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AIA ADVISER PORTAL USER GUIDE | GETTING STARTED

1. Getting started

This user guide illustrates how to access and use the AlA Adviser Portal.

All active advisers and Licensees (via the nominated Responsible Individual user account) have access to the AlA Adviser Portal.

Using your AIA or ex-CommlInsure adviser code and password, access to the AIA Adviser Portal for the first time is via this link

or from the AIA Business Growth Hub.

() e b ey s g Ao e
i

s ez ot Futs © fiesouce Lty

Your New Adviser
Portal

Ecricr

Get more out of the AlA Adviser Portal @ Dot have a logie?

oL, Chick here

i e b e af
ot o carianid
reertaze, making the portal 2a.

arng ra e ynnr o ALG Grlmer Parmal, Goe tha e

s i) el o, b s,

1.1  First time Logging in: Migration of existing adviser code access

For existing and active adviser codes, first time access to the AIA Adviser Portal will require you to migrate your access.
To do this, click on this Get Started button shown below.

5
i

~ L, Watch this video for a
"‘ step-by-step guide on
how to migrate your
existing access to the
new AIA Adviser Portal.

Migrate your account to
unlock enhanced features

Errud oy nusee

FEPoE Sl AT S

Uitk achiiar coden
Cosdig ic i sovwas

'L-i* L N L

v e Bl o s s
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https://adviserretail.aia.com.au/au/en/welcome.html
https://youtu.be/kYTC_P_lTg8

AIA ADVISER PORTAL USER GUIDE | DASHBOARD

1.2 Logging in to the Portal after migration completed

Once you have successfully migrated to the new AIA Adviser Portal, you
can now log in via this link with your email address and password used to

setu our access.
@ Py

QI For security purposes, once you click on the next button, you will be asked
to enter a One Time Pin (OTP) code that will be sent to your email address.
AlA Adviser Portal Enter this code to finalise your log in.
Login to continue
~ L ., Logging into the new adviser portal is via your email
exome ‘ N ~ address and password. You no longer need your adviser
code to log in.
Password @ ‘
Remember me

Forgot password?

2. Dashboard

Y- O Once logged in, you will see the Dashboard. This
interactive dashboard provides a quick glance into 2
sections: Applications (New Business) and
Retention (In-Force). The dashboard will default to
show you all the applications and policies that are
assigned to all your adviser codes.

Welcome Bill

_a.-.
g/

PAGE 5


https://openam-aiaau-aus.id.forgerock.io/am/XUI/?realm=/alpha&authIndexType=service&authIndexValue=AIARABJUserLogin&goto=https%3A%2F%2Fopenam-aiaau-aus.id.forgerock.io%3A443%2Fam%2Foauth2%2Falpha%2Fauthorize%3Fclient_id%3DAUAdviserSite%26response_type%3Dcode%26scope%3Dopenid%2520fr%3Aidm%3A*%26redirect_uri%3Dhttps%3A%2F%2Fadviserretail.aia.com.au%2Fau%2Fen%2Fdashboard.html%26service%3DAIARABJUserLogin#/

AIA ADVISER PORTAL USER GUIDE | DASHBOARD

2.1 Switching between different adviser codes and/or consolidated view

To switch to a specific adviser code, enabling the portal to display

information specific to an adviser code, rather than a consolidated view,

Adviser code | Alllinked codes v you can select the relevant adviser code via the drop-down box in the
top right-hand corner of the page.

all linked codes v, Once the adviser code is selected, the dashboard will re-fresh and
display only the policies for that code.

Lokesh

2B0000T34 - AlA

cmlaia

2000000712 - AlA

Manage adviser codes

2.2 Applications Dashboard

The applications dashboard has 5 tabs plus additional information displayed at the bottom of the dashboard showing
applications with status changes in the last 7 days.

f_“-\ Agplcations Retention . .
S e , - a With underwriting for assessment
5o . se7 . o Outstanding requirements
Z 10 g 0 ) .
” SR —— - Ready to issue
s o i 0 .
0 Recently issued
i z4 P lked gnies =
R T e are s e Applications expiring soon
(@ "o Uhamumd Appiceter: precazasi « e i detalir e 25 bae ek acfhiny ik gy samling recpipemont feradin

Application actity  Exiseg business activicy

~ Click on the relevant tab or red arrow to

. I mEmmEl  CumEme o= " show further information in each section.
it B 1y 12 e
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2.21

Litwimmrnd =

With underwriting for assessment

Wiith undenarting for ssssecment

7 AT 1 T A 3 R A

Application A021205

Teaterka Data

0 Under sussnumant

Application details  Proposal

Payment summary

Total yearly premium

Yearly stamp duty

AlA Vitality discount applied

A Vitality fee

Requirements  Notes

$11788
$0.00

o

apphaan b2

Adviser code

All linked codes

Application Information

Life insured name

Date of birth

Submission date

Expiration date

Application days open

Underwriter name

UW contact number

AlA Australia email

Pradhuct Type

Proposals in application

Testerka Data

10 Jan 1980

30 Oct 2023

28 Jan 2024

4z

1800 033 450

Infohub®ala.com

Priority Protection

[ T

AIA ADVISER PORTAL USER GUIDE | DASHBOARD

The dashboard shows the life insured name,
application ID and last updated date.

Users can then click through each
application to view further details.

Payment Summary:

Shows premium summary, including Stamp
Duty, Vitality discounts and Vitality fees if
applicable.

Application Information:

Shows all the relevant information for the
application, including contact details and
linked proposals.
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Application detzits | Proposll | Gequirements  Momes
—_—
Proposal 8031 3867
e
wE Pl FiyTe Fregeree " - e
Testerka Data HALF_YEARLY LT Upfront 2000 P00
instalmens premium poyable et
InkualmEN St ity S0
Palicy les (YT
AR WRaliny les S
Vel indzalmant payabile LL= L]
MOT = Lite Cower, Stepped, Expiry age 100 Py
Application A021205 Aboes code | Mlked codes

Tesierka Data

& Under mmmwmers

Bequirernents oo

Application detads Proposal

Apigararmanl uphsad

Doxameris upicaded will remain n “Outstandng regurermenes” srisl e by
e Virw gided SO0
Undarwiiting recpirsmenis
s 2Ty 13 P
AckTiin FeguirETENLS
Crmdit Cand fitharity T iR pradesieg IPiT SppRarnn, we 1e 1 _ L =
Regnd o 30 O 262 rovide s a5 500N 35 possibin
: privi Bon 3% possi
. .
Application A021205 8 bk o
Teseria Data
PR
Application detaily  Progessl  Bequirements | Netes
_—
Nabes o the achiser
0 e 3 Faave note that 3ddrions’ LrogrARGng 5. EPETI Ty 0k regue e frlow - T
M G HI2Y T ytour applalie I8 Tor P (ower . goe Py be ol Gibke for A Baiem oo ubetl @O - i
e 3 (Evar e B 3o ad foe vy Jpplca
al Dash
v Ak lde el Total s P L
VAccide it Crisis Feooses
1 AL idert Income P -
usiers Soedy Plise tes grar product S csune docurand B e Ul e al condinses e et A (e
0 Gem 3D f wwe: hirvm requesbed = Bormaton for sierma parne. we baus uned T suchorny lornys pou prowded st Four
applesnem o ot 1y 3 agrde warhibp recusy ‘or oerrraren you el L - O
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Proposal:

Premium information is shown here, such as
mode, structure, and dial downs if applicable,
policy fees, AlA Vitality fees and total
premium.

Requirements:
In here you will see any Underwriting or
Admin Requirements.

You are also able to upload documents
directly to the portal for the UW/Admin team
to progress the application.

Notes:

Notes tab will display any notes left by an
underwriter/assistant pertaining to the
application.
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Outstanding requirements

Ready to issue

Recently issued

AIA ADVISER PORTAL USER GUIDE | DASHBOARD

There are 3 main types of requirements:
0 Admin requirements
0 Underwriting requirements

o Underwriting & Admin requirements

In addition to the above, this tab will also
display any Manual Applications.

0 Manual Application

Ready to issue:
Applications that are ready to be issued into
production will be displayed here.

Usually, they are pending Adviser
Instructions for commencement date.

Recently issued:

Recently issued policies will sit in this
dashboard for up to 7 days. It will also be
displayed in the bottom section of the
dashboard. After 7 days, it will be removed
from the dashboard and will only be shown
under the Policies menu (in-force).
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Applicanans esgiring seon

APFAIL W T B et T

i e g 0 v et |

2.3 Retention Dashboard

Agplications Retention

[
ET
9 3 125 2
: 1s : 567
3 10 0
&8 oo
0 0
¥ saved)

applcaton actrelly  privung business activiey

Watorence D ¢ e msared & Lpsaced ¢ Siatus ¢
Bt i 15

2.3.1 Upcoming anniversaries

AIA ADVISER PORTAL USER GUIDE | DASHBOARD

Applications expiring soon:

Applications that are expiring soon means
they have been in pipeline for more than 75
days — these applications will show here
until the 90th day, where it will be sent for
cancellation.

\ J ’ . o
= _ Advisers should use this
dashboard to follow up
progress/outstanding

requirements with clients, as the
application will soon expire.

The retention dashboard has 5 tabs showing
policies that meet the following criteria:

Upcoming anniversaries
Overdue premium
Dishonoured payments
Lapsed policies

Cancelled policies

You will also see existing business activity in
the bottom section of the dashboard page.

Upcoming anniversaries:

Policies with upcoming anniversaries within
90 days, will be displayed here until the
policy passes anniversary. This page shows
the policy number, anniversary date, current
prem and est. prem on renewal.

Once the policy passes anniversary, it will be
removed from this section of the dashboard
and display elsewhere in the portal (ie.
In-force policy menu, lapsed policies
dashboard etc).
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AIA ADVISER PORTAL USER GUIDE | DASHBOARD

2.3.2 Overdue premium

Overdue premium:
Policies that are overdue for payment are
displayed here.

i pramium
P i oo

The lapse date is also highlighted here if the
policy is not renewed.

2.3.3 Dishonoured payments

S % Dishonoured payments:

Fofcies with s peeyurris s il i chigikopiec iy i bl Yoo pli il s oyl il g EEP— This dashboard will show the policies
that have had the premium payment
dishonoured.

Vi insured * Palicy no. Dishongur date § N daber T Lapss deve ¥

2.3.4 Lapsed policies

_2 g " Lapsed policies:
L'p,prm'sl e e Policies that have lapsed within the last 90
e e + R e oy - apt o - days will be displayed here. This includes
policies that have not been paid to date and
VI XU MA 5171154 o 203 . have exceeded their lapse date.
----- CHIO 1 # T
,,,,, i P e o _ Once it exceeds the 90-day
) mark, you will no longer
oY - o g 2028 Aneva . be able to view the details
via the portal and will need to apply
conctns el . for reinstatement with a DOCGH or
. comply with any other reinstatement
rule requirements.
showang | 1o 10 of 16 feond 1 2
B =
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AIA ADVISER PORTAL USER GUIDE | SIDE MENU

2.3.5 Cancelled policies

Cancelled policies:
Like lapsed policies, this will show policies

. that have been cancelled (instead of lapsed)
Sedpie and will continue to show for 90 days.

Cancellation rescindment
rules will apply.

2.4 Latest Activity — Status changes in past 7 days

Latest activity - Status changes in past 7 days At the bottom of the dashboard page, this

0 For el Applicaon’ propesais - refer b delaied netes section fr recent aclivity including ny votslanding requitemenL inforation.

Application activity

section displays a summary of activity from
the top two dashboards (Applications and

Neference ID +

e o
{_} Saarch application ID. life insured name or status

AD21205

Showing 10f 1 recards

sk Retention) within a 7-day period. Think of it

Life inured + Updated o Statun 1 as a news feed for you to stay up to date with
your portfolio for AIA and ex-CommInsure
policies.

Testerka Dals 30001 2023 @ Urster gsmvmant -

3. Side Menu

On the left-hand side of the portal, there is a side menu with the following sub-menu items:

[\ -
[

4|
| B Dashboard

Dashboard — takes you back to the landing page (dashboard)

Quotes — option to access the AIA quotes software (eApp) or the ex-CommInsure quotes software
(myQuote) via Single Sign On (SS0O)

Applications — Provides a summary of applications in progress as well as navigate to your draft
applications (via SSO to AlA eApp software)

Policies — A summary view of all your In-Force policies and Out-of-force policies (90 days). This section
is also where you view policy information and access self-service to update client details

Claims — Provides a summary of claims data and access to information regarding the claim

Reports — A one stop shop for all your AIA and ex-Commlnsure reporting requirements as well as where
you access Commission Statements

Resources — Access to all the Forms and Resource Library available in the portal

Settings — Update user profile, set-up/maintain delegate user access, set-up/maintain your adviser
codes, Data Feed to your selected planning software (AIA policies only) and management of your email
preferences for AlA subscriptions/marketing communications.
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AIA ADVISER PORTAL USER GUIDE | QUOTES

From the side menu, you can access the Quoting platforms for AIA or

ex-Comminsure.

This will be available as a single sign-on (SSO) into eApp for AIA Quotes and
MyQuote for ex-CommInsure Quotes — only users who have access to those

systems can SSO into the QAT platforms.

I [ Owoess AL s
s appbcaii Fr-Commirs e (untes
=
& Oam

B Bepoe

IC elr =

41 AIA Quotes

AlA Quotes

Current quates

E
Access AlA quotes

To access AlA quotes, click on the link below

Adviser code

All linked codes

¥ e kaggie g i b L B-Agsp Poral Qo Toel

Sebeet arhiser eode”

To access AlA quoting platform, select
AIA Quotes. You will be required to
select one of your AIA adviser codes (if
you have multiple codes) to log into
eApp portal via SSO as shown in the
illustrations below.

Once you have logged into eApp, you
will be taken to the quoting portal. You
can return to the AlA Adviser Portal at
any time as eAPP will be open in a new
browser window.
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AIA ADVISER PORTAL USER GUIDE | APPLICATIONS

4.2 ex-Commlnsure Quotes

To access ex-Commlnsure quoting
platform, click on exCommlnsure
Quotes and then click on the go to
quotes button. This will take you to the
MyQuote portal. You can return to the
jf‘ AlA Adviser Portal any anytime as

MyQuote will be open in a new browser
window.

eK-CO mm I nsure Quotes Advizer code | All linked codes -

Current quates

Access ex-Comminsure quotes
To actess s Comminsure quotes, ditk on the fink below If you have more than one ex-

Commlnsure adviser code, you will

need to select which code you want to

access MyQuote.

5. Applications

From the side menu, you can access your Applications (AIA new business applications and draft applications only).
This function is not available for ex-Commlnsure applications as this book is closed to new business and MyQuote is only
applicable for quoting cancel and replace quotes.

5.1 Applications in Progress

The information displayed in this section is similar to the information displayed in the Applications dashboard. This section
provides a consolidated view of all applications in progress and their status.

Applicaticom. in progrew

A J——
.q‘IP EETTES LNty Apgicatian i * PFrogeas i ¥ Lifs inpared ¥ Updated ¥ Scamen

Tests 1%en P ra—

1 (& Applicasioss Appie e i Proghea
5 S 3 [ aee—
Cralt appicatory
stele 5 20 B Sk
B Sk s e
[ I
Deira Dt e 329 8 N
B g i e
SAKTBdaLa Cancale £ o 320 o

!

- " By clicking on any of the table headings, you can sort the data in “order” or “reverse order” for that heading,
to aid searching for a specific case. Alternatively enter part of any data field displaying in the search box and
closest matches will only appear in the list.
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AIA ADVISER PORTAL USER GUIDE | APPLICATIONS

5.2 Draft Applications

. 7 - Click on the Draft Applications option
Advizer code All linked codes w
Draft Appllcatlons to proceed to the AIA eApp portal via

SSO. You will need to select the Adviser
Code you want to access the draft
applications.

Draft Applications

r

Access draft applications

To access draft applications, click on the link elow.

Go to applications [

Access draft applications

Balect a1 acthoe Al schtuer cnde froem the dregckon Below ta
ateiss drat applicanens

Seleer wdviver tede

Please seie

PAGE 15



AIA ADVISER PORTAL USER GUIDE | POLICIES

6. Policies

From the side menu, you can access the Policies database, which is split into In-force and Out of force (within 90 days).
These screens function the same, so we will only highlight the information displayed in the “In-force” section.

In=force Policies | ——
g, prrrepre—,
A wTEIM Srp g

I H Castoosrd

[T SFn e C—. g S &

| B Policies wn-orce

B4 Outof Farce (90 days

N

- " To view the total policies and total annual premiums for a specific adviser code, select the adviser code from
the top drop-down list.

6.1 Detailed policy view

Key insights Within the In-force/Out of Force (90 days)

. = : section, you can view detailed policy
$2.004,586.57 o a9

information by clicking on the relevant policy
as illustrated here.
Puolicbes in-fone
Policy no. 1 ite isvured § Chganisalion § Updated 3 SLabus §
i ] A & [ e e—
' e
i A [T e pp——
Ao FRaxy & - e L

W ey masnay
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AIA ADVISER PORTAL USER GUIDE | POLICIES

6.1.1 Self-Service policy documents and update client information

When you click into a policy, the top section will display the self-service functions available for that policy. This function is only

available for AIA Priority Protection Policies.

Pﬂlicv 79795389 Adviser code | Alllinked codes

AR TONOOK
@ indoree @ Fadindse i Upcomicg annkersary SEFACE FELIEAr

Product Discl G ificate of
MR () e [] | Sremomsed )
Product Disclosure Alteration quote Generate certificate of Service request

Statement This tile will redirect you currency This button will take you to the

This tile will redirect you to the Requote tool This tile will enable you Self-Service portal (Evolve),
to the PDS database to generate a COC for allowing you to make changes
policies that are in-force to some client information. This

(including policies where function is only available for
the premium is overdue). AlA Priority Protection Policies.

The Service request function is only available where a Financial Adviser Authority has been provided by the
client. If no authority has been submitted, an error message will be displayed in Evolve.

6.1.2 Policy details
The policy details screen will display
information such as:

AlA

PO l i- c 7 9 7 9 5 3 8 9 0 AlA or ex-Comminsure policy
y 0 Policy Statuses

ABXXOOKX TOXXXX

@inforce @ Paidtodate € Upcoming anniversary
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Policy 79795389 A co
ABROOLE, TOENN
Wrevwee  @ralimeme i Upooseg aastey
Frockic Dsiosune ) ] Gasrrane Canificane of
Aneration quoie
F— G O e &
Policy detaibs  Lile pasred Coveer Correspanadencs Bemfaiaries
Indicative arwiveisary premin (30 o 30 days goion 1o annives sary]
Frchading indecation $E0IR35
Excluding imdeastion £,
Annkereary dae 0] kL
Palicy detaiz
[ - Pricseity Prolnetion (2017
Comneacsment dats lan 201
Linked palcics TRIREATT
Palicy awrar A, MO
Address PR HCO0GCE WOGONNE, Ry ity 2070 MEW
Email address L ] 2 DT C O
Fhaome number LIEEIEEREEN)
Presiuen datails
Imlsr s, premay peyeliy Frammrs reguersy Fuand L dave
$1.821.09 Annual 10 Jam 2024
wr e
Payemignn rmethod Doy kit
BSB nuanbef DE? D
Arcount numnber Hisa
Fremim siructure e
Al WEalty discount HA,
AlaYialicy discount LY
AlaWialicy fee A
Alh Health discount LU

nmission detsls

fa]
]

Cammbsion srucee

~vtial prroertage

Sarmwal parenlags

Al e [nes v

Serves regaeat

AIA ADVISER PORTAL USER GUIDE | POLICIES

Within the Policy details tab, there are 4
sections as illustrated in the following image:

Indicative anniversary premium

(90 to 30 days prior to anniversary)
or Anniversary Premium as per
anniversary letter or Overdue details
— For policies that have a status of
Upcoming anniversary or Overdue
Premium.

Policy details
The policy details tab will display
relevant information such as:

e Renewal premium/Indicative
premium

» Policy Anniversary date

* Product name

* Commencement date

e Linked policies

* Owner and contact information

e Current premium details

e Payment details

» Discounts applicable

e Commission details

and more....

6 Commission details
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Als,

Policy 79795389

ELESEES Rl Le 4

Bries @ree it A U ey

Product Dicledu
i r_"’ Alisration quote E.l’ njple
¥

Policy details | Lifelesured  cover  Corrsspondence  Beneboiasien

Deedails
Life insmred IO N TR
Gender Female
Dave of wich 15 Feb 1971
A it biribday 53
Sakir SLATUS W Sk
Decupation
Decupation catagesy AR
Al Wty o
ALk Haalth insurance
Cantact chetais
Phore number CEFELELLEEE]
Email address FEREITE 98 apust com
Address 13 WERKIHK MK Aelty 2075 MEW

Gerarartis cibrt it of

A code

Al linkeed codles -

S Foguai

[h!l

Palicy details  Life insured | K8 Correspondence Beneficianies
—_—

AROOO0E T ORKKK

Crisis Recovery, Comprehensive. S1apped. Crisis Expiry age T0, LON Expiry age 100

Sum insured LIFRN K F )
Irestalment presmim B, 5008
Camrnraarnead dair b Jars PORE
Bremmim sinaiure Lirpgul
TPE Definines L

Special terms

Criais Recowery Buy Back Stepped, Expiry age 66

Crinin Resnpiatement, Stepped, Expley age 65

L LT

AIA ADVISER PORTAL USER GUIDE | POLICIES

The Life insured tab will display relevant
information such as:

- DOB

e Smoker status

¢ Occupation and category

e Vitality and/or Health links
¢ Contact details

The Cover tab will display relevant
information such as:

¢ Policy benefits

e Sum Insured

¢ Commencement date

e Premium structure

¢ Special terms (if relevant)

You can view each benefit type by clicking on
the A/v within the benefit tiles.
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Policy 79795389

ARG TR

@iniwe @ Fsamdue [ g s

Frodun Dackows ET

E Ciesd e certificats of
SEateTment

curranry

BReTanon quine

Policy dutails Life insured {ower | Correcpondence Drerfaaries

Coresporders
Documant # Date #
pondanca m
Baprcing Lemes 3D 2030

Showming 107 1 regers

Agaiser onde | Al bried codes ¥

Serwe reques

wew |

Policy details  Lile Fsured  Cover

Cormsponderce | Baneficiarie

Tatal Care Plan Super
Chid Yola Aoaoy
DR of b 4 Do 2015

Ealatonsheg 5 pouse

Chid Yoea Aoagy

D of brth 1E Sex 2013
Felstinnship Spoisse
Mr Aoaay Yoceao

Danm of rth 4 Sap 1381

Felationshg Spouse

F

T il Sl alio 1 00%

AIA ADVISER PORTAL USER GUIDE | POLICIES

The Correspondence tab will display a list of
historical correspondences. This includes
correspondences such as anniversary letters,
cover letters and policy schedules, re-rate/
rate rise letters etc.

Some correspondences such as renewal
letters will only be available for a period of
time.

The Beneficiaries tab will show the
benefactors and the % allocation for each, as
well as the details of the benefactors as per
nomination of beneficiary.
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7. Claims

— Claims e ST From the side menu, you can view
Claims information for AlIA policies

: only. Ex-CommInsure claims will be
ol pocciza available in the future.

= : Claims:
The claims dashboard will display
the following information:

T — e el

e Claim no.
e Policy no.
: _ T . ) « Life Insured
it bl ) * Benefit type
e Updated

e Status based on the following
— options:

Q Accepted

@ Closed

0 Under Assessment

Select the claim to view further information.

71 Claims detail

Once a claim is selected, you will be able to view the following information, as illustrated below:

Claim 97154 o 0 Claim status
FRED, Fred
0cn 0 Claim details

Chim Hpcperamants Payments .
SR Requirements
Clzemn Omtail

e Payments

Lile rsured name FErT Froed

Podioy raumibser XA

Dale of birth Jear BOCH

Gender TEMALE
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8. Reports

From the side menu, you can access your Reports and Commission Statement.
fﬁ AT L R
| E
I B owshboard

| % Repors Hsuwie

8.1 Reports: Consolidated Reports, AlA Reports, ex-Comminsure Reports

The reports page is split into 3 reporting categories as illustrated below:

Reports

Consolidated Reports | [ AlA Reports | | ex-Camminsure Repares

Consolidated Reports AlA Reports ex-Comminsure Reports
Combined report for AIA and Reporting suite available Reporting suite available for
ex-Commlnsure policies for AlA policies only ex-Commlnsure policies only

\

]
- " WATCH THIS SPACE: AIA reports and ex-Comminsure reports will soon be available as a combined report
under Consolidated Reports.
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8.11 Consolidated Reports

In the Consolidated Reports tab, there is currently one report that is available:

Reports

Corpoldabes] Beparts | sia feports  ex-Camimirons Repars
) maase note that iha majarity of tha reports depleyed e gereraied yabarn dats ot ihe eval OF sach busnas day unios ipec g,
Avadahle repaoris wn s e fapianies |
A Lipcomang Annivemackes Repor (Within 50 deys of anniersany |- indluding es-Comm insure B
e Por poRkiAR et N FE—— [
8.1.2 AIA Reports
Coralidated Reparts | KARBports | exdomminiuie Repoins
.. Fleaae note thal the majority of the reports daplaged are generatee o apter dela ot e erid of sach busineas dap unizs: someiine. Where you buve more Bhan one A
ahvier e i rked. B below reparis wil carkain amaliparsied des,
Available repons Important repart facopter |
Al Dptaied Poliy Bepon =
-1
Thes it il peie deteil o ell 0o oo boss = dt e dats aied S e Tens ook Ton be pal | el
#h Cypedur Fromum Anpaort —
[y
Twg repur| wil prowcs vetaeh o ol poss mith oalsle e premurs s al conned Jals 3
i Dishoneured Polities Report p—
L&
Vi rgeer Lol v el ol all st pufeom sl e il ds burrar od Bezadan,
BAK Lapeer andd Caneelied Policies Beport —
b2
Ve temr | il pretie el 0 of) i el Yave e et el 1 baed ik b 0y Lt et LT R A B 1 LD Ll 12 1rvanies
did Sgxt Fremum Due Aeport —
[l
vepurl il provencie etk of all poirss il @ v prarv das s B0 dir .
Al o Sarrereder Repan =
]
s repiorl il roide detall of el polices sulo suvrendered I Uie s |2 montie
L itakty Chern Report 77y
L
W% repr] K

el O A o S poriet il S D S N Ty R el 45 A Curren] e
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AlA Upcoming Anniversaries Report
(Within 90 days of anniversary) —
including ex-Comminsure

To view/download a report, click on the
CSV button. The file will download and be
available in your Download folder on your
device.

In the AIA Reports tab, the following reports
are available:

0 AIA Detailed Policy Report
AlA Overdue Premium Report

AIA Dishonoured Policies Report

AlA Lapsed and Cancelled
Policies Report

AIA Next Premium Due Report
AIA Auto Surrender Report

AIlA Vitality Client Report
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8.1.3 ex-Commlinsure Reports

In the ex-Commlnsure Reports tab, the

REPGHS following reports are available:
Carmoléaied Beports Al Repocis @6 Comminsurs Reparts
0 ex-Commlinsure policies with
non-payment
@ Feeeruie sl dereporiy al e rey iy o e bnd o ssber d o ol el of e i s i s specilasd. Wher v have raore Ut oo ol

ANRNL e ol s sl e st 0 ex-Comminsure In-Force Portfolio

Avadahle raparis

To view/download a report, click on the

#5-COMmMINSuN pKEIRS With ROnpaymar : CSV button. The file will download and be
R APON N B L 6 L Vi LN o, 3 PR 14 £ Y : available in your Download folder on your
device.

#n-Lommimane in-larte Porifols

el iy oF 4 i B 8 4 CHTVETA - You can download multiple reports at the
same time.

8.1.4 Important report footnotes

At the top of each reporting section, there is a button to view important report footnotes. This section provides an overview of
the reports available, how some fields are calculated, the time/duration of the report criteria and other important information.

Reports

Consalidated Reports a4 Reports  ex-Comminsure Reparts

n Jleasa note thet the majority of the repons diEplayad are generated on systam data at the end of each business day unless spacitied

Avallable reports Impostant repert footnotes

8.1.5 Commission Statements

Commission statements are downloadable based on an individual adviser code only. To select the adviser code to generate
the commission statement, select the relevant code from the top right-hand corner of the screen. Commission statements will
only be stored on the adviser portal for 6 months, anything older than 6 months will require the Adviser Remuneration Team to
manually process and send to the requester, see message banner below.

The Commission Statement/s available for download will be displayed in the list below, these are available to download as a
ODF or XLS file.

Commission Statements e

ﬂ DOnly statemerts cowering the preceding & months are awailable, for older statements. please tantact auretailadviseradmin®aia com

Latest statements

Adviser Code * Date # Expart

() Search adviser name or

i () (ms)
Shenving 1 el 1 racordy
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9. Adviser Health Portal

AIAADVISER PORTAL USER GUIDE | ADVISER HEALTH PORTAL

You can access the link to the Adviser Health Portal from the resources section.

)
i
i

AlA Health TSN ——

e ALk basith,

]

Access AlA Health

O mwres i .

Select your adviser code and click the ‘Go to Health Portal’ button.

@ Health

Bl

Access ALA Health Adviser Fortal

You will be taken to the Home page of the Adviser Health Portal.

The Adviser Health Portal provides you with a seamless referral process, with greater transparency on customer outcomes. It's
designed to help you actively manage your referrals and easily access information without entering your credentials each time,

through the below sections of the site:

GET 5% DISCOUNT

on health insurance premiums

PLUS 100% BACK

on ho

AND ADDITIONAL 10%

on non-dental e

i a My Referrals

Find and download your client’s details, see the
progress of their referral, and the estimated
referral fee. It can take up to 15 minutes to
refresh, so please allow time after submitting a
referral.

Book a Referral

Book your clients a Private Health Review
by selecting their time zone, preferred date
and time, entering their details and following
the prompts. Confirmation of booking and
reference number will be provided. You

can also reschedule or cancel existing
appointments.

Marketing Collateral
Marketing Collateral - Find up-to-date
promotional material and campaign

information.
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10. Resources

S From the side menu, you can access various resources such as forms, resource
e library and help content.

| B Dashboard

|"' I
| £2  Resources Farms
o REsaurces Lirary
Heip Corterd
10.1 Forms
Forms All forms available will be listed here and

separated into the following sections:

Wiste Buiginickd Underwiiing Policy Sensces

0 New Business
MW buseress Fomes

Priwity Protection B for Plaaform Investors  Tailored Protection o Underwriting

Mams * Type & . .
Policy Services

) Soarch proceduras and fames

Within each section, you can view the forms

Application Faim Appl patior

available for Priority Protection (AIA), PP for
Application Form - Section W AL Super Schese 2 Appirstorm [B Platform Investors and Tailored Protection
Tels-Aplicaion Dists Collection Form hosAcaors [E (ex-Comminsure).

To view the form, click on the view button.
Cancel & Replace Application Form Appirgmiorn E]
Cancel & Replace Application Form - Comminsure Appl catiors [E N ' ,

- _ You can also search for a form
Momination of Benaficaries Super Schame Benaficiary Details @ by entering the name Of the
form in the search field.

Mamination of Beneficary Ferm - Non Superannuation Benaficiary Details [E]
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10.2 Resources Library

Resources Library

Gaides & TECE documents  Fiyers & Brochures

Guides & TECE documents

Priarity Protection s PPPI RalA Vil ality

R

3 Sataindy el o docuimeis

Tl Applicaition Guide For Clisis

T &pplariinn Figes Fae Advisers

Surmimary ol Changes
Snmmant of Advice Prigeity Protection
Propusats o Prograss Bapor] Ablewvalases

Pradurl Simmary

Brioriy Bralect ion Froduct Dadlowne Stamemen)

11. Settings

From the side menu you can access the settings. In here, you will be able manage:

i rom:

| & sere

Profile

Adviser Codes

Datafeed

Email Preferences

Settings

Profile  User Management  Adviser Codes  Datafeed

User Management (delegate)

Email Preferences

AIA ADVISER PORTAL USER GUIDE | SETTINGS

The resources library is separated into 2
sections:

0 Guides & TECE documents

0 Flyers & Brochures

Within each section, you can view the
resources available for Priority Protection/
PPI (AlA), AlA Vitality, Tailored Protection
(ex-Commlnsure) or Other.

To view the form, click on the view button.

o U

- " You can also search for a form
by entering the name of the

form in the search field.
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111 Profile

Settings

Profile  User Management  Adwisar Cockes  Damafesd  Email Prefenances

Contact details

Bl Gartes

User name =a 001 2Egatrada rmm
blabis phons reiibien G-

Ausnes phone numbsr VIAREAT 11

[ s ]

Frmail s reun R TR RT]

A dhurialln

AR b ot amd

Bograsaniative nmbar

thsiele muny

T s acdrdresy 1 i ARHTERERLE NEW

Pagtal sddrane B Vbt Ak TR L A 2

Sacwrity ssttings

Panrerard

[ Changs passserd |

11.2 User Management

AIA ADVISER PORTAL USER GUIDE | SETTINGS

In the profile settings, you will be able to
edit the following information:

Contact details: Username, Mobile
phone number Business phone number

Preferred email address for
correspondence

Adviser details: ASIC Authorised
Representative Number

Addresses: Business address,
Postal address

0 Security settings: Password

In the user management setting, you will be able to add, view or remove a delegate user to your account.

Delegate users can view any or all policies under any or all of your adviser codes. You also have the option to provide access to

Commission statements to the delegate user.

Settings

Profas User Managemer Advmer Codes Datafead Eorail Prafersnces

Current usars
Hamu * Email &

} Search uzers
shreshtha srivastaa

shreshtharzs srivactavaddala com

T0Y W g com

Seetens #

@ Fendng

To add a delegate user, click on the Add
delegate button.

To view the delegate user profile or unlink
their access, click on the button on the right-
hand side for that profile.
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11.2.1 Add delegate

To add a new delegate to your account, click on the add delegate button.

1. Fillin the information as illustrated

r !
x
Add staff
Add new o existing stail 1o your scoount
Email address*
>
a
ﬂ Add the naw user delegare 01 @getnada com 0 pour
account using the farm halow.
First name*
Last name ™
Mabile phone number*
Business phone number
Choase an adviser code to add the user to*
‘ -—t . 2. Select the adviser code from the drop-down menu
[ Allows cornmission statements . Click on the Allow commission statements checkbox if you want
the delegate user to have access to this.
~ 4. Onceyou have filled in the form, click continue
4
x
Add staff
Accept the Terms and Conditions t contnue
Your responsibilicy when providing delegate access to the
Al Australia adviser Partal
1) You may enly provide delegate acress to the Adviser
Partal to a persan {Delegate) wha:
a) neads to have access to the portal for the purpese of
performing acts on your behalf and at your specific
instructian (Purposel;, and
by} agrees to, in respedt of the Delegate’s use of the Adviser
Portal and the infarmation on it. comphy with your
canfidentiality obligations and other relevant obligations
owed by you to AlA Australla in any other relevant
agreements between you and AIA Australia fincluding but -

|_| 1 agres to the Terms and Conditions

S
m
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You will then see the notification stating an invitation has been sent to the delegate:

Delegate users will need to activate their account via the email link sent.

11.2.2 View delegate user profile

Frafle Uer Management Arhviser Cooes aeed Email Freterences
Bame Emad & Sratis
e 1 1 Dgetrads £om [y e—
w profie
| Tyaeet s 1
@i ineils

Delegace AlA 2iaZHIIO0012Z AIDO0C0" I gerana oo LT —
Contact details

Mame

Eman egane_0 1 zeing

Mobie phone rambe 11

Business phone number I
Farmissions

Auhggdr oo

Dl apate Fights b3 neluds it

.
11.3 Adviser codes

rarfilis i M anagemant Adviser Codes il Pralarenged
ACTrv Codik Akl e

Code * Hicknama § Deganidation 4 Dt dededind @

(o

To view the delegate user profile, click on the
button on the right-hand side. You will be
able to:

View profile

Resend invite (for newly added
delegate users that have not
activated their account)

Remove user

View delegate profile:

You can review/edit the permissions for the
delegate user by viewing the profile and
clicking on the edit user button.

To view, edit or add adviser codes to your
profile, click on the Adviser Codes tab.

Edit adviser code:

You will only be able to edit the “nickname”
assigned to the adviser code via the

edit button. No other information can be
amended.
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11.3.1 Add adviser code

" Toadd an existing adviser code to your account, you will need the
Link adviser code adviser code number and password used to sign into that account.
Enter an existing advser code and IS passwond beloe I syac 1 Once you've entered the details, click on the link code btton.
Wour account
Adviser code
Password
| @
I--\":-fgl'!T PaSSNGIE
- |
b ’
11.4 Datafeed
11.41 Activate datafeed
: To activate the datafeed for any of the adviser
Settings :
codes, click on the Datafeed tab and select
Prafie  User Management  Adviser Codes | Datafeed mail Prefersnces the adviser COde that yOU want to aCtiVate.
::.. .::ul-_l.--l.u.-‘::i-n.n{l M_A Alk mp."':dl s with p daly 'p._mlf__-\l...'. n .:, il..-. :.:: .-\l-_.-u. ul.g-_- m.: ...r_\.,.-.uw.:w-...u- |I-rl DT:::-:._ﬁ'rIA::w.'\. pragisis n-r_,-
ariwhy wrwk g In pravide thos Teadure S yis a8 w0 s bl Datafeed iS ON LY available
for AIA policies currently.
Dl

Although ex-Comminsure
atlsar Cade 1 Taul § oy codes will display, these will only be
available to register in future releases.

FT TR T APLAN & daks Deariuals dat
Jiloe i HIE T
FrTr] LA TP L Bk P —

Ehaaing 3 of B records

Select from the list of tools available, click on the declaration box and click submit to activate the datafeed.

Taal* B 1 declare that | am authasised by clients 10 a00ess thedr

paolicy information (including any persona

calec -

Select information). | will not use this ool 10 access the
nforrmatian I,.l.'.lr'ij- other clients and 1wl take

KPLAM reasonable steps to ensure unauthorised personnel do
not access my clent's p:;l:::.l imformation:

COIN

Cancel Submit
ADVISER LOGIC . —

PLATFORMPLLUIS
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11.4.2 Deactivate datafeed

AIA ADVISER PORTAL USER GUIDE | FURTHER SUPPORT

To deactivate a datafeed for an adviser code, select the code and confirm deactivation.

11.5 Email preferences
Settings
@ = s from marke DIMIIUR KA P My TECErRe §LANEa DNe Srmarl §OrLe rng, N Tt KSR TERGLIGTY OF CHETR speu i, mionmgtorn

Marketing efmail preferenes

Adviaer news

Regula Cuisiig v TR ANy i RAk prishicl
s sk AN nEnnialinm,

Heallh news

a1S4E piivans haaith INFURance news antd ofTers from & sealth with 14 waaling

D you omow?

Comimunicat oy e A1 Clisrt Dewe lopement L=aim B0 Suppoit your Dusines, Thes ndude
e, e itng. Clanis bl G rag L &l what Als,
hustraba otfers you and o dients. These communications differ from regular 1-00-1 communicatios:

12. Further Support

Deactivate datafeed?
[T
Are yau iure you want Lo deacivale
PFLATFORMPLLIS datafeed? T 2
devegister you fram the 200000012 code

-

| Cancel

To manage your email preferences for
communications with AlA, click on the type
of communication you want to receive. You
can change these settings any time.

or I

o @D

For further information or technical support relating to the AIA Adviser Portal, please contact the following:

Phone: 1800 271 031

Website: https://www.aia.com.au/en/adviser/business-growth-hub/resource-library/your-new-adviser-site
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AIA Australia
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