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Objectives 

By the end of this training session you will be able to: 

 

 Build a client profile and provide a quote 

 Find a client 

 Review and amend client details 

 Action a mid term adjustment 

 Renew a client policy 
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Logging In 

 

The first port of call is logging in 

to DAS Connect.   

 

Use the log in ID provided; you 

will receive this in an email from 

DAS and will need to update the 

password when you log in.  
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Logging In 

Once logged in you will 

automatically be taken to the 

‘Find Client’ page.  

 

You will also notice options at 

the top of the screen where 

you can update your password, 

and return to the ‘Add Client’ 

screen.  

 

You will also be able to search 

for a client and log out, which 

we will look at later in the 

training.  
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Adding A Client 

First we will take a look at how to add a client 

on the system. 

 

Select the ‘Add Client’ option from the login 

page and you will be taken to this page.  

 

Some fields have red asterisks by them; these 

are required fields and must be populated. 

You will not be able to complete the screen 

until all the required fields have been 

populated.   
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Adding A Client 

Certain boxes will contain a drop 

down option, such as legal trading 

status.  
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Adding A Client 

You will be able to look 

up an address by 

entering a postcode. 

This will then provide 

you with a list of 

addresses for that 

postcode. 

  

You will need to select 

the address by clicking 

on it, which will then 

automatically populate 

the address fields.  

Green ticks will appear 

next to the populated 

fields to confirm they 

have been correctly 

entered.  
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Adding A Client 

You will now have the option of 

selecting the product.  You will 

be given the opportunity to 

review the clients details again 

before setting up the client 

policy. 

 

The following slides relate to 

processing a Commercial Legal 

Expenses quote.  

 

The process for obtaining a 

Loss Assist business quote is 

the same.  
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Adding Risk Details 

You will notice at the 

top of the screen there 

is a progress bar to let 

you know what stage 

you are at when 

creating a new 

customer quote.  

 

This screen requires 

the start date of the 

policy to be entered. It 

defaults to todays date.  

The cover date must be within the next 30 

days, the system will prompt you if you are 

outside that period.  

Once you have input and checked the data 

press the ‘Next’ button to continue. 
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Adding Risk Details – continued  

This screen is made up of  compulsory fields, 

the information provided needs to be 

accurate.  

 

The risk details need to be completed on this 

page. To do so you will need to ensure you 

have scrolled down to the bottom of the page 

to answer all questions.  

 

Once the fields have been entered additional 

options will appear (if additional options are 

available) at the bottom of the screen, 

including cover options and declarations.  
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Adding Risk Details – continued  

If the business turnover is over £5 

million per annum there will be 

additional cover available to include.  

These additional covers will only 

appear if the turnover is above £5 

million.  

 

The helplines are included as 

standard, you will have an option of 

which heads of cover to choose. 

There must be a minimum of one 

insured cover to continue.  
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Adding Risk Details – continued  

When completing the cover options, you will be given the option of amending the limit of indemnity. 
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Adding Risk Details – continued  

Once the cover options have 

been selected the declarations 

need to be actioned.  

 

You should check the declarations 

are correct, then click on the next 

button.  

 

If there are any amendments you 

would like to make to the policy 

you can select the back button to 

make the changes.  
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Quote Screen And Completion 

The quote screen will provide the 

following information and options. 

 

 Total amount payable for the 

client 

 The policy documentation, 

including the quote schedule, 

the quote statement of fact, 

IPID and the policy wording. 

There is also the option to 

email the documentation.  

 There is also an option for 

commission override if 

required.  
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Quote Screen And Completion  

Below the total amount payable and 

documents there will be a summary of 

the clients cover.   

 

Before confirming or agreeing the 

cover ensure the client details and 

cover is correct.  

 

Be aware any items in RED text have 

been automatically added to the 

policy or updated to standard levels.  

 

 

 

  

You can either select the back button to amend any details, save the quote or 

complete the quote by using the ‘Pay by Broker Account’ button. There is also an 

option to contact DAS.  
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Contacting DAS 

If selecting the option to contact DAS you 

will need to enter your contact name, 

email, a contact phone number and a 

message outlining the reason for the 

enquiry.  

 

You will then be contacted by a member 

of staff to assist with your query.  
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Quote Screen And Completion  

The system will ask if you are sure you want to accept 

the policy; should any last minute amendments be 

required this is an opportunity to action them.  

 

If accepting the quote, you will be taken to a loading 

screen prior to the final confirmation screen.  
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Quote Screen And Completion  

Once the details have been retrieved you will be 

greeted with the confirmation screen.  

 

There is still an opportunity to amend the policy 

details prior to issuing the documents.  

 

If the information is correct, click on the email 

documents button which will send the documents on 

to yourself.   

 

The email documents button will change to ‘Email 

sent’ to confirm they have been issued.  
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Finding A Client  

To find a pre-existing client, select ‘Find Client’ 

from the options bar at the top of the screen.  

 

You can either search for the client by their name, 

their postcode, a quote reference number or their 

policy number.  
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Finding A Client  

You can do a partial search on a name and it 

will generate and suggest any potential 

clients.  

 

If you have saved a client’s details on a 

previous quote, this will be the way to retrieve 

them.  

 

Click ‘View Client’ to enter their record.  
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Finding A Client  

Once the clients details have been 

retrieved you will be presented with a 

client page.  

 

This will contain any quotes, policies, 

open adjustments and open renewals.  

 

There is also an option to take out a new 

quote on the right hand side of the 

screen, just underneath the clients 

contact reference.  

 

You can also update the clients contact 

details from here by clicking ‘Edit 

contact details’.  
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Editing A Clients Details 

If amending a client’s details, you will 

only be able to amend the client’s 

contact email address and contact 

phone number from this screen.  

 

If any other client details require 

amending they will need to be adjusted 

in an existing policy.  
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Removing A Quote  

In addition, you can also remove the client’s historic 

quotes simply by clicking on the blue circle with a 

white cross after the quotes ‘View’ button.  
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Mid-Term Adjustments  

To make a mid-term 

adjustment (MTA) first select 

the ‘Find Client’ option in the 

top tool bar and search for the 

client.  

 

Once you have found your 

client, click on ‘View Client’. 
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Mid-Term Adjustments  

You will arrive at a screen 

which has the clients policies.  

 

From here you can make an 

adjustment, see any open 

adjustments, make a renewal 

or review open renewals, 

cancel a policy or review any 

open cancellations.  

 

We will look at the renewal 

and cancellation process 

after reviewing the MTA 

process. 

Click on ‘View’ to make a MTA.  
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Mid-Term Adjustments  

Once the policy has been 

selected, click on the ‘Amend 

Policy’ button.  
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Mid-Term Adjustments  

You will need to enter the date 

the client wished the policy 

adjustment to take place from 

and select a reason for the 

required adjustment.  

 

Both of these are required 

fields; if entered correctly a 

green tick will appear next to the 

adjustment reason.  

 

Now click on ‘Next’.  
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Mid-Term Adjustments  

The first screen will allow you the option of 

updating the client details.   

 

If the MTA is for the clients address, this is 

where you will make the adjustment. You will 

see an ‘Edit Address’ option in blue below 

the clients address.   
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Mid-Term Adjustments  

Regardless of 

whether you amend 

the address, the next 

screen will give you 

the option to adjust 

the customer’s 

business details, 

cover options and 

declarations. 

 

Check the details are 

correct and click 

‘Next’ to continue the 

MTA.  
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Mid-Term Adjustments  

Once the adjustment has been actioned any additional 

premium will confirmed.  If there are any issues with the 

amendment you will be directed to contact DAS.  

 

There is an option here to email yourself a copy of the 

quote with the amendments included. The bottom of the 

screen will provide a summary of the cover. 

 

The bottom of the screen will have the options to save 

the quote, pay, contact DAS or continue to make further 

adjustments.  

 

If you’re happy with the adjustment, click to pay by 

broker account and the policy will be adjusted. At this 

point you can issue new documents.  
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Renewals  

To invite a renewal firstly search for the customer by selecting the ‘Find Client’ option at the top of the 

screen. Then you can search by either the customer’s name, postcode, quote reference or policy number.   

Once you have found your customer, click on the ‘View Client’ button.  
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Renewals  

Once the correct customer has 

been selected all of their 

policies will be showing; live 

policies, adjustments, renewal 

and cancellations.  

 

Select the policy to renew and 

click on the ‘Invite Renewal’ 

button. 
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Renewals  

You will then have the option to review the renewal and make any 

adjustments. Once these have been made you will arrive at the quote 

screen.  Now you will have the option to either save the renewal, 

accept the renewal (by selecting ‘Pay The Broker Account) or 

alternatively continue to make further amends by clicking on the 

appropriate button at the bottom of the screen.  

 

If accepting the renewal, once you click on the ‘Pay The Broker 

Account’ button a pop up will ask you to confirm you are happy to 

proceed.  
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Renewals  

Once accepted the renewal 

will be updated. Make sure 

confirmation documents 

are sent to you by clicking 

on ‘Email Documents’.  

 

The renewal has now been 

actioned.  
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Cancellations  

To cancel a client policy, first do a 

search for the client via the Find Client 

tab. 

 

Once you have found the client, click 

on ‘View Client’.  
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Cancellations  

The screen now shows any live policies, 

select the policy you want to cancel by 

clicking on ‘View’.   

 

 

You will now be in the policy screen. Click on the 

‘Cancel Policy’ button in the bottom centre of the 

screen to cancel the policy. 

 

 


