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1. Introduction to the Personal Lines Module

The Personal Lines Module is used to create, maintain and modify quotes and policies for

both Personal Home and Personal Motor customers.

This manual provides a step-by-step process of how to generate a Personal Motor
Vehicle quote using the POSitive Personal Lines Module.

Note: Effective on the release of POSitive 11.02, Positive will only allow the quoting and

issuing of Personal Lines Comprehensive Motor New Business.

Extra & Third Party Property Motor vehicle Quoting functionality have been removed.

1.1 System Requirements

Recommended
Processor

Monitor
fonts

Operating System
Memory

Minimum

Processor
Operating System
Memory

Hard Disk

CD-ROM Drive
Intfernet Connection
Internet Browser

Printer

POS Personal Lines User Manual v12.01.1 — February 2012

At least 350 MHz Intel® Pentium Il (or equivalent)
At least 256 colour SVGA video; 1024x728 resolution with small

Microsoft® Windows XP Service Pack 2
512 MB of RAM

200 MHz Intel® Pentium (or equivalent)
Microsoft® Windows 2000/XP

128 MB of RAM

100 MB of disk space for POSitive installation
2 x CD-ROM

Broadband or Dial-up connection

MS Explorer 5.5 or higher

MS Windows 98/Me/2000/XP
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1.2Launching the Personal Lines Module

The Personal Lines Module is accessed via the Client Module from the Client Quotes
Screen, Figure 1.2.1.

NOTE: For further information on setting up new Clients, refer to the Suncorp POSitive
User Manual - POSitive Client.

Figure 1.2.1 — Client Quotes Screen

X)

Client Quotes Screen

Client Details

Carmpany: Mo Whork:  [07) 3333 3333

M arme: Manual, Positive Insived
Mailing Hame  Mr P kManual

Ernail:

Mew Cluote
Delete Quate
E Cloze

e Select the Personal Lines button at the bottom left of the Client Quotes Screen

SUNCORP 2 X

'i Before I enter vour details I need to gain vour agreement ko our privacy obligations,
L

By proceeding with this enquiry, vou agree to Suncorp collecting and using wour personal information to set up and administer your products and
services, We will not disclose your information to any other organisation unless they are contracted to us and are bound by the Privacy rules we
Fallow. Do you agree?

Figure 1.2.2 — Privacy Agreement

e Read the Privacy Agreement to the Client (as depicted above))
e Select 'YES' on Client’'s agreement

NOTE: If Client does not agree with the Privacy Agreement, it is not possible to provide a
quotation.

The user is able to provide the Client with a new quote for motor (Refer to Section 2)
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The Period of Insurance Screen will now be displayed

x]

SUNCOEP
Lines Period Of Insurance

Inception D ate ||]E,J|:|?‘£2D1 0
Expiry Date [4pm on] |

Calculate Expiny Date fram Inception D ate

Mumber of Daps |

Or

MHurnber af months |

?Helpl xﬂancell v i

e Entfer the Inception Date as the date that the Policy is to start

e Enter the Expiry Date as the date that the Policy is due to expire (This field is not
available to Motor Dealers)

NOTE: Both the Inception Date and Expiry Date fields can be manually changed if
required. The Number of Days & Number of Months fields are automatically calculated
from the entered Inception & Expiry daftes.

e Select 'OK’

From the Other Policies Screen, figure 1.2.5

¢ Select how many other policies the client may have with Suncorp.

Figure 1.2.5 — Other Policies Screen

X]

Pearzonal SUNCOEP
Lines Other Policies

| ncluding this Quate # Application how many policies do you have
with Suncorp Insurance?

e Select 'Ok’

The Personal Lines Main Screen will now be displayed.

NOTE: Throughout the Personal Lines Module, the ‘Cancel’ button will return you to the
previous screen.
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Figure 1.2.6 - Personal Lines Main Screen

Personal Lines

Setup  Help
[E M anual, Positive Mew Quates
Motor Yehicle |
Esizting Cluotes
Mizcelaneous
Period of Insurance |
Other Policies |
Summary |
Summary
Premivm FSL GST Stampliuty Fees FPayable
oo+ oo + 0.00 0.0 = Q.00

ormation HUHMEER:

? poy| FEE
I

| W| E—_jqpl annc:ell VDK |
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2. Motor Vehicles

e Select the '‘Motor Vehicles’ button

2.1 Motor Vehicles New Quote

2.1.1. Motor Vehicles Tab

Figure 2.1.1.1 — Motor Vehicles Screen — Motor Insurance Tab - Type of cover now
permanently set to ‘Comprehensive’

Motor Insurance

Motor Insurance I Listed Driversl MHCD Questiun&l DetaiISI Previous Hish:ur_l,ll Inzured Detail3|

Furzrzzad i iz Fze 5 o ®ils @ =

i=e| sinca O Wil W =

L IENENTE S |

(1] I Cancel Apply Help

e Complete dll fields that have not been shaded out
o Select ‘Listed Drivers’ tab
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2.1.2. Llisted Drivers Tab

Figure 2.1.2.1 — Motor Vehicles Screen — Listed Drivers Tab

Motor Insurance

Motor Insurance  Listed Drivers l MCD Buestiuns] Details] Previouz Histu:ur_l.J] Inzured Details]

Current Driver [nfarmation

— |

Driver Mumber: 1

{ {
Options
Excess: Mamed Drivers
v idd Drivers Mames at Quote stage |$'|'|5|:| j Mo O es

Driverl Date of Birth | Gender | Driver Mamme | R ated | Add Driver
L 1 134111955 Male Poszitive Manual
kodify Driver
Delete Driver
Irmport Ciriver List

QK | Cancel | Apply | Help

Select ‘Modify Driver’ tab (or Add Driver if another driver is required)

Enter driver’s date of birth and select driver’'s gender
Select ‘Save Details’
Select ‘NCD Questions’ tab

NOTE: Once the ‘Listed Drivers' tab has been completed the ‘NCD Questions —
Disabled’ tab becomes ‘NCD Questions’
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Figure 2.1.2.2 — Motor Vehicles Screen - NCD Questions Tab (When Client is
‘Individual’)

Motor Insurance @

bd otor Insurance] Listed Drivers  MCD Questions } Details] Presious Histnr_l,l] Ingured Details]

NCD

YWihat iz the Insured's Date of Birth?

Years Diiving Experience of nsured? 15
Has the Insured had anp At Fault accidents in the lazt 5 years? * Na 1 as

Lazt 12 Montha: I the 2nd Year: [ the 3rd Year:
I the 4tk “rear: I the Bth 'ear:

Insured's MCD at Last Renewal? |F|ating 1-60% j
Haz the Inzured keld Rating 1 for the past 2 years with their curent insurer’? " Mo v &g
Farmly MCD

Calculated MCD Level Rating 1 for Life

Ok | Cancel Apply Help

e Enterthe Insured’s Years of Driving Experience
e Enfer Yes or No to ‘At Fault claims’ question
e Select NCD at last renewal response from drop-down list provided

The '‘Has the Insured held Rating 1 for the past 2 years with their current insurer?’
question will appear when a rating of 1-60% is selected in the NCD box. By answering
‘No’ to this question the following question will appear ‘Would you like the maximum
NCD protection option?2’ Select required NCD protection option

o If the Insured’s date of birth is less than 25, a rating other than Rating 1-60% is
selected from the drop-down list , you have selected ‘No’ to the question ‘Has
the Insured had any At Fault accidents in the last 5 yearse’ and the system has
rated the Insured less than a Rating 1 then the Family NCD questions will appear
and your answers to these will determine the Insured’s eligibility or otherwise, for
the Family NCD Discount

The 'Calculated NCD level Ratfing’ will now be displayed at the bottom of the
screen.

e Select the ‘Details’ tab
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Figure 2.1.2.3 — Motor Vehicles Screen — NCD Questions Tab (When Client is ‘Group’,
‘Family’ or ‘Company’)

Motor Insurance @

Fdotar Insurance] Listed Dirivers  NCD Questions l Details] Frewviouz Histor_l,l] Inzured Details]

HCD
YWhat iz the Insured's Date of Birth? 114051986
Haw many years Maotor YWehicle Insurance has the Insured had? 0
‘Yearg Driving Experience of [nsured? 0
Haz the Insured had any At Fault accidents in the last & vears? * Mo [~ Yes

Last 12 Months: I the 2nd Year: If the 3rd ear:
I the 4th *Y'ear: Ir the Bth Y'ear:

Inzured's MCD at Last Renewal? |Hating B - 0% j
Farmly MCD

Are all Insureds under 25 vears of age? " Mo [+ ey

Are any of the Inzured's parent's motor vehicles insured with Suncorp? " Mo [ Yes

Calculated MCD Level:

0k | Cancel Apply Help

e Enter the Insured’s date of birth*-see release notes\help text for assistance in
determining which ‘Insured’ date of birth to enter

e Enterthe Insured’s Years of Driving Experience
e Select NCD at last renewal response from drop-down list provided

The 'Has the Insured held Rating 1 for the past 2 years with their current insurere’
question will appear when a rating of 1-60% is selected in the NCD box. By answering
‘No' to this question the following question will appear ‘Would you like the maximum
NCD protection option2’ Select required NCD protection option

e If arating other than Rating 1-60% is selected from the drop-down list, you have
selected ‘No’ to the question 'Has the Insured had any At Fault accidents in the
last 5 years2’ and the system has rated the Insured less than a Rating 1 then the
Family NCD questions will appear and your answers to these will determine the
Insured’s eligibility or otherwise, for the Family NCD Discount

The 'Calculated NCD level; Rating’ will now be displayed at the bottom of the
screen. Select the ‘Details’ tab
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2.1.3. Details Tab

Figure 2.1.3.1 - Motor Vehicles Screen — Details Tab

Motor Insurance

rdobor Insurance] Ligted Drivers] WCD Questions  Details ] Previous History] Inzured Details]

Wehicle [dentification Mumber || |F!egistlatinn MHumber j

Detailz

Does the vehicle have any MODIFICATIONS which make it different fram the ™ Mo O Yes
gtandard manufacturer's specifications? For example, modified suspengion or

exhalst, increased engine autput or body kit.

Does the vehicle have any ACCESSORIES fitted that are not standard far this & Mo Yes
td ake/Model [optional accessonies fitted by the b anufacturer or Dealer should

HE

be ligted)?
| the motor vehicle roadworthy and undamaged [excluding hail damage]? O Mo O Yes
Does the motor wehicle have any existing hail damage’? Mo O Yes

QK. | Cancel Apply Help

e Enfer Vehicle Identification Number or Registration Number

e Select Registration Number or VIN number from drop-down box depending on
which data was input above

e Answer all listed questions
NOTE: If the vehicle has modifications, a ‘Yes' answer will display Figure 2.1.3.2 —
Motor Insurance Modifications Screen

NOTE: If the vehicle has added accessories, a ‘Yes' answer will display Figure 2.1.3.3
— Motor Insurance Accessories Screen

e Select the 'Previous History' tab and go to section 2.1.4 — Previous History Tab
below
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Perzonal

Lines

gure 2.1.3.2 — Motor Insurance Modifications Screen

Haz the wehicle been modified or altered to include any of the following:

|nizreased engine output e.g. from B oyl to Scyl; overzize pistons,

modified camszhaft, ete.

Petral turbo charger or supercharger [non manuafacturer fitked]

Fibreglazs/carbon fibre body panels.

Perfarmance enhanced computer chip [non manufacturer fitted]
Body kit [Full]
Body Kit [Partial]

tag Aoy wheels [nhon manufacturer fitked]

todified Suspension [Raized, lowered or stiffened]

Internal roll cage anddor internal racing harness fitted

Structural changes which alter the construction of the vehicle

[e.a. convertible, lengthening, shortening of chasziz]

todified Fuel System [ea. Carburettar, hi-flowe air intake system)

Gaz Corversion [LPG or Matural Gag)
Exhaust Spztem [Mat Standard]
Mon-Standard Electrical Acceszonies up to $3,000

Mon-Standard Electrical Acceszones over 33,000

Harlequin/Chameleon Paint Finizh

? Help | xl::an.:e|| / 0K |

]

SUNCORP
Modifications

1

W R ENENR W

EEEERER

Populate fields as required

Select ‘OK’ to return to the Details Tab

POS Personal Lines User Manual v12.01.1 = February 2012
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Figure 2.1.3.3 — Motor Insurance Accessories Screen

&

Perzonal SUNCOREP
L ines Arceszories
Accessones |

&dd
[

Fleaze Hate:

* Aoceszones marked with an aztenizk are autamatically
included under your palicy. Click 'HELP® for a Lizt of
Acceszones that do not need to be specified.

lil

If the Acceszon or Modification iz MOT noted in the e !

listing above, pleaze press HELP IR Close |

o Select ‘Add’
o Highlight Selection from drop-down list
o Select ‘Save’

o Select ‘Close’ to go back to Details Tab
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2.1.4. Previous History Tab

e Read the Insurance Reference Service dialog box to the Client as shown in figure
2.1.4.1

e Select 'OK’

NOTE: If the Client does not agree the quotation will not be able to be calculated.

Fiiure 2.1.4.1 — Insurance Reference Service dioloi box

0 when considering insurance applications we may consulk a central database known as the Insurance Reference
Service. This database contains information such as insurance claims hiskory, This inquiry may take place during the
course of this applicakion.

0]4 |

Figure 2.1.4.1 — Motor Insurance Previous History Tab

Mator Insurancel Lizted Driversl MHCD Guestinnsl Details  Frevious History | Inzured Detailsl

[retailz

[retails

Ok Cancel Apply Help

e Answer each Driving History question
e Answer Accident History question

e Complete previous insurance details (if required)
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¢ Answer Criminal History question

NOTE: Answering ‘Yes' to any question with a ‘Details’ button next to it will bring up
further screens to complete as detailed below.

e Select Insured Details tab shown in figure 3.1.5.1 once the additional (if required)
screens have been completed and go fo section 3.1.5 — Insured Details Tab

Figure 2.1.4.2 — Yes, Driving Licence has been suspended, cancelled or restricted

]

SUNCORP
Lines Suspended or Cancelled Licence

Reazon

Haow mary times wags the licence suspended, cancelled or restricted far;

Diriving under the influence of alcohol or drugs (DU or
any ather blood aleohal [BAC] related offence

Accumulation of pointz or any ather driving offence

? Heln | annn:ell / 0K |

o Populate relevant field

e Select 'OK’ to return to Previous History Tab

igure 2.1.4.3 — Yes, Driven without appropriate licence

X]

Personal SUNCORP
Lines Driven without an approp riate licence

Haow marny times:

Diriven without an appropriate icence or whilst suzpended,
cancelled or restricted? |

? Help | xl:ancell V 0K |

¢ Confirm how many fimes this has occurred

e Select ‘OK’ to return to Previous History Tab
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Figure 2.1.4.4 — Motor Claims History Screen

X]
Personal SUNCORP
Motor Claiyms Hiztory

Arnavint

fl mclify

| Add
[on /007000
e

[elete
Save

Canizel

e Select '‘Add’
¢ Make selection from drop-down list
e Select 'Save’

e Select ‘Close’ to return to Previous History Tab
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Figure 2.1.4.5 — Motor Criminal History Screen

Motor Criminal History X
Pergonal SUNCORP

Lines Criminal History

Offence v'ear Of Offence D etails

kel mddify
[elete
Save

Cancel

—

o Select ‘Add’
e Make selection from drop-down list
o Select ‘Save’

e Select ‘Close’ to return to Previous History Tab
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2.1.5. Insured Details Tab

Figure 2.1.5.1 — Motor Insurance Insured Details Tab

Motor Insurance

hotar Inswance] Lizted Dlivers] MCD Questians] Details] Previous Histary  Inzured Details l

O Clientis an Family  Eisting SUNCORP Client Code [If applicable] |
" Client iz a Group " Client is a Compary

O v

M ame
Given Mame(z)
* |F'ositive * tale  Female

Surname Date of Birth

13/1141955

®

|Manual

[ Estate Of

b ailing Address

tailing Mame [eg. Mrd Smith]  *

Care Of |

Building/Property M ame | Flaar

Street Mumber [from] |266 [ta] it Mumber
George * 5T j
BRISEAME

br j |F' b anal

Street Mame/Foztal Service *

Suburb x

Contact Detailz
Email Addrezs |

Phone Mo 1 =

[07F) 3322 3333 Phone Mo 1 Indicator *

Wk,

Led Lo

Phaone Mo 2 | Phone Mo 2 [ndicatar |

tanual, Positive
266 GEORGE 5T
BRISBAME QLD

4000

* Denotez mandatory figld

Ok | Cancel Applhy Help

e Confirm all the Client's details are correct
o Select ‘Apply’

NOTE: If there is any missing data required by the system, a Warning screen will
pop up aft this stage.

e Select 'OK’
NOTE: If a further warning screen pops up, click ‘X’ in the top right hand corner.

The system now returns to the Personal Lines screen — Figure 2.1.6.1 — Motor
Insurance Premium Not Calculated
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2.1.6. Completing a new Motor Vehicle Quote

Figure 2.1.6.1 — Motor Insurance Premium Not Calculated

Setup  Help
SR Cl Manual, Positive Mew Quates
-5 2EE George St Brishane 4000 |
¥ 2008 MINI COOPER 5 JOHNWORES RSE POSMAN [-FREMIUM NOT CALCL
Motor Vehicle |

Exizting Quotes

Mizcelaneous

Period of Insurance

Other Policies
Summary
< | 3 Calculate |
Surmnmary
Premium FSL GST Stampliuty Fees Papable
oo+ ooo o+ oo + noo + noo| = .00

A e
g Folicy) ppLIcy
Information HUMEER:

..:;1?. =§Q| | W| é_:@l anncell VDK |

e Select ‘Calculate’
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Figure 2.1.6.2 — Motor Insurance Premium Calculated

Setup  Help
SRER anual, Positive Mew Quotes
-4 266 GEORGE 5t Brizbane 4000 |
¢ 2008 MINI COOPER 5 JOHMWORKS RSE POSMAN [$1206.73)
b atar Yehicle |

E izting Quotes

Mizcelaneous

Period of Insurance

|
|
Other Policies |
|

Surnrnary
Surnrnary
Premium FSL GST Stampliuty Fees Payable
104479 + oo + 04,48 + a7 46 + noo = 1206.73

SL

HEd 0 - —
| et | | | < | %] o
AR, | 2 | = | g -

" .A.s.s/\_'g—a-
g Folicyl poLIcy
Information HUHEER:

o Select ‘OK’ to return to the Client Quotes Screen (Figure 23)
o Select ‘'OK’

e Select 'Close’ to leave Client record

2.2 Motor Vehicles Modify/Delete Existing Quote
2.2.1. Existing Quotes — Modify

From the Personal Lines screen

e Highlight the quote to be modified

e Select ‘Modify’

e Select each tab where data is fo be modified
e Update data

e Select 'Apply’

Depending on the data that has been modified, the Excess Reset screen may
appear
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Figure 2.2.1.1 — Excess Reset warning

Personal Lines

!‘_‘ Due ko the Modifications made to the Motor Options, the Excess may have been reset back to the Default excess for this Yehicle,

Plzase confirm the Excess before proceeding.

e Select 'OK’

At this stage a Warning window (as detailed previously in section 2.2.5) may
appear to either request further information or highlight an anomaly eg. Bull bar
added as an accessory

e Select 'OK’
e Close Warning window by clicking on ‘X" in top right hand corner
e Select 'OK’

The system will now return to the Personal Lines screen showing that the premium has
not been calculated.

o Select ‘Calculate’
The system will now provide an updated quote calculation.

2.2.2. Existing Quotes - Delete
From the Personal Lines screen

e Highlight the quote to be deleted
e Select '‘Delete’

Figure 2.2.2.1 — Delete motore

Personal Lines

\_:..:) Are wou sure you wank to delete the selected motor,

Yes Mo

e Select 'Yes’

The system will now return to the Personal Lines Main Screen no longer showing the
quote that was deleted.

o Select ‘'OK’
The system will now return to the Client Quotes screen
o Select ‘'OK’

o Select ‘Close’ to exit out of the Client’'s record(s)
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3. Personal Lines Main Screen Options

3.1.1. Policy Information
This button provides references to what each Suncorp policy covers.

3.1.2. Assign Policy Number
This button will start the process of converting the Client’s quote to a policy.

e Select 'Assign Policy’

Figure 3.1.2.1 — Convert To Live Polic

Conwvert To Live Policy

0+ fzzign MEW Paolicy Muriber

xcan.:e|| w oK |

e Select 'OK’

A dialog box will be displayed showing the Policy Number and a disclosure
requesting confirmation.

e Select 'YES' to display the FSR Screen, Figure 3.1.2.2

Figure 3.1.2.2 — FSR Screen

FSR Screen E3

| PERSONAL MOTOR FSR REQUIREMENT

—FOR TRANSACTIONS COMPLETED BY PHONE:
You must read the following message to the customer

Your Motar Yehicle Insurance policy is issued by <Suncorp Metway Insurance Limited>. You have a 21 day -
cooling off period. If you decide to cancel and haven't made a claim in that time, you will get a full refund. If you
cancel your policy after the cooling off period a cancellation fee will apply.

WWe will send you a Product Disclosure Statement and your certificate of insurance. It is very important that you
read these carefully as they contain full details of what's insured and what's not insured. If you wish, | can read
to you some more information now about your policy cover and what you can do if you're not happy with our
product or service. Would you like any mare information?

Cancel No
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o Select 'YES' or ‘NO’ depending on the Client’s response having been read the
FSR question

o ‘'YES' will cause a dialog box providing basic details of the client’s policy

to pop-up
=  Select 'OK’ to access the '‘Choose Document to Print’ screen,
Figure 3.1.6.1

o 'NO’ to access the ‘Choose Document to Print’ screen

3.1.3. Refer to Suncorp Metway

Where a risk requires verification and/or referral, this button launches the Personal
Lines Authorisation screen.

Enter the Authorisation Code (as supplied over the phone by a Suncorp support
officer)

3.1.4. Insured

This button will launch the Insured Details screen for changes to, or completion of, the
insurance details

3.1.5. Premium

This button will launch the Adjusted Premium screen (Figure 3.1.5.1) for modification
of a premium on both Annual and Monthly policies.

This screen allows the user to apply a discretionary discount up to $50 (or more with
authorisation) to reduce the calculated premium.

Commission can also be adjusted to reduce the premium further. The discount must
be done first prior to the commission being reduced

Figure 3.1.5.1
Perzonal SUNCORP
Lines Adjusted Premium
Premiurn Total
2005 FORD FALCON XT Ba MEIl DDCOMM fEMILMm [ 0ia1s
Calculated Premium Commizzion Digzount % Loading %= Adjust Premium
B04.26 57.54 j.on B04. 26
0.an
0.on
Section SubT otal B04.26
Other Rizgks
.00
Broker Fee
% & GST
0 0.00 0.00 0.00
Total Al Rizks
‘ ? Help | xliancell B4 76

To adjust the premium, press ‘Allow Discount’ and enter the single use code supplied
to you by your Suncorp support consultant.

After you have entered the correct code, enter the full desired new premium in the
Adjust Premium field.
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3.1.6. Print

Figure 3.1.6.1 — Choose Document to Print

Choose Document to Print

I [ Gectior/Ealicy Eancel ation

I | Certificate of Earency
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3.1.7. Q (QuickQuote)

This button converts the mode of use of Personal Lines for Full Quote mode (default)
to the QuickQuote mode.

3.1.8. Miscellaneous Buttons

Period of Insurance
This button allows modifications to be made to the insurance period.

Interested Party
Selecting this button allows for changes (additions/deletions) to an interested party.

If the listed party has more than one branch each branch will be listed under ‘Branch
Details’ and the correct branch can be selected from here.

If the required party does not appear within the ‘Institution’ list
¢ Remove the fick from ‘Listed Institution’ box
e Complete all details on the resulting form

Summary
This button shows a breakdown of the quote as depicted at the bottom of the
Personal Lines screen.

<End of POS Personal Lines User Manual>
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