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Simplafy Connect - Broker User Guide 

Logging in 

Enter your username and password. 

Your username will be the e-mail associated with the account. 

 

If you do not have an account, please navigate to “Register for access please Click Here” 

 

 

 

 

http://www.dawes.com.au/register-for-Simplafy-Connect
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Simplafy Connect Portal Layout 

The Information Bar in the light Blue Box of the screenshot highlights relevant information 
such as policy number, quote reference, transaction stage, status and policy periods.  

The Action Bar in the light Green Box of the screenshot contains relevant actions to certain 
functions like Saving your progress or Calculating Terms. 

 The Navigation Bar in the light Red Box of the screenshot is used to navigate between 
different section of the quotation. 
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Create a new quote with Mansions. 

1. To create a new quote, click on the Mansions hyperlink.  
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2. Once you have read through and understood the Duty of Disclosure, scroll down and 
tick the checkbox and click Next to proceed with adding policy details.  

 

 

 

3. Enter the required Term start and end dates. (Note these will default to today’s date).  

The Account and Intermediary Details, reflect your Brokerage and contact details.  

4. Click Next to proceed to the Insured Details section. 
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5. Fill in the relevant Insured details. 
Please ensure full names are entered as we will not accept initials. 

 

6. Click Add Insured to include additional Insureds. This will open a floating window 
where you can enter additional client details. 
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7. Click Ok then Next to proceed to the next section that captures their Insurance History. 
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8. If the Insured has any claims that require to be disclosed, select Yes and click Add 
Loss to note claim details.  

 

If multiple claims need to be disclosed, please select Add Loss again to enter additional 
claim details.  
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9. Once the Claims Information and Duty of Disclosure questions have been answered, 
click Next to add risk details. 

 

10.  To add property address, click +Add Location button. 
11. A small search window will appear which will allow you to type an address. As you type 

the address, a list of addresses will populate automatically.  
12. Select the risk address from this list and click OK.  
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13. Once the address has been selected, go to the Navigation Bar and select Location 
Details to choose the covers required. 

 

 

 

 

 

 

 

 

 

 

 

 

 

14. On the Location Details page, tick the checkboxes for the relevant covers.  
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15. Click to expand or reveal the rest of the questionnaire and provide answers 
accordingly.  

 

 

16. To add an Interested Party, please select which cover this applies to and select the 
Interested Party from the lists. 

If the Interested Party is not on the list, please select Other and type the details in. 
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17. Once all the questions regarding the risk have been answered, go to the Navigation Bar 
and click on Home to enter the Building Sum Insured and select the Excess.  
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18. Click on Contents to enter the Contents sum insured and select the Excess. 

 

19. Click on Private Collection and tick the checkbox for the required private collections 
cover.  

To note Specified Items (Jewellery, Fine Art, Silverware, Wine, Memorabilia, 
Miscellaneous) 

Click the “Add Specified Items” to generate new fields where you can include 
Descriptions and Sum Insured for the specified item. 
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20. To add additional property, simply click on Property Address(es) on the left Navigation 
Bar and click + Add Location and repeat the steps you just completed. 

 

 

 

 

 

 

 

 

 

 

 

21. If you would like to provide additional information, we suggest leaving a comment.  
Go to the Navigation Bar and click on Comments.  
 
This will take you to the Communications Page where you can click on the + Add 
button. This will open a separate pop-up window where you can type in your comment 
for the Underwriting Team to review. 

We suggest utilising this option when submitting a referral to provide further details to 
the Underwriting team. 
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22. You can also include attachments. Click on the + Add button and select the file you 
wish to upload. You may only upload one file at a time. 

 

 

 

 

 

 

 

 

23. To submit the quote request, click on the Calculate Terms button located left of the 
Action Bar. You will note that the status of the transaction has changed from Draft to 
Referral required.  
 

24. If any details are missing, Simplafy will highlight them in Red under “The Following 
errors have occurred:” 

Click on each error to navigate directly to the relevant section for review.   

 

 

 

 

 

25. Once all issues are resolved, click Calculate Terms and proceed to Submit Referral. 
 
Once you’ve clicked the Submit Referral button, this concludes the quote submission 
process. The status of the transaction is updated to Referral Underwriter.   

 
The quote will automatically be sent to the Underwriting team for review.   
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Navigate back to the Dashboard to view the status of the quote you just submitted for 
review. This should be the quote at the very top in the Recently Accessed list. 

 

If the Status reads “Referral Underwriter” this means the quotation is with the Underwriting 
Team to review. 

 

You’ll receive a notification via e-mail when the quotation has been actioned by an 
underwriter. 
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In this example, the quote is Acceptable, which will show the status on the Dashboard. 

To view the quote, simply double-click anywhere on the row containing the policy/quote 
details. This will open the policy for further review or action.  

 

 

Generate Quotation Letter 
To view the Premium by click Premium on the Navigation Bar.  

If you’re happy to proceed and would like to generate a Quotation Letter to present to your 
client, click the Generate Offer button located at the Action Bar. 

You will note that the status of the transaction is updated from Acceptable to Offered. 

Please note that you cannot change the policy details after Generate offer has been 
clicked. This will grey out all the questions in the quote.  
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The premium table will provide a simple view and a breakdown view, providing premiums 
for all locations noted on the policy. 

To download the Quotation Letter, navigate to Documents located on the right Navigation 
Bar. Please note, it may take a few moments for the system to generate the Quotation. 
Refresh the page if the document has not generated. 
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Bind & Close 
Once you are ready to finalise the quotation and proceed with cover, simply click on Bind 
& Close.  

 

Please ensure you’ve selected the correct quotation if you’ve created duplicates for excess 
options.  

Click OK. You have successfully bound a policy. 

 

The status of the transaction is updated to Closed.  

You can then click on Document location on the Navigation Bar to download the relevant  

Documents (Policy Schedule).  

  

 

 

 


