
Self- Service Menu 

TOPIC  WHAT CAN YOU FIND?  WHAT ARE THE BENEFITS?  

Access To Track  

& Manage Your 

Pipeline 

Click here 

for more 

information 

 Log in to our fantastic system, OLP Connect 

(OLPC), where you will find everything you need to 

track & manage your customers cover 

 An application summary page which 

gives you all the useful information 

you need in one place 

 A detailed progress bar which tells 

you what stage each product is at 

  You can find the decision and the reason for our 

decision if we are able to share this with you 

 

 Your customer can find this information in My 

Account 

 Ability to obtain this online 24 hours 

a day, 7 days a week 

 Saves you time calling, allowing you 

to focus on protecting more 

customers 

Decisions  

Amend 

  You have the ability to  amend the following 

information:  

 Customer name, address and gender 

 GP details 

 Add products to make changes to type of 

cover / cover amounts / term / requote 

 Ability to complete these actions 

online 24 hours a day, 7 days a week 

 No need to call to request 

amendments  

 Updates will be automatically 

assessed where possible 

Click here 

for more 

information 

Click here 

for more 

information 

Continue to page 2  

 You can view what information we require to 

underwrite an application online 

 

 You can see what action we have taken to obtain 

evidence & key dates issued / chased & received 

 Ability to obtain this online 24 hours 

a day, 7 days a week 

 Keeps you informed 

 Helps you manage conversations 

with your customer 

Tracking Outstanding 

Evidence  

Click here 

for more 

information 

Existing Business 

Support 

 You can provide your customer with extra support  

once their policy is on risk  

 You can view and manage existing policies 

 You can monitor lapses and cancellations 

 Customers can access our most 

frequently asked questions & 

answers to enable them to self-serve 

 Gives you the information you need 

in order to retain your business 

Click here 

for more 

information 



Self- Service Menu 

TOPIC  WHAT CAN YOU FIND?  

 You can start a policy yourself online 

 

 Your customer can start their policy online in My 

Account 

WHAT ARE THE BENEFITS?  

 Ability to provide start dates / start 

policies online 24 hours a day, 7 days 

a week 

 Gives you full control 

Starting a Policy  

Providing Further  

Medical Information 

 You can amend medical disclosures online via 

OLPC 

 

 You can see straight away if this changes the 

terms offered 

 Updating online can reduce the need 

for us to issue out for evidence 

 Ability to provide this online 24 hours 

a day, 7 days a week 

 Our system will attempt to 

automatically underwrite 

Control How / When  

We  Contact You 

 

 You can choose what information we send to you 

& your customers such as: 
 

 

 

 Never miss out on an update 

 Full visibility of what we send to your 

customer 

 Can be updated on a case by case 

basis 

Back to the Main Menu 

Page 1 

Click here 

for more 

information 

Click here 

for more 

information 

Click here 

for more 

information 
 Offer Letters 

 UW Decision Emails 

 Lapse Notifications 

 Chaser Emails 

NTU &  

Reinstatements   

  You have the ability to NTU applications 

 

 You have the ability to reinstate applications 

 Ability to complete these actions 

online 24 hours a day, 7 days a week 

 Gives you autonomy to manage your 

own pipeline 

Obtaining Policy 

Documents 

 You can view policy documents online 

 

 Your customers can view their documents via My 

Account 

 Ability to view this information online 

24 hours a day, 7 days a week 

 Saves you time calling for this 

information 

 No need to wait for postal documents 

to arrive 

Click here 

for more 

information 

Click here 

for more 

information 



Your Simplified Overview Page- Step by Step Guide 

Previous 

page 
Main Menu  

You will land in the ‘Application 

Summary’ section 

Click on a product to find more 

details on additional product 

features and a trust indicator 
Clicking the decision hyperlink will take 

you to the reason for our decision 

Click here to generate an email to 

your customer 

Click on the Payment Details to open the 

payment information. This will be 

displayed once there is a live policy within 

the application 

The ‘previous collection’ will show as NA 

until the first premium has been 

collected. 

An easy way to update 

your contact 

preferences 



Your Progress Bar- Step by Step Guide 

4. We have added a ‘Post 

Completion’ stage to give 

visibility of changes to 

live policies 

Previous 

page 
Main Menu  

Click on a product tab across the top to find 

the progress bar. There will be multiple tabs 

for cases with multiple products 

Useful things to know about 

the progress bar 

1. There will be a 

progress bar for each 

product, as well as split 

by each life 

2. As the application 

moves through each 

stage the bar will turn 

from grey to green 

3. The relevant stage the 

customer is at will be 

flagged as amber 



Track & Manage Pipeline Menu 

Video Link: 

Click the following link to watch our  1 minute video on the Overview Page  https://www.legalandgeneral.com/adviser/protection/doing-

business-with-us/agent-hub/introducing-our-simplified-overview-page.html 

Video Link 

Click the following link to watch our  1 minute video on the Progress Bar: https://www.legalandgeneral.com/adviser/protection/doing-business-

with-us/agent-hub/introducing-the-progress-bar---agent-hub.html 

Step By Step Guide: 

You can click here to view more information about the Overview Page. 

Step By Step Guide: 

You can click here to view more information about the Progress Bar. 

• You have access to the Overview Page which provides you with customer, product and adviser information in one place 

• Your progress bar gives you an easy to understand view of exactly where in the journey your customer is 

• You can view more information about this by using the below links to our Videos and Step by Step Guides 
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Decision Menu  

Viewing reasons for decisions is easy.  

View our video which provides guidance on how you can view reasons for decisions. This guide also provides steps to follow 

Video Link: 

https://www.legalandgeneral.com/adviser/protection/doing-business-with-us/agent-hub/it-s-decision-time-.html 

Step By Step Guide: 

You can click here to view our Step by Step Guide on how you can view a decision 

Common  Reasons for  Change to Decision: 

You can click here to view how your customers lifestyle, occupation & residency can effect the decision we offer 

• You can view what the decision is & the reason for a decision online via OLPC 

• If we can’t disclose this reason to you for data protection purposes you will also be able to see this online via OLPC 

• You can set yourself up to receive an automated email when a decision is applied to your application via your agent 

preferences (Please refer to ‘Control How / When We Contact You’ in the Main Menu) 
 

Main Menu  
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Decision: View the Decision- Step by Step Guide 

Previous 

page 
Next page 

Click on any decision hyperlink. This will take 

you to the decision screens 
STEP 1 



Decision: View the Decision- Step by Step Guide 

Previous 

page 
Next page 

Click here to navigate back to the Application 

Summary screen 

STEP 2 



Decision: Automatic Email- Step by Step Guide 

Select ‘Contact 

Preferences’ from 

your Menu bar in 

the top right hand 

side of your Agent 

Hub Landing 

Page 

STEP 1 

Previous 

page 
Next page 



Decision: Automatic Email- Step by Step Guide 

STEP 2 Select ‘Yes’ on the ‘Receive Emails on Underwriting Decisions’ option 

 

Note: Whilst you are here please make sure that the rest of your contact details & preferences are correct. If not you can update 

these here 

Previous 

page 

Decision 

Menu  



NTU & Re-Instatement Menu  

• You can mark an application as Not Taken Up online via OLPC 

• Your customers can reject an offer themselves via their My Account 

• You can check if an application has already been marked as Not Taken Up online via OLPC 

• You can reinstate an application online via OLPC 

 
 

Video Link: 

Marking an application as Not Taken Up online is simple. You can watch our video on how you can do this yourself by clicking on the 

following link: https://www.legalandgeneral.com/adviser/protection/business-development/webinars-workshops/ 

Video Link: 

You can watch our video on how you can reinstate an application online  by clicking on the following link: 

https://www.legalandgeneral.com/adviser/protection/business-development/webinars-workshops/  

Step by Step Guide: 

You can click here to view our Step by Step Guide on how  you can mark an application as Not Taken Up 

Step by Step Guide: 

Click here to view our Step by Step Guide on how you can reinstate an application online 

Main Menu  
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NTU: How to NTU an Application- Step by Step Guide 

STEP 1 

Previous 

page 
Next page 

Select ‘EDIT’ along the top of the page 



NTU: How to NTU an Application- Step by Step Guide 

STEP 2 Select ‘NTU’ down the left hand side menu bar 

Previous 

page 
Next page 



NTU: How to NTU an Application- Step by Step Guide 

STEP 3 
Select the appropriate reason for NTU from the 

drop down list 

STEP 4 Select the relevant product/s you wish to mark as NTU & then select ‘OK’ 

Note: If you select ‘NTU Entire Application’  under the drop down for ‘Reason’ you will not be 

able to re-instate this application at a later date 

Previous 

page 
Next page 



NTU: How to NTU an Application- Step by Step Guide 

STEP 5 Select ‘OK’ to confirm you are happy to proceed with NTU 

Previous 

page 
Next page 



NTU: How to NTU an Application- Step by Step Guide 

STEP 6 You will now be able to see that the product status updates, now showing as NTU  

Previous 

page 

NTU & 

Reinstatement 

Menu 



NTU: How to Reinstate an Application- Step by Step Guide 

STEP 1 Select ‘EDIT’ along the top of the page 

Previous 

page 
Next page 



NTU: How to Reinstate an Application- Step by Step Guide 

STEP 2 Select ‘Reinstate Application’ down the left hand side menu bar 

Previous 

page 
Next page 



NTU: How to Reinstate an Application- Step by Step Guide 

STEP 3 Select the appropriate reason for reinstatement from the drop down list & then ‘OK’ 

Previous 

page 
Next page 



NTU: How to Reinstate an Application- Step by Step Guide 

STEP 4 
From the Quote Results page you can view your clients quote. Note: If the quote has expired 

you can ‘re-quote’ this here before proceeding 

Previous 

page 
Next page 



NTU: How to Reinstate an Application- Step by Step Guide 

STEP 5 
Scroll down to the ‘Application’ tab. Anything highlighted is an outstanding 

action required before the application can be reinstated 

STEP 6 
Once you've completed any outstanding actions, scroll further down the page and click 

'Decision'. 

Previous 

page 
Next page 



NTU: How to Reinstate an Application- Step by Step Guide 

STEP 7 Scroll down and click 'Product Summary' 

Previous 

page 
Next page 



NTU: How to Reinstate an Application- Step by Step Guide 

STEP 9 
You will see a confirmation message stating that your reinstatement request has been 

received and that our underwriters will now re-assess the application. Please note that a 

(Declaration of Health DOH) or further information may be required to reinstate an 

application 

STEP 8 Ensure that the product summary is correct and click 'I agree to the above' under the 'Agent 

Declaration' heading. Click 'Submit' 

Previous 

page 

NTU & 

Reinstatement 

Menu  



Amends Menu 

• You can amend your customers personal details , product details, GP Details or medical details online via OLPC 

• Your customers can amend their personal details via MyAccount 

• You can re-quote an application online via OLPC 

Video Link: 

You can view our videos on how to change an address & how to add a product by clicking on the following link: : 

https://www.legalandgeneral.com/adviser/protection/business-development/webinars-workshops/ 

Step By Step Guide: 

You can click here to view our Step by Step Guide on how  you can make an amendment to the product details via OLPC 

Step By Step Guide: 

You can click here to view our Step by Step Guide on how  you can make amendments to the customers personal details via OLPC 

Step By Step Guide: 

Click here to view our Step by Step Guide on how  you can make amendments to the customers contact details or the customers GP 

details via OLPC 

Main Menu  
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Amends- Changing a Name/DOB/Gender- Step by Step Guide 

STEP 1 
Select ‘EDIT’ along the top of the page 

Previous 

page 
Next page 



Amends- Changing a Name/DOB/Gender- Step by Step Guide 

STEP 2 Select ‘Amend Application’ down the left hand side menu 

Previous 

page 
Next page 



Amends- Changing a Name/DOB/Gender- Step by Step Guide 

STEP 3 Scroll to the top of the page & select the ‘Basic Details’ page 

Previous 

page 
Next page 



Amends- Changing a Name/DOB/Gender- Step by Step Guide 

STEP 4 You can then amend the Name/DOB/Gender here 

Previous 

page 
Next page 



Amends- Changing a Name/DOB/Gender- Step by Step Guide 

STEP 5 Scroll down to the ‘Application’ tab. Anything highlighted is an outstanding 

action required before the application can be amended 

STEP 6 
Once you've completed any outstanding actions, scroll further down the page and click 

'Decision' 

Previous 

page 
Next page 



Amends- Changing a Name/DOB/Gender- Step by Step Guide 

STEP 7 Scroll down and click 'Product Summary' 

STEP 8 Ensure that the product summary is correct and click 'I agree to the above' under the 'Agent 

Declaration' heading. Click 'Submit‘ 

Previous 

page 

Amends 

Menu  



Amends- Changing a Product Details- Step by Step Guide 

STEP 1 Select ‘EDIT’ along the top of the page 

Previous 

page 
Next page 



Amends- Changing a Product Details- Step by Step Guide 

STEP 2 Select ‘Amend Application’ down the left hand side menu 

Previous 

page 
Next page 



Amends- Changing a Product Details- Step by Step Guide 

STEP 3 To amend the product details you can click on ‘EDIT Product’ here 

Previous 

page 
Next page 



Amends- Changing a Product Details- Step by Step Guide 

STEP 4 You can then ‘EDIT’ your product here 

Previous 

page 
Next page 



Amends- Changing a Product Details- Step by Step Guide 

STEP 5 Scroll down to the ‘Application’ tab. Anything highlighted is an outstanding 

action required before the application can be amended 

STEP 6 
Once you've completed any outstanding actions, scroll further down the page and click 

'Decision' 

Previous 

page 
Next page 



Amends- Changing a Product Details- Step by Step Guide 

STEP 7 Scroll down and click 'Product Summary' 

STEP 8 Ensure that the product summary is correct and click 'I agree to the above' under the 'Agent 

Declaration' heading. Click 'Submit‘ 

Previous 

page 

Amends 

Menu 



Amends- Changing GP Details & Customer Contact Details- 
Step by Step Guide 

STEP 1 Select ‘EDIT’ along the top of the page 

Previous 

page 
Next page 



Amends- Changing GP Details & Customer Contact Details- 
Step by Step Guide 

STEP 2 Select ‘Manage Addresses ‘down the left hand side menu bar 

Previous 

page 
Next page 



Amends- Changing GP Details & Customer Contact Details- 
Step by Step Guide 

STEP 3 
You can expand each of these sections to view the current address & contact details we hold for the 

customers & their GP’s 

Previous 

page 
Next page 



Amends- Changing GP Details & Customer Contact Details- 
Step by Step Guide 

STEP 4 You can then amend any part of these details you require & press ‘Update’ at the bottom 

Previous 

page 

Amends 

Menu  



Policy Documents Menu 

• For policies started after 2016 policy documents can be viewed online by both you & your customers 

• Agents can view these on OLPC & Customers can view these within their My Account 

• For policies started before 2016 copy documents can be re-sent if required but your customers can still view all details of 

their cover on their My Account 

Obtaining Policy Documents is easy.   

You and your customers can view these online. For more details on how to do this please see the below Step by Step Guides 

Step By Step Guide: 

Click here to view our Step by Step Guide on how  you can view policy documents via The Agent Hub 

Step By Step Guide: 

Click here to view our Step by Step Guide on how  you can view policy documents via OLPC 

Step By Step Guide: 

Click here to view our Step by Step Guide on how  your customers  can access policy documents 

Main Menu  

Step By Step Guide: 

Click here to view out Step by Step Guide on how you can view policy documents via the Application Summary Page in OLPC 



How to Obtain Policy Documents via Agent Hub- Step by Step 
Guide 

STEP 1 

Add policy details and  

press ‘Search’ 

Select ‘Existing Policies’ 

along the top of the page 

You can instantly obtain your client's policy documents in Agent Hub during the first 14 months. Firstly 

you need to find the policy 

Previous 

page 
Next page 



How to Obtain Policy Documents via Agent Hub - Step by Step 
Guide 

STEP 2 

Under the 'Product Details' section,  

click 'Show more' 

Previous 

page 
Next page 



How to Obtain Policy Documents via Agent Hub- Step by Step 
Guide 

STEP 3 

Under 'Policy documents', you can click to view your clients 

‘Personalised quote’ 

 ‘Policy summary ’ 

or ‘Policy booklet’ 

Previous 

page 

Policy 

Documents 

Menu 



How to Obtain Policy Documents via OLPC - Step by Step Guide 

STEP 1 

Add policy details and  

press ‘Search’ 

Select ‘New Application’ 

along the top of the page 

You can instantly obtain your client's policy documents in Agent Hub during the first 14 months. 

First you need to find the policy 

Previous 

page 
Next page 



How to Obtain Policy Documents via OLPC - Step by Step Guide 

STEP 2 

Click to launch documents 

in a new window 

Select 'Quote Results’ 

Drop down ‘Quote and 

Documents to view or 

download' 

Previous 

page 

Policy 

Documents 

Menu 



How Customers Obtain Policy Documents - Step by Step Guide 

STEP 1 

Your customer can instantly obtain their policy documents via My Account for policies started after 

12/06/2016  

For guidance on accessing pre 12/06/2016 documents click here   

Firstly they will need to log into their My Account  

For log in support click here 

Select the policy from the My 

Account home page 

Click 'Documents' to 

show all documentation for 

that policy 

STEP 2 

STEP 3 

Previous 

page 
Next page 

http://www.legalandgeneral.com/existing-customers/life-cover-support/#/path/1396367522
https://www.legalandgeneral.com/existing-customers/login-support/


Customers can view 

documents instantly on My 

Account  

 

Alternatively they can 

complete a request form and 

we will email or post them 

Your customer can also get 

answers to others questions 

by searching here 

Your customer can access their policy documents 

Our Support Centre gives guidance on how to do this. Click this link to our Existing Customer Support Centre 

The link will open  the guidance on how to request a 

copy of policy documents 

How Customers Obtain Policy Documents - Step by Step Guide 

Previous 

page 

Policy 

Documents 

Menu 
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How to Obtain Policy Documents via Application Summary- 
Step by Step Guide 

Previous 

page 

STEP 1 

Add policy details and  

press ‘Search’ 

Select ‘New Application’ 

along the top of the page 

You can instantly obtain your client's policy documents in Agent Hub during the first 14 months. 

First you need to find the policy 

Next page 



How to Obtain Policy Documents via Application Summary- 
Step by Step Guide 
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STEP 2 Click ‘View Policy Document’ in the Payment Details section. 

Next page 



How to Obtain Policy Documents via Application Summary- 
Step by Step Guide 
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STEP 3 
You will be taken to the ‘Document’ section where you can click on ‘Policy Booklet’ 
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How to Obtain Policy Documents via Application Summary- 
Step by Step Guide 
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STEP 4 
When you click on ‘Policy Booklet’ you can then click ‘View Image’ 

Next page 



How to Obtain Policy Documents via Application Summary- 
Step by Step Guide 
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page 

Policy 

Documents 

Menu 

STEP 5 
The system will then load up a PDF copy of the ‘Policy Booklet’ which you can save or print 



Tracking Evidence Menu  
 

• You can see what evidence we need on an application using OLPC 

• The Application Summary Page shows you: 

o What has been issued 

o Where this has been issued 

o When we have last chased the information 

o When we are next due to chase this information 

• You can also see if we have received any information back & the date this was received with us 

• If you need to know whether we issued this evidence for age sum assured purposes, you can access our age sum 

assured limits online on the advisers centre 

Tracking evidence is simple.  

Please see our Step by Step Guides  & Videos on how you can track your applications via OLPC 

Step by Step Guide: 

Click here to view our Step by Step Guide on how  you track evidence issued on your applications 

Automatic Age Sum Assured Requirements: 

Click here to view our Automatic Age Sum Assured Limits on our Adviser Centre 

Video Link: 

Click here to view our short video on how you can track evidence using our application summary page 

Main Menu  

https://www.legalandgeneral.com/files/library/underwriting/underwriting-literature/q41806.pdf
https://www.legalandgeneral.com/adviser/protection/doing-business-with-us/agent-hub/keeping-you-in-the-loop---agent-hub.html


Track Outstanding Evidence - Step by Step Guide 

STEP 1 

Add policy details and  

press ‘Search’ 

Select ‘New Application’ 

along the top of the page 

You can instantly track what evidence is outstanding for your customers. First you need to find 

the policy 
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Track Outstanding Evidence - Step by Step Guide 

STEP 2 Select the application ‘Life’ 

The progress bar will show you when we ‘require more information’ before we can asses the 

application  

Previous 

page 

Tracking 

Evidence 

Menu  

You can see details of 

what's outstanding for 

each customer and 

product. 

This includes status and 

relevant dates. 

Some evidence (Patient Health Report) may show additional information when you click it such as 

'surgery details' and 'method of issue' 

Find out more in our 1 minute video. 

https://www.legalandgeneral.com/adviser/protection/doing-business-with-us/agent-hub/keeping-you-in-the-loop---agent-hub.html


Starting a Policy Menu 
 

• You can start a policy/policies online yourself via OLPC.  

• Once terms have been offered & the customers are happy to proceed you can accept the offer online & provide a policy 

start date. 

• Your customers can also start their policies once terms are issued via their My Account. 

• If there is anything else we require prior to starting a plan you will be able to see any outstanding required information on 

the Application Summary page on OLPC. 

Starting a policy is a simple process.   

You can use the application summary page to see when your plan is ready to start. You will be able to see if there are any outstanding 

requirements needed before starting your plan & you can quickly link into the application to activate the policy when you are ready, 

Step By Step Guide: 

Click here to view our Step by Step Guide on how  you can start a policy via OLPC. 

Video Links: 

Click here to view our video on how  you can start a policy via OLPC. 
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https://www.legalandgeneral.com/adviser/protection/business-development/webinars-workshops/
https://www.legalandgeneral.com/adviser/protection/business-development/webinars-workshops/


Starting a Policy - Step by Step Guide 

STEP 1 

Add policy details and  

press ‘Search’ 

Select ‘New Application’ 

along the top of the page 

You can instantly see what evidence is outstanding for your customer.  Start by finding the policy. 
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Starting a Policy - Step by Step Guide 

STEP 2 
Select ‘EDIT’ along the top 
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Starting a Policy - Step by Step Guide 

STEP 3 
Select the relevant product tab along the top. Here you will see the plan is ready to start & just requires 

a Policy Start Date. You can click on the’ Policy Start Date link to take you into the application 
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Starting a Policy - Step by Step Guide 

Under the 'Product 

Summary' heading, select the 

calendar icon to add a start date 

STEP 4 
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Starting a Policy - Step by Step Guide 

STEP 5 

Confirm and press ‘Submit’ 

Scroll down to complete the 'Agent Declaration' 
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Starting a Policy - Step by Step Guide 

STEP 6 A message will confirm acceptance or any additional steps you need to take 

Previous 

page 

Starting a 

Policy 

Menu  



Further Medical Information Menu 

• You can amend medical information within the application to provide further information after submission if you have 

new/more information to provide 

• Once updated our system will automatically underwrite this where possible. Giving you an immediate decision or it may 

show you that we need more information like a GP report off the back of assessing the new information provided 

• If we cannot automatically underwrite the amendment then this will automatically refer to our Underwriting team for them to 

assess the changes made 

Further medical information can be provided by amending the application.   

Please see our Step by Step Guides on how to amend medical information within the application online 

Step By Step Guide: 

Click here to view our Step by Step Guide on how  you can make an amendment to the medical details via OLPC 

Pre-Sales Support: 

Please click here to view information on our pre-sales support team & what information we need from you in order to advise you on how your 

customers medical history may affect terms we can provide 

Main Menu  

https://www.legalandgeneral.com/adviser/protection/doing-business-with-us/underwriting/pre-sale-underwriting/


Further Medical Information: Step by Step Guide  

STEP 1 
Select ‘EDIT’ along the 

top of the page 
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page 
Next page 



Further Medical Information: Step by Step Guide  

STEP 2 Select’ Amend Application’ down the left hand side menu 
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Next page 



Further Medical Information: Step by Step Guide  

STEP 3 
Select ‘Menu’ in the top right hand corner & then select ‘Screen status’ from the drop 

down list 
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Further Medical Information: Step by Step Guide  

STEP 4 Select ‘Health & Lifestyle’ for the relevant applicant that you need to amend 
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Next page 



Further Medical Information: Step by Step Guide  

STEP 5 
Locate the question you wish to provide further information on & amend the information 

you need to change. Then select ‘continue’ 
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Further Medical Information: Step by Step Guide  

STEP 6 
Continue through to re-submit this new information by going to the ‘Confirm Your Details’ 

page 

STEP 7 Check that all information is now correct & proceed to the ‘Decision page’: 
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Further Medical Information: Step by Step Guide  

STEP 8 
Here you will see if the application has automatically underwritten the new information or 

if we have had to refer this to our underwriting team to assess 
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Further Medical Information: Step by Step Guide  

STEP 9 Proceed to the ‘product summary’ page & ‘re-submit’ the application 
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page 

Further Medical 

Information 

Menu  



Changing Your Agent Details Menu 

• You can update & amend your agent contact details yourself via OLPC 

• You can update & amend your  correspondence preferences online via OLPC 

• If you need to amend this on a particular case only this can also be done online within the application on OLPC 

Contact Preferences & Contact Details.   

Its important to ensure that we hold the right contact details for you & that your contact preferences are correct. This will ensure we are sending 

you notifications & communications in the most effective way for you 

Step By Step Guide: 

Click here to view our Step by Step Guide on how  you can amend your contact details & preferences from the ‘Menu’ tab in OLPC 

Main Menu  

Step By Step Guide: 

Click here to view our Step by Step Guide on how  you can amend your contact details & preferences from the ‘Application Summary’’ 

tab in OLPC 



Changing Your Agent Details- Step by Step Guide 

Previous 

page 
Next page 

Click the ‘edit’ button STEP 1 



Changing Your Agent Details- Step by Step Guide 

STEP 2 From this page you can amend your  Contact Address 

Previous 

page 
Next page 



Changing Your Agent Details- Step by Step Guide 

STEP 3 
If you then scroll down the page you can amend your Contact Details & Your 

Correspondence Preferences 

Previous 

page 

Changing Your 

Agent Details 

Menu  

Note: It is extremely important we hold the correct details & preferences for you so that we can 

notify you of important changes to your plans for example ‘Lapse Notifications’  



Changing Your Agent Details- Step by Step Guide 

STEP 1 Click 'Menu' then 'Contact preferences' 

Previous 

page 
Next page 



Changing Your Agent Details- Step by Step Guide 

STEP 2 From this page you can amend your  Contact Address 

Previous 

page 
Next page 



Changing Your Agent Details- Step by Step Guide 

STEP 3 
If you then scroll down the page you can amend your Contact Details & Your 

Correspondence Preferences 

Previous 

page 

Changing Your 

Agent Details 

Menu  

Note: It is extremely important we hold the correct details & preferences for you so that we can 

notify you of important changes to your plans for example ‘Lapse Notifications’  



Existing Business Menu 

 

• Once your policies are in force you can view details of these plans using our Existing Business Agent Hub 

• You can retrieve Policy Documents for plans started after 2016 via our Existing Business Agent Hub 

• You have access to view what the current sum assured is on a decreasing policy on the Existing Business Agent Hub 

• You have access to important information about the status of your customers plans & the status of their direct debits & any 

outstanding requirements needed to get a plan back up to date on the Existing Business Agent Hub 

Step by Step Guide: 

Click here to view our Step by Step Guide on how you can check the sum assured on your customers existing policy  

Main Menu  

Step by Step Guide: 

Click here to view our Step by Step Guide on how you can check the status of your customers existing policy 

Video Link: 

Click here to view our video on how you can monitor lapses and cancellations via the Existing Business Agent Hub 

Video Link: 

Click here to view our video on how you can view & manage your existing business on the Existing Business Agent Hub 

Existing Business Customer Support: 

Click here to view our guide on how your customer can access existing business customer support 

Step by Step Guide: 

Click here to view our Step by Step Guide on our Existing Business Agent Hub 

https://www.legalandgeneral.com/adviser/protection/business-development/webinars-workshops/
https://www.legalandgeneral.com/adviser/protection/business-development/webinars-workshops/


Existing Business Agent Hub- Step by Step Guide 

Previous 

Page 
Next Page 

Your Existing Business Agent Hub landing page will look like the below 

You can search for a 

specific client or policy 

You can view policies that 

have been cancelled & due 

clawback of commission this 

month 

You can view policies that are 

due to go off risk this month 

You can view policies that are 

due to go off risk this week 

You can view 

policies that are 

were cancelled 

You can 

view policies 

that have 

had a failed 

direct debit 

You can 

view policies 

that have a 

cancelled 

direct debit 

You can view all 

policies that have 

had an event on 

them 



Existing Business Agent Hub- Step by Step Guide 
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Page 
Next Page 

By clicking into each of these categories you will be shown a list of all of your plans that 

fall within that section 



Existing Business Agent Hub- Step by Step Guide 

You can select ‘Show 

More’ on each section to 

expand the box & view 

more information 

Previous 

Page 
Next Page 

You can view each policy individually by clicking on 

the policy number where you will be shown the below 

screen 



Existing Business Agent Hub- Step by Step Guide 
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You can view your 

customers contact & 

personal details 

You can view any 

events that have 

occurred on the plan. 

Including any lapses 

& commission 

clawbacks as well as 

requirements such 

as DOH & DDM 

You can add 

your own notes 

to each case 



Existing Business Agent Hub- Step by Step Guide 

Existing 

Business Menu 

Previous 

Page 

You can view the 

policy details 

including:  

 

 Amount of cover 

 Policy Status 

 Start and End Date 

 Premium Amount & 

Collection Date 

 If the plan is under 

Trust 

 Additional Benefits 

like Waiver of 

Premium 
You can access Policy 

Documents here & 

view your Agency 

Details here too 



Existing Business- Check Sum Assured of an Existing Plan- 
Step by Step Guide 

STEP 1 
To check the sum assured of your client's existing policy on the Agent Hub. 

From the home screen, enter the policy details and click 'Search' 
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Existing Business- Check Sum Assured of an Existing Plan- 
Step by Step Guide 

STEP 2 In the 'Product Details' section of the screen you can see your client's current sum assured 

displayed under 'Amount of Cover 

Click on 'Show more' to display further 

information about your client's existing 

policy. For example the 'Original 

cover' amount 

Existing 

Business Menu 
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Existing Business- Status of an Existing Plan- Step by Step 
Guide 

STEP 1 
You can check the status of your client's existing policy. 

From the home screen, enter the policy details and click 'Search' 
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Existing Business- Status of an Existing Plan- Step by Step 
Guide 

STEP 2 You can view the 'Policy Status' at the bottom of the screen 

Existing 

Business Menu 
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Existing Customer Support - Step by Step Guide 

STEP 1 

Or 

 

Search our most popular 

Frequently Asked Questions  

by category 

Your existing customer can get answers to questions. 

They can actions many requests such as 

Change of Address and Request Policy Documents 

Type your question here 

Visit the Support centre at https://www.legalandgeneral.com/existing-customers 

Main Menu  
Existing 

Business Menu 
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