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Key changes

New design

Expect a new look and feel. We 
are moving with the digital times 
by investing in our systems to stay 
current and competitive.

Better functionality

Increased excess options, more 
detailed summaries and cost 
breakdowns now include any 
discounts and IPT.

Easy access

The new home page includes  
the five most recent quotes,  
an area to effortlessly monitor 
outstanding actions, and a  
place where all important 
documents can be found.

Simple processes

You’ll have more flexibility around 
quote variations. Clients wanting 
different cover options? No 
problem – this can now be 
selected at life level.

Quotes can be created on behalf 
of another person, member details 
can be duplicated for new quotes 
in one click and add-ons can  
be included at quote stage.

These are just some of  
the many changes we  
have made.

You’ll find a new change  
when you spot this icon.
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Benefits of the Portal

Stronger relationships

We want you to be able to build 
stronger relationships with clients; 
the new portal will mean you have 
everything at your fingertips to 
offer a more informed and 
transparent journey.

Speed

Any updates made to quotes via 
the portal are copied in real time 
to our internal system.

Security

These changes will help us to 
ensure we’re keeping our 
members’ details safe.

Fewer calls

As much as we love to speak with 
you, we know having to call us can 
take up your time – that’s why we 
have given you the tools to be as 
self-sufficient as possible.

Fewer clicks

We’ve removed many manual 
processes to keep things simple 
and easy.
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User guide
Consumer Intermediary Portal

This is an interactive document to guide you through 
using the new Consumer Intermediary Portal.

Throughout the guide, there are links and buttons to help 
you get to where you need to go.

These icons take you to the next page in the guide. 

These icons will take you to the contents page.

  Buttons like this, will take you directly  
to the section you choose.

Purchase >
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Core 
navigation 01
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Core navigation 

At the top of the page, you can navigate to 
create a new quote, view your outstanding 
actions and all previous quotes. You can also 
view FAQs and Bupa contact details. 
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

You are here: Bupa Intermediaries / Home

Logged in as: Name Surname

Edit profile >

Log off >
Home Create a quote Your Outstanding Actions Your Quotes FAQs Contact Us
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Core navigation 

Here, you can start creating a new quote and 
see more details about what’s included with 
FMU/MORI, Switch and XGS by clicking the 
small blue icons to their right. 

When you’re ready to start a new quote, 
simply press on the Start new quote button.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Core navigation 
Below are examples of the kind of tool tips 
you’ll see throughout your new Consumer 
Intermediary Portal.

Wherever you see this icon you can click 
it to see more detail about the section.?
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Core navigation 

On the Home page, you can also see your  
five oldest outstanding actions.

Using the buttons on the right of each line  
you can also quickly do the following:

download the quote into a PDF 
document to send to your client

open the quote to see what actions  
are outstanding

An Outstanding Action is an order/sale that 
we are not able to set up due to missing 
documentation, incorrect customer data, 
some form of underwriting query.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Core navigation 

Further down the page you can also see you 
five most recent quotes. This includes the  
client’s name, the product they have been 
quoted for, the unique quote reference and  
the status of the quote so you can see where 
you’re up to.

Just like your outstanding quotes, there are four 
buttons within the Action column, to help you 
with some quick actions:

download the quote to provide to the 
client, if the quote has progressed that far

cancel or delete the quote

copy the quote, for example if you’d  
like to create a variation but keep  
the original

open the quote, to pick up where  
you left off
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Core navigation 

Lastly, at the bottom of the page, you’ll find 
lots of important and useful documents for 
you and for your client.

You can download these for yourself or to 
distribute to the client as needed.

Simply press the blue download icon to  
the right of the required document.
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Starting 
a quote 02
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Starting a quote 

Click Start a new quote.

Choose from New Business, Switch or XGS 
and confirm eligibility with applicant 
depending on the customer’s needs.

The screen will outline the eligibility 
requirements for each joining scenario. 

Simply click Accept and continue to start  
the journey.

New Business

This is for New Full Medical 
Underwriting (FMU) or Moratorium 
(MOR) Business.

Switch

This is for customers switching 
from another UK PMI scheme.

Bupa Ex Group Scheme (XGS)

This is for customers transferring 
from a Bupa Group Scheme.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Starting a quote

On this page, you’ll need to enter the 
following details for the main applicant:

Here you can change between joining 
scenarios by clicking Change Indication Type 
and selecting ‘FMU or MOR’

Once you’ve provided these details  
click Save.

You can also add additional members,  
by pressing the Add Family Member  
button underneath.

Cover  
start date

Name Postcode Occupation
DOB  

or Age
Smoker 
Status
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Starting a quote

When adding additional members to the 
quote on this page, you’ll only need to  
enter these details:

    relationship 
    DOB or age 
    smoker status

You can add multiple additional family 
members in the same way. If you add in an 
additional family member and would like to 
remove them, you can do this by selecting 
the remove icon.

Relationship to 
main member

DOB  
or Age

Smoker 
status
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Starting a quote

You now need to select the product options:

Additionally, you can define the out-patient 
limit and add-ons for the respective product.

Then click calculate price.

Excess amounts Cancer cover Hospital access
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Starting a quote

Once you’ve included any add-ons and 
calculated the prices, you’ll see the quote 
prices laid out both monthly and annually, 
along with any discounts. 

If the member is happy to proceed based on 
these indications, click Progress to quote in 
the relevant products box.

If you decide not to progress at this stage 
the quote will not be saved.
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New business 
quoting 03



20

Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

New business quoting

Once a quote has been progressed, you’ll  
be provided with a summary of the quote, 
including the Quote ID and a reminder of  
the eligibility criteria.

You’ll now have the opportunity to choose  
the underwriting terms, choosing between  
Full Medical Underwriting or Moratorium.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

New business quoting

At this point, you’ll need to capture the 
remaining applicant’s details if any are 
missing such as the name of any of the 
additional members added earlier.

This also gives you the opportunity to 
amend any of the main applicant’s details 
here if required.

You can also vary the level of cover or 
add-ons at this stage, and even add 
additional members by clicking the  
Add Family member button.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

New business quoting

You’ll need to start entering the details for  
the additional members at this stage.

The detail required are:

 �  name

 �  smoker status

 �  relationship to main applicant

 �  date of birth

By selecting exclude here you can create an 
indication that doesn’t include this member. 
However their details will be restored if there 
are additional quotes you’d like to include 
them on.

Unlike the old portal, you now also 
have the ability to vary the level of 
cover for each individual in the quote, 
and can do so using the drop down 
menus under Cover Detail.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

New business quoting

Underneath, you’ll find some important 
information about the chosen underwriting 
method, as well as a total breakdown of the 
cost of cover. 

All members must have the same 
underwriting type to be on the same policy.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

The documents you’ll need to distribute to 
your client will be located just underneath 
along with a check box for you to confirm that 
you have provided this information.

Please note that their may be a slight delay 
from when you save the quote and the 
document becoming available.

New business quoting
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New business quoting

You can get a PDF copy of the quote to 
provide to your client by clicking the 
Download button just under the 
document section.

Or, if you’re ready to create the purchase, 
click the purchase button.

Purchase

This new quote document has much 
more detail around product and 
pricing than the old version.
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Switch 04



Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Bupa Ex Group Scheme (XGS)

This is for people transferring from 
a Bupa Group Scheme

Switch quoting

Our new portal now allows you to quote 
clients wanting to Switch. To do so follow 
these steps.

Click Get a new indication

Choose Switch and confirm eligibility with 
the applicant.

Simply click Accept and continue to start  
the journey.

New Business

This is for New Full Medical 
Underwriting (FMU) or Moratorium 
(MOR) Business.

Switch

This is for people switching from 
another UK PMI scheme

27

Logged in as: Name Surname

Edit profile >

Log off >
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Switch quoting

On this page, you’ll need to enter the 
details you can see on the right. 

Once you’ve provided these details  
click Save.

You can also add additional members,  
by pressing the Add Family Member  
button underneath.

Cover  
start date

Name Postcode Occupation
DOB  

or Age
Smoker 
Status
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Switch quoting

When adding additional members to the 
quote on this page, you’ll only need to enter 
these details you can see on the right.

You can add multiple additional family 
members in the same way.

Relationship to 
main member

DOB  
or Age

Smoker 
Status
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Switch quoting

Once you’ve entered the details for the main 
member and any additional members, you’re 
required to provide some basic information in 
the form of four yes of no questions.

These are the triage questions which will 
shape the quotes that are produced.

Ask the applicant the questions, and simply 
click the Yes or No box on the right, 
depending on their response.

If you’ve more than one applicant, they’ll be 
consecutively listed along the right hand side.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Switch quoting

At this point, you can set the basic product 
options like excess and hospital network.  
This will be applied to all applicants but you’ll 
have the ability to customise this for each 
member later in the process. 

Under that, you’re presented with the 
indicative quotes, detailing the per month  
or per annum prices.

You’ve the option to edit the details at this 
point by clicking Edit in the bottom right, 
which will reopen the fields above where you 
can amend the applicant’s details.

You can also include any add-ons, like dental 
cover, at this stage, by pressing the Add ons 
button within the product boxes. This will 
open a pop-out window.

Treatment and Care is 
now available on 
Switch policies
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Switch quoting

If your client wants to add Dental 20 to their 
policy, you can select this option from the 
drop down menu when generating a quote. 
You can add this at individual level once 
indicative quotes have been generated.

If you decide not to progress at this stage 
the quote will not be saved.



33

Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Switch quoting

Once you’ve included any add-ons and 
calculated the prices, you’re then presented 
with the indicative quotes, detailing the per 
month or per annum prices.

You’ve the option to edit the details at this 
point by clicking Edit in the bottom right

If the member is happy to proceed based on 
these indications, click Progress to Quote in 
the relevant product’s box.

If you decide not to progress at this stage 
the quote will not be saved.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Switch quoting

Once a quote has been progressed, you’ll  
be provided with a summary of the quote, 
including the Quote ID and a reminder of 
the eligibility criteria.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Switch quoting

At this point, you’ll need to capture the 
remaining applicant’s details if any are missing, 
such as the names of any of the additional 
members added earlier. 

There’s also the opportunity to amend any of 
the main applicant’s details here if required.

You can also begin to amend the cover levels 
and add-ons like excess amounts and 
out-patient limits here.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Switch quoting

You’ll need to start entering the details for 
the additional members at this stage.

The details required are:
 � name

 � smoker status

 � relationship to main applicant

 � date of birth

 � age
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Switch quoting

For Switch, you’ll need to ask the client to 
answer 4 questions about each applicant, to 
help determine price and eligibility.

These questions remain unchanged, but  
you’ll have more sight of them throughout  
the process once they’ve been completed  
in this stage.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Switch quoting

Below the triage questions is some important 
information about the chosen underwriting 
method, as well as a total breakdown of the 
cost of cover.

This breakdown now includes the monthly and 
annual breakdown, as well as the IPT amounts.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Switch quoting

Any changes you make on this page will need 
validating as they may affect the price of the 
quote. You can do this by clicking Confirm 
Member Details in the blue banner that 
appears at the bottom of the screen.

If you click the X on the left, it will  
disregard any changes made.

Once changes are validated, the price 
breakdown at the bottom of the page will also 
update. Now click Save Quote at the bottom 
right of the page and download the relevant 
documents you’ll need to distribute to your 
clients located just underneath, along with a 
check box for you to confirm that you’ve 
provided this information.
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Switch quoting

You can get a PDF copy of the 
quote to provide to your client by 
clicking the Download button just 
under the document section.

Or, if you’re ready to create  
the purchase, click the  
Purchase button.

Purchase

This new quote document has much 
more detail around product and pricing 
than the old version, as well as showing 
you and the customers the answers 
provided to any triage questions they 
may have answered.
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XGS 05
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

XGS quoting

Click Get a new indication

Choose XGS and confirm eligibility with 
the applicant.

Simply click Accept and continue to start  
the journey.

New Business

This is for New Full Medical 
Underwriting (FMU) or Moratorium 
(MOR) Business.

Switch

This is for people switching from 
another UK PMI scheme.

Bupa Ex Group Scheme (XGS)

This is for people transferring from 
a Bupa Group Scheme.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

XGS quoting

On this page, you’ll need to enter the 
following details for the main applicant:

On this page, you’ll need to enter the details 
you can see on the right.

Once you’ve provided these details  
click Save.

You can also add additional members,  
by pressing the Add Family Member  
button underneath.

Cover  
start date

Name Postcode Occupation
DOB  

or Age
Smoker 
Status
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

XGS quoting

When adding additional members to the 
quote on this page, you’ll only need to enter 
the details you can see here.

You can add multiple additional family 
members in the same way.

Relationship to 
main member

DOB  
or Age

Smoker 
Status
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

XGS quoting

Once you’ve entered the details for the main 
member and any additional members, you are 
required to provide some basic information in 
the form of five yes of no questions.

These are the triage questions which will 
shape the quotes that are produced.

Ask the applicant the questions, and correctly 
click the Yes or No box on the right, 
depending on their response.

If you’ve more than one applicant, they’ll be 
consecutively listed along the right hand side.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

XGS quoting

At this point, you can set the basic product 
options like excess and hospital network.  
This will be applied to all applicants but you’ll 
have the ability to customise this for each 
member later in the process. 

Under that, you’re presented with the 
indicative quotes, detailing the per month  
or per annum prices.

You’ve the option to edit the details at this 
point by clicking Edit in the bottom right, 
which will reopen the fields above where you 
can amend the applicant’s details.

You can also include any add-ons, like dental 
cover, at this stage, by pressing the Add ons 
button within the product boxes. This will 
open a pop-out window.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

XGS quoting

If your client wants to add Dental 20 to their 
policy, you can select this option from the 
drop down menu when generating a quote. 
You can add this at individual level once 
indicative quotes have been generated.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

XGS quoting

Once you’ve included any add-ons and 
calculated the prices, you’ll see the quote 
prices laid out both monthly and annually. 

If the member is happy to proceed based on 
these indications, click Progress to Quote in 
the relevant product’s box.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

XGS quoting

Once a quote has been progressed, you’ll 
be provided with a summary of the quote, 
including the Quote ID and a reminder of 
the eligibility criteria.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

XGS quoting

At this point, you’ll need to capture the 
remaining applicant’s details if any are 
missing such as the name of any of the 
additional members added earlier.

This is also the opportunity to amend any of 
the main applicant’s details here if required.

You can also vary the level of cover or  
add-ons at this stage, and even add  
additional members by clicking the  
Add Family member button.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

XGS quoting

You’ll need to start entering the details for  
the additional members at this stage.

The detail required are:
 �  name

 �  smoker status

 �  relationship to main applicant

 �  date of birth

 �  age

Unlike the old portal, you now also 
have the ability to vary the level of 
cover for each individual in the quote, 
and can do so using the drop down 
menus under Cover Detail.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

XGS quoting

For XGS, you’ll need to ask the client to 
answer five questions about each applicant, 
to help determine price and eligibility.

These questions remain unchanged, but 
you’ll have more sight of them throughout 
the process once they have been completed 
in this stage.

Our new portal now allows you 
to playback the answers to the 
triage questions.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

XGS quoting

Below the triage questions is some important 
information about the chosen underwriting 
method, as well as a total breakdown of the 
cost of cover.

This breakdown now includes the monthly and 
annual breakdown, as well as the IPT amounts. 
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

XGS quoting

Any changes you make on this page will need 
validating as they may affect the price of the 
quote. You can do this by clicking Confirm 
Member Details in the blue banner that 
appears at the bottom of the screen

If you click the X on the left, it will  
disregard any changes made.

Once changes are validated, the price 
breakdown at the bottom of the page will also 
update. Now click Save Quote at the bottom 
right of the page and the relevant documents 
you’ll need to distribute to your clients will be 
located just underneath, along with a check 
box for you to confirm that you have provided 
this information.
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XGS quoting

You can get a PDF copy of the 
quote to provide to your client by 
clicking the Download button just 
under the document section.

Or, if you’re ready to create  
the purchase, click the  
Purchase button.

Purchase
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Updating 
your clients 
details
Making changes to the quote that will  
affect the price, such as a postcode,  
date of birth or smoking status change. 

06
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Updating your clients details

Once you’ve clicked Save Quote during the 
steps outlined in this guide, if you need to 
change any of the information given, you can 
do so by clicking Edit at the bottom right of 
the screen, or at the top of the screen above 
Cover Summary.

Please note that if you’ve already proceeded 
to the Purchase screens, you’ll be unable to 
edit any details that may affect the price, and 
will need to create a new purchase.

Clicking Edit, will reopen the form sections 
above, allowing you to change any details, 
including the answers to any triage questions 
you may have provided.
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Updating your clients details

Changing any of the following fields, for  
any of the applicants, will result in a change 
to the quote already provided:

 � date of birth

 � smoking status

 � postcode

 � relationship status

 � triage answers
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Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Updating your clients details

These changes can impact the price of the 
quotes, so any changes made will need to be 
validated and the quotes will then update.

You’re able to change the details for any of 
the applicant members, as long as the 
purchase has not been created.



60

Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Updating your clients details

You can even amend the answers given to the 
triage questions.

Please be aware that if you make an alteration 
to any of the answers provided, this will be 
applied to all associated quotes to ensure that 
they are accurate.

If you want to change back, just update again.
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Updating your clients details

Any changes you make on this page will need 
validating as they may affect the price of the 
quote. You can do this by clicking Confirm 
Member Details in the blue banner that 
appears at the bottom of the screen

If you click the X on the left, it will  
disregard any changes made.

Once changes are validated, the price 
breakdown at the bottom of the page will also 
update. Now click Save Quote at the bottom 
right of the page and the documents you’ll 
need to distribute to your client will be located 
just underneath, along with a check box for 
you to confirm that you have provided this 
information.
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Purchase

Once you’ve clicked Purchase, a new screen 
will load and at the top, you’ll see a summary 
of the quote details like on previous pages.

Further down, you’ll be able to check and 
amend some of the member’s details, but 
you’ll also need to confirm additional details 
for the member, such as their title, birth 
gender, address, phone number and email.
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Purchase

When entering the address, you’ll already have 
entered the postcode earlier in the process,  
as such, all you need to do is click Look up 
Address and choose from the list that  
appears on the right.

Please ensure to include a contact telephone 
number and email address for the applicant in 
this section.

Once all is complete, click out of this window 
and click Continue to Payment at the bottom 
right of the screen. You can click Continue to 
Payment at the bottom right of the screen. 
Please note that if this is greyed out, there  
is a section of the form that needs to be 
completed before you can proceed.
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Purchase

Once you have clicked Continue to Payment, 
a new page will load. At the top, you’ll see the 
usual summary of the quote details.

Further down, you’ll need to enter the 
applicants Direct Debit details.

This can either be the individuals details or 
their company details. XGS customers can also 
use company bank details so long as this is 
not linked to company they have left from.

After all details have been filled out, click 
Submit in the bottom right.
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Purchase

After the payment details are entered, the 
application will process and load the 
subsequent screen.

You’ll once again be shown a summary of the 
order, but this page is also where you may 
need to provide additional documents such as 
Existing Policy documents or any necessary 
forms etc, which will be highlighted in red as 
part of the summary.
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Purchase

The system will prompt you for any 
documentation required, such as medical 
forms, previous policy documents or company 
billing forms.

To provide any of the documents being 
requested, just click Upload on the relevant 
line, and choose the document from the files 
on your computer from the pop out window 
that opens.

Please note the “Supporting Information via 
Intermediary Portal” is optional.
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Purchase

You’ll also be shown a recap of the triage 
questions you may have answered during  
the process.

You cannot change these answers at this 
point, if you need to amend any of these 
answers, you’ll need to contact Bupa to 
make any changes.

Unlike the old portal you can now 
view the answers to the triage 
questions at this stage.
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Purchase

Finally, you have another opportunity to 
download the relevant documents that the 
client will need. The documents shown will be 
specific to the policy chosen, to simplify  
the process.

You can choose one or multiple by selecting 
the check box to the left of each and then 
clicking download.

Once everything is confirmed, and correct, 
click Finish.

Doing so will close the purchase and return 
you back to the home screen.



70

Finding 
quotes and 
purchases 08



71

Home Create a quote 

You are here: Bupa Intermediaries / Home

Your Outstanding Actions Your Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >

Finding quotes and purchases

At the top of the page, you can navigate to 
create a new quote, view your outstanding 
actions and all previous quotes. You can also 
view FAQs and Bupa contact details. 

To find an existing quote or purchase, click  
All Quotes.

Home Create a quote 

You are here: Bupa Intermediaries / Home

All Actions All Quotes FAQs Contact Us

Logged in as: Name Surname

Edit profile >

Log off >
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Finding quotes and purchases

Here, you’ll be able to see a list of all quotes 
and refine them by the timeframe in which 
they were created.

You can also search for a quote using the 
client’s details, or the quote reference.

Once again, you’re provided with buttons to 
help you do the following:

download the quote to provide to the 
client, if the quote has progress that far

cancel or delete the quote

copy the quote, for example if you’d  
like to create a variation but keep  
the original 

open the quote, to pick up where  
you left off
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Finding quotes and purchases

As with other sections of the portal, there are 
tips and information located around the pages 
to help you.

Wherever you see this icon you can click 
it to see more detail about the section. 

Below are the tool tips from the quote  
search screen.

?
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