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Welcome message

Jim Whetstone

SVP, Head of Digital 
Partnerships & 
Delegated Authority

“

“

We are very excited to introduce our state-of-the-art

product offering and technology. Our intuitive portal

provides an efficient process to quote, bind, and

service policy holders.

This technology offers several benefits including:

Same Day Quote and Bind

You will be able to offer clients 

business coverage same day without waiting 

for GL, PL, BOP, and Cyber.​

Compare Quotes

An intuitive option to create and compare quotes 

based on coverage options to meet client’s 

business and budgetary needs.

Manage Policies Online

Real time updates to policies that can be seen 

immediately.

At Hiscox, we hear you! Our teams are hard at work 

further enhancing this technology to meet your needs. 

Watch for additional features coming soon.

Thank you for being a valued partner in providing 

businesses with the protection they need.

Jim
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Overview of the journey

Begin the Quote - Provide business information to quickly obtain 

a quote.

Select Products - Review product options, including 

coverage amounts and deductibles.

Bind the Policy - Purchase the policy with coverage 

beginning same day.

Service the Policy – Generate ACORDs and COIs, 

Update information, and Report a Claim.

Select 

Products
Bind the 

Policy

Service 

the 

Policy

Begin 

the 

Quote
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Creating a Hiscox password
All Producer accounts have been created by Hiscox.  An email was sent 
on the first day of your Go Live with instructions on how to create a 
password. IF you have not received an email, contact your manager to 
inquire about an account to be setup and an account to use until your 
account is setup.

9

Click on update password.1

3

5

4

2 Enter your email and select Send 

verification code.

Monitor your email for the 

verification code.

Continue

Enter your password.

Betty@Smyth.comaccount!

Betty@Smyth.com

Enter the verification code 

from the email.

6

Need help logging in? Call the 
dedicated login support team at:
855-740-2340 M-F 7 am – 10pm  ET.

Begin using the new portal

mailto:Betty@Smyth.com
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Sign in with existing account

Accounts are created by Hiscox for producers.  If you do not have an 
account, all  you need to is contact your manager.

Access your portal. 
Select Sign In.

1 0

1

Enter email and password. 
Select Sign In.2



Landing page

From the landing page, you can navigate to all actions to quote and 
service your customer.

Menu barStart a new quote

View quote 
list

Search for 
existing quote

Get help with 
commissions

Service 
existing 
policies

Create an ACORD 
certificateReport a 

claim

Helpful 
resources

1 1

Contact information
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Navigation

H I S C O X,  I N C . 13

Menu bar – across the top right side of the screen you will see the following 

menu bar which allow you to quickly navigate to particular screens by clicking 

on the desired tab.

Right column box – You will notice on many of the screens an 

Information Box on right hand side.  This box will update as you move 

through the quote and bind process.  

• When selecting the class of 

business, the box will show 

information regarding the 

chosen class of business. 

Notice the link to View the 

appetite guide.

• Starting on the Business Profile 

screen, a Progress box 

appears. Use this box to 

navigate to previous screens.

• There is a back button at the 

bottom left of the portal page to 

return to the previous screen.  

Please note the browser back 

button will not save entries. 



Navigation
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• At the end of the quote, a Policy summary 

box appears with the option to Modify 

quote.

• Additional red links will appear throughout 

the Quote and Bind journey which allow 

you to:

• Create a comparison quote

• Add or remove coverage

• Update mailing address

• Compare payment plans

• Change payment plans
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Search first

Before starting a quote, search by Business Name to see if a quote has 
already been started.

1 6

• From the Home page, in the Search for quote drop-down, select 

either Business name or Reference number if the customer has a 

reference number.

• The search is a soft search and will render any business with 

part of the same name.

• You can also filter/sort any column with a down carrot. (     )

• Producers will be able to view and bind any quote in the company 

including quotes initiated by other producers, and if your company has 

agents and/or a consumer portal.

Step 1



Start a new quote

STEP 2

• Enter the business Zip code.

• Select Start Quote to begin the 
quote process.

17H I S C O X,  I N C .



Select the agent of record 
(if applicable)

STEP 3

Enter agent of record

H I S C O X,  I N C . 18

• If you need to assign a retail agent, enter the first and last 
name of the agent of record for the quote. If this prompt 
does not appear, proceed to Step 4.

• Select Search.

Note: This will 

only appear if 

you need to 

assign a retail 

agent to the 

quote. If this 

does not appear, 

proceed to Step 

4.



Select Agent/Broker (if applicable)

STEP 3 (continued)

Select Agent/Broker

H I S C O X,  I N C . 19

• If the agent appears in the list, select the corresponding radio 
button, then click Select Agent/Broker button. If the agent 
does not appear on the list follow the steps on the next page 
to Create New Agent/Broker.

• Once the agent is selected, proceed to Step 4.



Create an agent account 
(if applicable)

STEP 3 (continued)

Create agent account (if applicable)

H I S C O X,  I N C . 20

STEP 3 (continued)

Select Agent/Broker

• If the agent does not return on the search, select Create New 
Agent/Broker.

• Enter information into all the fields on the Create a Hiscox 
Account and select Create Account. 

• The account will be created, and the agent will receive an 
emails stating an account has been created with directions to 
create a password.



Create an agent account 
(if applicable)

STEP 3 (continued)

Create agent account (if applicable)

H I S C O X,  I N C . 21

• Enter information into all the fields on the Create a Hiscox Account 
and select Create Account. 

• If a new portal session was opened (option 2) close the 
window and return to the first session.

• Search/select the new agent.



Business type and start date

STEP 4

Enter business information

H I S C O X,  I N C . 22

• Select the profession (class of business) from the drop-down list 
or begin typing the profession for a list of matched options.

• A link to view the Appetite Guide is available:

• Under the Client Profession field.

• Appears in the Hiscox Coverage Definition Box after the 
class of business is selected.

• Select Client Business Structure.

• Coverage Start Date must be today or up to 60 days in the future.

State



Step 5

Product selection

Choose product(s)

23

• Only products that are available by selected class of business and state 
display.

• General Product Information is included for each displayed product. 

• Select Coverage and More Info to view:

• What's Covered.

• Appetite Guide.

• Specimen Form.

• Other Resources.

• Select the box next to the product(s) for the quote and click Next.



Business profile
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STEP 6

Complete business profile

• All fields require a response unless marked as optional.

• Hover over the icon for additional information.

• Once this information is entered, the quote record is created, and a 
reference number will appear (S100.xxx.xxx). 

New 
Ventures 

Welcomed!



Location(s)
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STEP 7

Add business location

• Enter Street Address.

• Fields will populate from 
the zip code entered to 
begin quote

• Select Verify Address

STEP 8

Verify primary business location

• Verify the address. 

• Select the correct address 
and Continue.

STEP 9

Add additional 
locations

• Add up to 4 locations on the 
portal. 

• Contact the Call Center if more 
than 4 locations are needed.



Product questions
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STEP 10

Complete 
product coverage 

questions

• General coverage questions.

• Each selected product will have a list of questions to answer 
based on the selected product and class of business. 

• If additional locations are added, questions will be asked for 
each location.



Limits and options

STEP 11

Confirm limits and 
options

H I S C O X,  I N C . 27

• Adjust limits and deductibles if needed.

• Choose coverage upgrades if desired.



Review the quote
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STEP 11 (continued)

Review quote summary

• The quote is complete once all information is entered to generate a 

premium.

• Options available:

• Download Quote Letter PDF to send to the customer.

• Bind Policy to continue to the payment options.

• Create a Comparison Quote if needed to consider options 

(detailed steps included in ‘Compare quotes’ section).

• View Coverage Details: Select View/Update Details for 

additional information on selected product(s) (see next page).

• Add or remove coverage: Select Add or Remove Coverage to 

make changes for the selected products.

Partner name



View/Update details

H I S C O X,  I N C . 29



Review policy details

STEP 11

Confirm details, email delivery, and legal statements

H I S C O X,  I N C . 30

• Confirm Application Review.

• Confirm Email Delivery.

• Confirm the reading of Legal Statements and Agree or Disagree with 
Legal Statements.

• If disagree is marked, each statement will need to be marked as to 
either agree or disagree (see next page).

• Option available to Modify quote in the Policy Summary Quote.

• Continue to Payment Options.

Lois

Peterson

Lois@peterson.com



Legal statements

Customer 
acknowledgements
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If there is 
disagreement 
of the Legal 
Statements, 
confirmation is 
needed for 
each 
statement. 
Additional 
information 
may be 
requested if 
“Disagree” is 
selected. 
Disagree 
selections 
may result in 
an 
underwriting 
review, 
decline, or 
approval. 



Payment options

STEP 12

Payment options

H I S C O X,  I N C . 32

• Choose payment plan.

• Options to:

• Compare payment plans to see down
payment and installment amounts

• Modify quote

• Select Continue to Purchase.



Payment

STEP 13

Payment

H I S C O X,  I N C . 33

• Enter payment information.

• Options to:

• Change payment plan

• Modify quote



Congratulations!

Successful policy bind

34H I S C O X,  I N C .

• Policy number assigned (begins with “P”).

• Policy documents sent to customer and the 
producer depending on partner preferences.

• Options from this page:

• Print this page

• Manage your client’s policy

• Report a claim

Partner contact
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IF coverage is not available 
for selected class of business and state

If coverage is not available for the state and class of business selected, 
the following will appear. The message will provide additional 
resources.

3 6



IF further review is needed

Occasionally the Underwriting Team needs to review the 
submission to determine if coverage can be offered.  The following 
will appear with the option to automatically submit for review. 
Once an underwriting review is needed, the back feature is no 
longer available. The review can be submitted or a new quote can 
be started.  If the review is submitted, Underwriting will complete 
the review within 48 hours.

3 7

If underwriting review is 
needed:

• Submit to send for 
underwriting review

• Underwriting completes 
the review

• Emails will be sent to the 
agent:

• Approved

• Needs more 
information

• Decline

• Monitor the quote grid for 
the referral status

• If approved, call us to 
bind

• If pending more 
information may be 
needed

• If declined view the 
decline letter

Call us

Decline

letter

Referral - pending

Referral - decline

Referral - approved

$ 0.00

Call us

Quote Grid 

888.888.8888



IF product coverage declined

The example here shows coverage is declined based on 
responses to product coverage questions. Once a quote is 
declined, the back feature is no longer available. You can select 
Start a New Quote to restart the journey. Declines will show in the 
Quote grid and will include a link to the decline letter (Quote grid).

3 8

Name of contact



Clearance alert
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Clearance Alert

• To prevent multiple policies for the same client and same 

coverage the system verifies no existing policy for the 

same coverage of the same client exists.

• System matches business name, zip code, city, and 

class of business to prevent duplicate policies.

• If the customer wants to continue with the quote, or if 

there are questions regarding the existing coverage, 

please contact the call center.
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Compare quotes

To create a quote comparison before binding the policy, click the Create 
a Comparison link on the Quote page. This will duplicate the existing 
quote which can then be edited to create a quote comparison. The 
comparison quote acts as a separate quote in the comparison grid. 

H I S C O X,  I N C . 41



Compare quotes

On the Choose Products page, a product can be selected or 
deselected.  If a product is added, additional questions will need to be 
answered regarding the added product. Select next to continue.

H I S C O X,  I N C . 42



Compare quotes

Progress to answer any questions needed based on product selection 
and adjust limits and options as needed. Proceed to get quote..

H I S C O X,  I N C . 43



Compare quotes

Once the Get Quote button has been selected, click the Compare 
quotes link and review the differences on the page. To bind or view more 
details, select Review quote. To create another comparison, select 
Duplicate and edit to copy the quote and make different selections.

H I S C O X,  I N C . 44

Review 
Quote 
Details

Duplicate 
and edit 

Reference 
number

Reference 
number 
suffix 

S100.085.657. 002
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Access quote grid

Select the Quote tab at top of the page to view a list of your quotes. All 
quotes will appear on this grid including quotes from other producers and 
if applicable agents and consumer portal generated quotes. 

• Search for a quote by the Business name, reference number, or Agent 
email.

• Choose to sort or filter (     ) your quote list, as well as to export the list

• Start a new quote

• Review or resume a quote

• View comparison quotes (        )

Search by Business 
name, Reference  
number, or Agent 
email

Sort or Filter quote list

Export quote 
list to Excel

Show quote comparison

Initiating agency 
and agent email

Review or Resume quote, 
Call us or Decline letter
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Archive quote

If a quote is no longer needed, click on the box in the Archive column for 
that quote, and select Archive Selected.
Archiving a quote:
• Keeps the Quote Grid clean of quotes that will not be bound
• Stops reminder emails for quote
• Allows the quote to be restored at a later date if necessary

Access Quotes

Archive 
selected quotes

Select check 
box to archive 
the quote

View archived 
quotes and 
restore 
archived 
quotes 

1 2
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Policy grid 
All policies in the partner appear in this grid including policies from other 
producers and if applicable producers and consumer portal policies.  Agents, if 
you have them, will only see policies they’ve written.  Only new policies and 
renewals beginning with “P” appear in this policy grid.  To access your policies, 
select the Policies tab.  From this page you can:

• Filter policies by All, Active, Canceled, Renew within 60 days, or 
Canceled last 60 days.

• Search for policies by Business Name, Policy Number, First Name, or 
Last Name.

• Sort or filter by columns with the down carrot (     ).

• Export the policy list to Excel.

Policies converting to the new partner portal will appear approximately 5 
months prior to renewal on the policy grid.

Access Policy listing

Search for Policies

Toggle between 
Active or Up for 
Renewal

Filter list

Export Policy 
List to Excel

Sort / filter by Columns

UDC6931170

View legacy
policy number for 
converted policies

Agency that owns 
the policy
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Partner portal ACORD or COI

Select Get an ACORD.1

Enter both Hiscox policy
number and Insured’s
email address.

2

Select Add a new ACORD.3
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Certificate basics 

Add a Certificate of Insurance (ACORD).4

Certificate details

Description of 
operations

Additional emails
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Confirm Updates.5

Certificate creation will be processed once 
the “Confirm Update” button is selected. |

View, Edit* or 
Remove certificate 
details

Add an additional 
ACORD

Confirm updates

* Edits to Certificate details are only allowed prior to confirming

Success!6
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Report a claim

Select the Claims tab at the top right of the home page.1

Specify your connection to the claim.2



.
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Enter your details.3

Complete your 
details

Specify policy state

Enter your 
organization name
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Enter policyholder details.4

Complete 
policyholder details

Reason for claim
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Describe what happened.5

Specify incident 
information

Claimant’s name

Value of claim

Date of Incident

Description of 
Incident
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Upload documents (optional).6

Review Fraud 
warning

Upload files if available 
at time of claim report. 
Files can also be 
provided to the claims 
handler.
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Review and submit claim.7

Leave blank, 
reserved for 
Hiscox staff

Review 
submission

Click Submit



Many Servicing requests can be handled 
using our online policy management form

H I S C O X ,  I N C .
6

1

Success!8

|
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Manage your profile

Select Account in the Menu Bar

6 3

1

Select Profile2

Review your information. If updates need to be made, please 
contact your manager to let them know of the changes needed.

3

Review
your profile
information

Profile
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Manage policies

To manage policies, from the home page select “and more” under 
Manage policies to make client policy changes.

6 5
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Resources

Several resources are available to you including appetite guides, custom 
marketing materials, webinars, specimen forms, and more. Simply click 
the “And more!” under Resources on the home page to find the full menu 
of resources.

6 7



Thank you for your partnership.


