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Topics Covered in this Manual:

1. Processing Renewals
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Processing Renewals

1. Login to First Insite - User Name and Password

2. To view a list of renewals, click on the number of accounts listed beside Accounts
Eligible for Renewal, or perform a search by entering the Loan No., Insured Name, or
Policy #
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http://www.firstinsite.ca/

Processing Renewals

3. Locate the contract
you wish to renew
either by locating the
account in the list

— — and clicking Renew

or by performing a

Search




Processing Renewals

4. Enter/confirm the policy

premium information
NOTE: be sure to put a
value in minimum retained
field, even if "0”

5. Review the pre-selected
list of questions and
click Next




L
Processing Renewals

6. Select Pricing
Program

7. Click Rate Calculate
or Increase Down
Payment for rate

a calculator

8. Optional Coverage
Information fields
Note: optional at this
stage. Can be

completed upon client

e acceptance

/ 9. Broker can either:

(A) Proceed with
Renewal Submission
or (B) Save and Print

9 Q @ Renewal Summary

&
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(A) Proceed with Renewal Submission

11.Confirmation that your Renewal has been submitted for processing

Erancais
'3 O Logout

For help call 1-688-232-2238

i b W L L

Account # Customer Name; Pobcy #:
t

Summary Dashboard Accounts

juote uote Requests 1]
The contract has been submitted for procesging. ID # 11677
L

& Submit Another Account
" " —




(B) Print and Save Option

Invoice Payment Options

Policy Payments ID 160008585
Insured:BCD Logistics Account No. BCOL
e A Invoice Date February 8, 2018
Ottawa, ON, K1K 1K1 ,
Tel: (813) 565-1212 Balance Due $10,000.00
Currency CDN

Please return payment or signed form so as not to affect your coverage. Please mail to:

Best Insurance Brokers Inc.
4400 Second Street
Ottawa, ON, KBH 287

Tel: (813) 555-1212

A. Payment in Full

Send cheque or money order for $10,000.00. Make all cheques payable to Best Insurance Brokers Inc.. Payment is due the effective
date of the insurance coverage.

B. Credit Card

To complete your payment by credit card go to www._PolicyPayments com/Best and enter ID: 160008585 and follow directions on

screen. An administration fee may apply.

C. Monthly Instalments — PLEASE READ THE ATTACHED AGREEMENT AND SIGN WHERE INDICATED

TOTAL PREMIUMS DOWN PAYMENT 11 MONTHLY FINANCE CHARGE FLAT RATE
INCL.TAX INSTALLMENTS OF
$10,000.00 $860.30 $860.25 $323.00 3.23%

To pay monthly please sign the attached agreement and attach a VOID cheque.

Flease ensure any cheque issued for a down payment and/or past due instalment is made payable to Best Insurance Brokers Inc..

Please provide your emai and cell phone number. This information is only used to
plan.

Insured Email:

Insured cell phone #:

Attach VOID Cheque or complete below banking information :

Bank Account Title (or name):

Financial Instituion (Bank) Number (3 digits):

Branch (Transit) Number (5 digits)

Bank Account Number:

SAMPLE

LT 1!!;3!—!&'01 1574 =530

Bank Transil
Institution Number  Account Number
1E2500 135432 m A4 1574 k2D

ding this

No client signature is
required for renewal

NOTE: this does not mean
your renewal is submitted.

Login to firstinsite.ca
to submit the renewal



http://www.firstinsite.ca/

(B) Print and Save Option - Renewal
Submission

1. Login to First Insite - User Name and Password

2. Using the tabs at the top, select Account Submission List,
locate the contract and click Submit Account



http://www.firstinsite.ca/

(B) Print and Save Option - Renewal
Submission

3. Confirm/complete
policy details if

GO necessary

NOTE: for MGA policies,
premium breakdown is
9 required

4. Once all policy
information has been
entered, click Step 3




(B) Print and Save Option - Renewal
Submission

5. Review Client Banking
Information and Update
(with void cheque) if
required

6. No need to print and sign
— simply click to agree to
the statement

7. Click Complete On Line
Submission

e S e Banking info carries through
X el Update banking info if necessary




(B) Print and Save Option - Renewal
Submission

8. Confirmation that your Renewal has been submitted for processing

>




Contact Us

Contact a member of your dedicated service and support team with any
questions or you can reach us at:

clientservices@firstinsurancefunding.ca

1 888 232 2238



mailto:clientservices@firstinsurancefunding.ca
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