decision button. 
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3. The screen will update to show the maximum monthly benefit and terminating age your client 
can apply for based on their occupation and salary and show indicative quotes based on 
standard terms before you add any further details. 

 
 

Note: You can scroll through the waiting periods, the screen will show you indicative decisions for Day 
1, 1 week, 4 weeks, 8 weeks, 13 weeks, 26 weeks and 52 weeks, which will update based on the 
information you input. 
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4. Add disclosures by clicking the yellow Add disclosures button on the right side of the screen, 
which will give you the option to make disclosures for your client. 
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5. Start typing the disclosure/s and then choose the most relevant one from the options in the 
dropdown list then click Add to add disclosures to the quote. Click the yellow Start button next 
to each disclosure to answer all relevant questions.  
 
Note: You can add multiple disclosures at a time. 

 

 

6. Each disclosure will be marked as Complete as you go through the questionnaire. 
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7. Once everything has been completed the pre-sales outcome will be indicated in the table on 
the left side of the screen. You can click the arrow for Further details. This table updates on the 
screen each time you make a change to your client’s details and disclosures to show decision 
outcome, evidence required and any exclusions. You can hover over exclusions to see the 
wording applied. 

 

 

What do the decisions mean? 
 

Decision Definition 

Immediate decision Terms are available immediately with no further evidence 
required. 

Evidence required We require evidence, either from the client or their GP. Details 
of what evidence is required may show on the screen. 

Referred The case needs to be assessed by our Underwriting team 
before a decision is available. 

Postponed We are unable to offer cover until a specific date, test result or 
treatment has occurred. 

Unable to offer  We are unable to offer cover based on the details you have 
given. 
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Real Life 
 

1. You’ll be prompted to enter some initial details about the cover.   

 

 

2. The screen will update to show the indicative quote based on the sum assured, cover type and 
term or age on standard terms before you add any further details. 

 

 

3. Add disclosures by clicking the yellow Add disclosures button on the right side of the screen, 
which will give you the option to make disclosures from a drop-down menu. 
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4. Start typing the disclosure/s and then choose the most relevant one from the options in the 
dropdown list then click Add to add disclosures to the quote. Click the yellow Start button next 
to each disclosure to answer all relevant questions. 
 
Note: You can add multiple disclosures at a time.  

 

 

5. Each disclosure will be marked as Complete as you go through the questionnaire. 
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6. Once everything has been completed the pre-sales outcome will be shown on the screen. This 
screen updates each time you make a change to your client’s details and disclosures to show 
the terms and decision outcomes and if evidence is required. 

 

 

What do the decisions mean? 
 

Decision Definition 

Immediate decision Terms are available immediately with no further evidence 
required. 

Evidence required We require further evidence either from the client, their GP or 
you. 

Non-standard terms A rating has been applied based on the disclosure. 

Referred The case needs to be assessed by our Underwriting team 
before a decision is available. 

Postponed We are unable to offer cover until a specific date, test result or 
treatment has occurred. 

Unable to offer  We are unable to offer cover based on the details you have 
given. 
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Multiple benefits 
You can add multiple products to one quote. 

1. After adding your first product, you can click the Add a new product button underneath the 
quote details. You’ll then be able to click on a new product to add. In the screenshots shown 
below, we have an Income First quote already and can add a Real Life quote. You’ll then be 
able to configure both products. 

 

 

 

2. Enter the initial details for both products on the screen and then click one of the yellow 
Enable decision buttons to show the indicative quotes. 
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3. You can add underwriting disclosures in the same way, by clicking the yellow Add 
disclosures button on the right side of the screen.  

 

 

4. The disclosures will be applied to both products and the quotes will update as you add 
information with decisions, exclusions and terms. You can scroll down the screen to see 
the second product quote. 
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5. Clicking on Further details for each product will show you the decision for each 
disclosure. 
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Saving your quote 
 

1. You can add a unique reference code to the quote. Click the Add link next to Your ref in the top 
left of the screen. A text box will appear where you can type in something you will remember. 
Click the tick mark to save it. You can use your reference to search for a case easily. 

 

 

2. If you would like a PDF of your pre-sales query you can click the yellow Download decision 
button at the top of the screen. You can also download the policy summary or go to our sales 
resources at the bottom of the page. 
 
If you are finished with this query, you can click the Save and exit button at the top right to 
return to the dashboard or click the New presale enquiry button to begin a new quote.  
 
If you’d like to continue with an application, click the Convert to application button at the 
bottom of the screen to move on. 
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Applying for cover 
 
Product information and quote screen 
 
To start a new application, follow this process. 

1. To start an application or obtain a quote without the need for a separate pre-sales decision, 
you can click the yellow New application button on the dashboard, go into an existing quote, or 
search for an existing pre-sale enquiry. 
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2. You’ll be asked to enter client details. If you’ve converted a quote, details that you’ve entered 
previously will be already filled in. When you’re done, click the Submit information button at 
the bottom of the screen.  

 

 

3. If you’ve started a new application, you’ll be asked to choose a product.  
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Income First 
 

1. Complete the product details or check they are correct if already filled in. When you’ve entered 
everything you want, click the Get quote button at the bottom right of the screen to see your 
quote. The Underwriting questionnaire will appear on the right side of the screen. 

 

 

2. The screen will update with a quote and indicative decision based on the details you’ve put in 
so far. You can choose to see Premium driven cover for clients that have a specific budget by 
clicking the Premium driven option and typing in the monthly premium. Click Get quote again 
to update the screen and see the monthly benefit they can receive.  
 
Note: the premium will update to the nearest total if not an exact match. 

 

Note: For split deferred quotes, see the Split deferred quotes section of this document. 
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3. The screen will also update if any evidence is required at any stage. It will show which evidence 
is needed and any exclusions on the policy. 

 

 

4. Under Further details you can see information on the full indicative decision, including ratings 
and exclusions.  
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Split deferred quotes 
 

1. If you want a split deferred quote, when you are adding the product details you can add a second 
product by clicking the Add a new product section underneath the product details.  

 

 

2. You’ll be prompted to add an additional product. For split deferred, choose Income First. 

 

 

3. Input the details of the split payment and you’ll be shown each product on the main screen and 
the total cost above them.  

 



 

23 of 36           

 

Real Life 
 

1. Complete the product details or check they are correct if already filled in. Click the Get quote 
button at the bottom right of the screen to see your quote. The Underwriting questionnaire will 
appear on the right side of the screen. 

 

 

2. The screen will update with a quote and indicative decision based on the details you’ve put in 
so far. You can choose to see Premium driven cover for clients that have a specific budget by 
clicking the Premium driven option and typing in the monthly premium. Click Get quote again 
to update the screen and see the monthly benefit they can receive.  
 
Note: the premium will update to the nearest total if not an exact match. 
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3. The screen will also update with any evidence required and you can see information of ratings 
and decisions for each disclosure under Further details. 

 

 

Joint and dual life policies 
 
You can choose to have a joint or dual life policy. Joint life will have both lives covered on the same life 
policy and dual life will have two single policies on the same application. For income protection, you 
can apply for two covers on the same application, but they will be separate policies.  

 

1. To add a second life to an income protection or life quote, click the Add client link at the top of 
the screen. 

 

 

2. You’ll be asked to enter the second client’s details and then you’ll be asked to choose a product, 
with a new option to choose Real Life (joint life) on the existing product for a joint life policy. If 
you want a dual life policy, choose Real Life. 

 

 

  



 

25 of 36           

 

3. You’ll then have a screen for the second client to choose their cover options and get a quote. 

You can see which client you’re on at the top of the screen. 

 

 

4. After you input the cover details on both clients and click the yellow Get Quote button at the 

bottom right of the screen, you’ll see the quote details under each client tab. If a discount has 

been applied for multiple benefits this will show on the screen next to the price. 
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5. You’ll need to complete the underwriting questionnaires for each client until all sections are 

completed, please see the Underwriting Questionnaire section below for details on how to 

complete this. The quote screens will update as you enter information. You’ll see a banner at 

the bottom of the screen reminding you to complete all details for both clients. 

 

 

6. You can click the Both clients tab at the top of the screen to see details of both policies at once. 

The example shown is for dual life insurance. 

 

Note: For joint and dual life policies, both lives must have an underwriting decision, and all evidence 
required must be received before you can complete the application for both lives. If cover needs to 
start sooner for one client, it may be best to apply separately. 
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How are policy numbers distributed for Joint and Dual life policies? 
 

Product(s) Applicant(s) Life cover basis Policy number distribution 

Income First 1 N/A 1 policy number 

Real Life 1 N/A 1 policy number 

Income First 
and Real Life 
multi-benefit 

1 N/A 2 policy numbers: 

 Income First policy number 

 Real Life policy number 

Income First 2 N/A  2 policy numbers: 

 Applicant 1 

 Applicant 2 

Real Life 2 Dual life 2 policy numbers: 

 Applicant 1 

 Applicant 2 

Real Life 2 Joint life 1 policy number for both applicants 

Income First 
and Real Life 
multi-benefit 

2 Dual life 4 policy numbers: 

 Income First Applicant 1 

 Income First Applicant 2 

 Real Life Applicant 1 

 Real Life Applicant 2 

Income First 
and Real Life 
multi-benefit 

2 Joint life 3 policy numbers: 

 Income First Applicant 1 

 Income First Applicant 2 

 Real Life both applicants 
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Multiple benefits 
You can quote and apply for multiple benefits for income protection and life insurance together. 

 

1. To add a new benefit, click the Add a new product button beneath the first product detail. 

 

 

2. You’ll be asked to choose which product you’d like to add. In this example we’ll add Income 
First. 

 

 

3. The second product will appear beneath the first product for you to choose the cover options. 
Once you’ve entered all the cover options you can click the yellow Get quote button in the 
bottom right of the screen. 
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4. You’ll see both product quotes on the same screen and any discounts for multi-benefit. 

 

 

5. You can amend the cover details or choose Premium driven to match your client’s budget on 
either product then complete the Underwriting sections until everything is complete. The 
underwriting sections will update depending on what information you disclose and the 
products you have included. 
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Commission details 
 

You can review the commission details for each product on each client under the Commission details 
section of the product by clicking the arrow to expand the section. 

 

 

 

You can choose either Indemnity or Non-indemnity and input any commission sacrifice details. When 
you update the commission details, the initial quote information will disappear. You’ll need to click the 
yellow Get Quote button again to refresh the quote. 
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Note: Commission details are set by product and client, so updating commission details for one 
product will not change any other product’s commission details. Pictured below you’ll see the updated 
commission details for Real Life but the Commission details for the Income First product have not 
changed from the default. If you wish to, you’ll need to change them for each product individually. 
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Underwriting Questionnaire 
 

1. Click Start on any of the Underwriting Questionnaire sections to begin filling in details about 
your client. Each section will be marked as completed as you go. The list will include any 
disclosures you previously entered during pre-sales. 

Note: The underwriting sections shown will depend on the products chosen and disclosures added.  

 

Note: You need to enter a value for each type of drink under ‘How many of the following do you drink a 
week?’ for it to be marked as complete.  
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2. Once all sections of the Underwriting Questionnaire for all clients are complete you will either 
be able to proceed by clicking the Apply or Submit button at the bottom of the screen. If you 
click Submit you’ll be taken back to the main screen and can click the yellow Get cover button 
at the bottom right of the screen to apply.   

 

 

3. If it goes to manual underwriting, you’ll see the evidence required and the application status 
will show as Underwriting at the top of the screen.  
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Note: Remember, for joint policies you won’t be able to apply for cover on both lives until all evidence 
required has been received and an underwriting decision is made for both.   

4. You can check the status of your application by clicking the reference number on the 
dashboard to see the underwriting status.  

 

 

5. This screen shows the requested evidence and when it was requested. Updates will appear here 
and on the dashboard to show when evidence is received, when it’s been assessed and when a 
decision is made. 
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Starting the policy 
 

1. Now you can complete the cover details by entering and validating the bank details for Direct 
Debit, confirming the advice process and choosing the start date for the cover before clicking 
the Start cover button in the bottom right. 

 

 

 

Note: You can enter a future start date up to three months away. When you click on the calendar icon 

it will show you the available dates you can choose.   
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2. You’ll be asked to review and confirm details. If anything is wrong you can click Amend on the 
section to go back to the Underwriting questionnaire to update details. Please note, this may 
affect the underwriting decision depending on the information you change. If everything is 
correct, click the My client wishes to start this cover and I am ready to put it on risk tick box 
at the bottom of the page and then you can click Confirm. 

 
 

3. You’ll reach the final page with the policy details and documentation you can download for 
your client. You’ll also have a reminder to fix your client’s benefit at no extra cost with details of 
the evidence that your client needs to submit within six months after the policy start date. 

 


