
Quotes



Agenda

Topics covered in this guide:

1. Creating a Quote

2. Quote – Adding Policy 
Details 

3. eSignature with DocuSign

4. Editing a Quote

5. Tips



Login

› Click on the First 
InSite Enhanced™
login button 
firstinsurancefunding.ca

› Login with your user 
name (email 
address) and 
temporary password

› Select Quotes



› Select Pricing 
Program

› Enter effective 
date and coverage 
type

› Enter premium 
information and 
click Calculate

TIP: Click the 
search button to 
reveal a list of 
coverage types to 
choose from

Creating a Quote



› Select first
payment due date
and click
Recalculate

› Review financial
info and choose:

a) Payment Options 
to create a quick 
quote, (A Payment 
Options Form you can 
send to your client)

OR

b) Full Quote to 
complete policy 
information



Quote Workflow – Payment Options

› Enter insured 
name and 
address

› Choose the 
language for 
the client’s 
documents

› Enter the 
client’s email 
address

› Click Submit



Paperless Payment Option

› Select Paperless Payment Option (eSignature)



Paperless Payment Option

› Indicate email notification preference and type in customer 
email address. Click OK to proceed



› You will be returned 
to the Terms screen 

› An email with a link 
to view the payment 
options online with 
the PFA attached will 
be sent to the 
email(s) you selected 



Paperless 
Payment Options

› Insured begins 
process by clicking on 
link in email and 
reviewing the 
Payment Options 
offered by your 
brokerage



Pay in Full - Cheque
› Upon selecting Cheque, directions will appear for insured to 

send payment to broker



Pay in Full - Credit Card

› Upon selecting 
Credit Card, 
insured will be 
directed to an 
encrypted and 
secure self-serve 
credit card page to 
complete their 
payment



Monthly Payments
› Upon selecting Monthly Payments, insured will be directed 

to DocuSign to initiate eSignature



eSignature | Client Process



Broker Signature

› Once insured signs 
the Premium Finance 
Agreement, you will 
receive an email to 
access the document 
and complete the 
process 

› Click Review 
Document to 
proceed



Broker Signature

› Click Continue



› A Payment 
Options Form 
will display, 
including the 
information 
entered by 
insured. Click 
Start

› Answer the 
down payment 
questions and 
click Next



› Click Sign

› Review 
signature. Click 
Adopt and 
Sign

› Your signature 
appears in  
document. Click 
Finish



Paperless Process Complete

No more printing, scanning, or emailing necessary 
with new paperless workflow

› Upon completion FIRST 
Canada will be 
automatically notified of 
the completed submission. 
Notice of Acceptance will 
be sent to Broker and 
Client once the contract is 
processed.



Print Payment Options
› Select Print Payment Options



› Your Policy Payment 
Options Form is 
created and ready to 
present to your client



› To add policy 
details to your 
quote choose 
Full Quote



Quote Workflow – Full Quote

› Enter insured 
name and 
address

› Choose the 
language for 
the client‘s 
documents 

› Enter the 
clients email 
address 

› Click Submit



› Pop up notifies that 
fields entered on terms 
page will be 
recalculated. Click Ok

› Review General Loan 
Information and click 
Next

TIP: You can opt to send 
notifications to clients by 
email by clicking the check 
box and entering an email 
address



› Enter policy 
number, 
coverage type 
and effective 
date

› Enter carrier info

› Review premium 
amount, fees and 
taxes and click 
Save



› Click Next to continue

TIP:  You can add multiple policies to one contract



› Review financial info and click Save



› Review info and 
click Payment 
Options

TIP: Customer 
details and banking 
info are required 
prior to submission



Editing a Quote

›You must duplicate a 
quote in order to create a 
version that can be edited

›Select Quote Search from 
the main screen

› Enter quote number or 
name and click Search

› Click on the double paper 
icon (copy quote) 



Duplicate a Quote

› Upon clicking copy, a 
pop up notification 
appears. Click OK

› Edit information as 
necessary and follow 
previous steps to 
complete the quote



Tips

1. Your login is always your email address

2. Login credentials and a temporary password will be emailed 
to you within 5 business days from training

3. After initial login you will be required to create a password. 
This password must be 8 characters and include numbers, 
special characters, lower and upper case letters

4. Training guides, videos, and FAQs available on our website –
Visit First InSite Enhanced™ tab



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

