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Introduction

Welcome to Glology from Legal & General — a state of the art point of sale system
designed to make life easier for all advisers writi  ng General Insurance (Gl) business.

This new software allows you to quote on all of Leg al & General's Gl products without

being connected to the Internet. So whether it's Ho me Insurance Choices, Buy to Let
Property Insurance or Mortgage Payment Protection | nsurance (ASU) you can now
produce an indicative price after answering just tw 0 questions.

Glology couldn't be easier to use and you'll find it's pack ed with timesaving features.
There’s also product information, FSA compliant lit  erature and when you're online
there’s even a news hub that brings market updates and product developments

direct to your desktop.
Every feature is designed with advisers in mind —w e hope you enjoy the benefits.

Aim of this document

This user guide aims to enable you to get the most out of Glology .

Whilst designing Glology we have tried to ensure that the application proces s, from
quick quote to submission, is as straightforward to use as possible and therefore your
sales process with Legal & General is as good asit  possibly can be.

We hope this document will guide you through some o f the more complicated
aspects of Glology .

If you would like to discuss integration of ~ Glology into any third party application you
may be using (such as a client management system) p lease contact your Business
Development Manager in the first instance.
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1.0 Installation

Step 1 Make sure no other applications are running - some anti virus
packages may interfere with the installation of thi s software.
Step 2 Insert CD

Some operating systems will automatically runthe s et up program. If the CD does not

automatically install, proceed to Step 3 otherwise proceed to Step 5.
Step 3 Click ‘Start’, and then click ‘Run’
Step 4 In the open box, type D:/setup.exe (D being the CD drive - if your CD

drive is a different letter, type that instead of D ), then click OK

Step 5 Click ‘Install’

Step 6 When installation is complete, click ‘Close’ —a d esktop icon and a
start menu icon will be created, and the program wi Il run for the first
time

Step 7 The software is now installed on your system
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1.1 Running Gl ology for the first time

Every time you open Glology you will need to enter the default username and
password.

You should enter the following:

username — admin
password — giology

Please note that the username and password are case sensitive.

Once you have successfully logged into Glology you will be prompted to complete
your agent details, this is discussed in section 4.0 Agent administration.

You will be requested to enter your agency number t wice; this is to ensure that the
number is correct as otherwise your commission paym ents may be affected.

You will only need to complete your agency details the first time Glology is installed. If
in the future you wish to update your agency detail s this can be accessed from the
Homepage.

The installation and set up of Glology is now complete.

WARNING Glology is an off line quotation tool (not web based) ; therefore ensuring
that your client data is backed up regularly is you r responsibility.
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2.0 Using Goblogy

Glology is designed to be as straightforward to use as poss  ible.

This section will guide you through some of the mor e complex parts of Glology .

2.1 Homepage

The homepage is your portal to all the different fu nctions of Glology .

It is where you will look for a

saved client or quo  tation and where you will begin the

sales process with a new client.

* Glology (live) v4.44 <New Quote> - [Legal & General Glology <New Risk>] HEE
R File Optiors  Help IR
.. Welcome to Glology from Legal & General g
General Insurance Quote and Apply System Legal
. Glol ogy General
Home page

Retiieve saved
Get a quote quotes and
applications

Product literature

Latest news coming soon...

‘Changes in Legal & General's
this release agency website

4

Click here for help.

Get a auote

\ that you can access the three Legal

Glology user guide

The main feature of the Homepage is

& General Gl products via Get a
quote.

By clicking any of these buttons you
will begin a completely fresh
guotation for a new client.

These allow you to produce a quick
guote for any product and enter full
client details later in the process.
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Other options available from this page are:

Client details
Launches Glology’ s Client management module, which allows you to cre ate
a new client, search for an existing client and muc h more.

Client management is discussed further in section 3.0 Client management

Document library

. Launches Glology’ s Document library. This contains all of the standa  rd Legal &
General Gl product literature — such as Key Feature s and Policy Booklets.
The Document library also contains a copy of the so ftware agreement you
accepted when installing  Glology, as well as this User Guide and a Quick
Reference Guide.

Agent administration

Launches the Agent administration module where you completed your
agency details the first time you ran Glology .

You can use the Agent administration module to upda te your agency details
at any time.

Agent administration is discussed in section 4.0 Agent administration

Legal & General contact details
This is where you will find all of our contact deta ils. Everything from the New
Business General Support Team to the IT Helpdesk is here.

Legaﬁ

General

You can also access Legal & General contact details by clicking on any Legal
& General umbrella logo throughout the system.
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2.2 Key icons

Most of the features of Glology are very straightforward to use, this section shoul d
serve as a reference guide for the various icons yo u will see and what they mean.

The Continue button is important because if there i s something wrong with your
quotation it will disappear and you will not be abl e to proceed.

If the Continue button has gone from its usual plac e at the bottom right of your

screen there will be another icon somewhere on the page. Clicking on the icon will
tell you the reason why the continue button is not available.
!

Any time you see this icon it means there is someth  ing wrong. For a description of
what is required simply click the icon. In most cas  es it will just be that more information
is required before you can continue your quotation.

i

The postcode you have entered must meet our minimum standards of security for the
quotation to be acceptable.

i)

Your client’s property has now met our minimum stan dards of security

X

Your client’s property has not met our minimum stan dards of security; these standards

are detailed within the ‘Safeguarding your home’ bo oklet, which is available in the
Document library.

el

The postcode entered is in a buildings refer area. Please contact the New Business

Support Team on 0870 900 8829 or continue with cont  ents cover only.

&>

The postcode entered is in a flood refer area. You will need to contact our New
Business Support Team on 0870 900 8829.

7
Occasionally you may see this icon on a screen. Cli cking the icon will give you more
detailed information about a particular area of the application, for example within

the acceptancel/eligibility criteria screens.
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2.3 The application process

All of the products contained within

Glology follow the same completion process.

There is a separate ‘Quick reference guide’ availab le within the Document library
which you can print for ease of use.

This process is designed to be as straightforward a s possible; the following diagram

illustrates this process.

Quick quote

Y

\ Save and exit

Quote for
another guotation
product by :
using the ‘Add |-  Full quotation )
product’ details
button l
<« Quotation
summary
<« Applica.tion
details Y
Submit
completed
application

N

If you're offline the
application will be sent to
the ‘Outbox’. See Section

3.0 Client management

~,

If you're online the application will be
sent straight to Legal & General. See
section 3.7 Submitting a case to Legal

& General
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2.3.1 Navigation within GI ology
Navigating through  Glology is very easy.

Simply select a product from the ‘Homepage’:

@ w

. Gl O|Ogy Click here for help. IEthlem]

Get a quote

Home Insurance
" Buy to Let
Mortgage Payment
Protection Insurance ECCK

Once you have selected a product, complete the requ ired data fields and use the
‘Continue’ button to progress your quotation:

* Glology (live) v4.44 <New Quote> - [Legal & General Home Insurance Choices <New Risk=] !E u
R Fle options  Help = =] x|

2 Legalg

. Home Insurance Click here forhelp.  General

Choices

Enter the date of birth of the:

Quick quote Acceptance criteria Your cover About you Quote summary Apply
= . = = =
oldest applcant

Your quetation details:

Date of birth 101 H 876 Mumber of bedrooms 3 -
fa)

Posteods BS 4Us =1 Wall construction Brick =

Approximate year bult 1985 Root construction Tie: -

Type of property jSemi-etached house = Crvenership Crwner oooupier -

Buildings insurance: .
& Ves{ Mo Extended accidertal damage [ Yes % Mo

Voluntary excess 0 -
Mo claims discount ertitement ’—u = Indicative price
Annual premium
Contents insurance: # Yes ™ Mo Extended accidertal damage  ves @ Mo £473.61
Effect of last change
Sum insured Volurtary excess 0 - £473.61

7 |k40000 - Mo claims discount ertitlement il -

Marthly premium

Additional eptions: £41.84
Eftect of last change
Unspecified personal possessians [ Pedial cycles O et

Specified personal possessions [ Family legal protection O
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If you need to move back through the quotation simp ly use the ‘Back’ button:
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When you click on certain
fields, relevant help text is

You can see the effect shown in this box.
of the last change on

both the monthly

premium and the

annual premium.

Changing the postcode
will instantly affect the
indicative price.

While you are keying data into the ‘Quick quote’ pa ge you will notice that changing
certain options will change the price currently bei ng quoted. These changes are
shown instantly in the ‘Indicative price’ box.

The indicative price appears as soon as you enter a date of birth (the date of birth
should always be that of the oldest proposer) and t he postcode of the property to be
insured.

All other fields on the quick quote page are defaul ted to the UK average values; it's
entirely up to you at which stage you tell the clie nt their indicative price.

If your client meets our criteria for a notional qu otation the buildings sum insured is
defaulted to a maximum of £500,000 and £40,000 cont ents. If your client does not
meet our notional criteria you will be prompted to enter the relevant sums insured.

You should also note that both the buildings and co ntents NCD is defaulted to be
zero. Entering your client’s correct NCD will have a significant affect on the premium.
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There are several useful buttons at the bottom of e ach page

Save the
quotation

Return to the

View the

Homepage Document library

Use the same customer
details for a different
product

2.3.2 Add product button

The ‘Add product’ button allows you to use the deta
current client and use these to produce a quotation

For example, if you have created a Home Insurance C
Smith you could save this quotation and then by usi
fill a Mortgage Payment Protection Insurance (ASU)
details, such as the client’'s name, date of birth a

All quotes are linked to that client — See Section

View the available
customer prints (Personal
illustration and/or
Application details)

ils you have entered for the
for a different product.

hoices quotation for Mr Fred
ng the ‘Add product’ button, pre-
guotation with the relevant
nd address.

3.0 Client management.
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2.3.3 Customer prints

Customer prints are customer specific documents, su ch as the Personal illustration or
Application details.

These are only available at certain stages in the g uotation. For example, a ‘Personal
illustration’ is only available once you have reach ed the ‘Quote summary’ page.

Below is a table showing which customer prints are available and when:

Customer print name When is it available?

Personal illustration Once you reach the ‘Quote sum mary’
page — see Section 2.4.5 Quote summary

Application details Once you have completed the ‘Yo ur
payment option’ page — see Section
2.4.11 Your payment option.

Personal lllustration (similar to a Cover Once a case has been successfully

note) submitted to Legal & General — see
Section 2.3.4 Application approval letter.

Demands and needs letter This is available once the Demands and
needs module has been completed - see
section 5.0 Demands and needs

When you preview a document, it is opened as a PDF and viewed in Adobe Acrobat

Reader (which must be installed on your computer an d we recommend you have at

least version 6 available). All prints are availab  le to reprint at a later stage.

Since the prints can be viewed in Adobe Acrobat, yo u can save them elsewhere
(e.g. in your client management system), if you nee d to.

2.3.4 Personal lllustration

Once a case has been successfully submitted to Lega | & General, it is possible to print
the Personal Illustration (similar to a Cover note)  for both Home Insurance Choices
and Buy to Let Property Insurance.

You will need to select ‘Retrieve saved quotes and application’ from the Homepage
and then select the relevant client and the submitt ed application.
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Then click ‘Open quote’ and select ‘Customer prints ' — you will then see the screen
below:

2.3.5 Navigation bar

The navigation bar shows you where you are in the Glology quote and apply process.

The captions only show where you are in the process , they are not dynamic.
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2.4 Data capture

The following pages depict the process as described in Section 2.3 using screenshots
from the Glology application. Although screenshots from a Home Insur ance Choices
quotation have been used this process is the same f or all products.

When you are using Glology you will see that many of the fields used to colle ct data
are the same across all products.

2.4.1 Quick quote

The ‘Quick quote’ page is the start of the quotatio n.
This page contains most of the data required to pro duce an indicative price. Some of
the additional options available on this page, such as Pedal cycles, are discussed

later in this section.
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2.4.2 Acceptance / Eligibility criteria

Before your quotation can continue, your client mus t be able to accept all of our
acceptance criteria. If your client is unable to ac cept the Legal & General
acceptance criteria please contact the New Business Support Team on 0870 900
8829.

Please note that within our Mortgage Payment Protec tion Insurance (ASU) product,
‘acceptance criteria’ is referred to as ‘eligibilit y criteria’.
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2.4.3 Your cover

The “Your cover’ page requires you to enter details relating to your client’s security
provisions at the property to be insured.

For a full explanation of Legal & General’s minimum standards of security refer to the
‘Safeguarding your home’ leaflet which can be found in the Document library. More
information about the Document library can be found in section 2.1 Homepage
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2.4.4 About you

On this page you can enter your client’s details. Y ou can also select to enter a joint
proposer and enter their details.
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2.4.5 Quote summary

The ‘Quote summary’ page displays a breakdown of th e premium and the available
payment options. Also, at this stage, the Personal illustration is available by clicking on
the ‘Customer prints’ button.

2.4.6 Cover start date

If known, you can enter the required start date of the policy. If your client does not
know the exact start date select ‘unknown’. You can still submit the policy and let us
know the precise date later. Or, if you prefer, sav e the quotation and submit it to us
when your client has informed you of their start da te.
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2.4.7 Contacting you

The ‘Contacting you’ page allows you to complete yo ur client’s remaining details.
You can also select to enter a different address to be used for correspondence on
this page.

The date moved in is the date your client moved int o (or will move into) the property

to be insured.
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2.4.8 Your property details

The “Your property details’ page allows you to ente r an interested party and include
high risk items (if contents cover has been selecte d). Entering high risk items is
discussed in section 2.5.4 High risk items .

There are two limits to high risk items; these are  displayed on the screen.

If an interested party is noted, then Legal &Genera | will send them a letter if the
buildings insurance is subsequently cancelled.
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2.4.9 Your property details - Losses

This page allows you to record any losses relevant to the acceptance of this policy by
answering ‘Yes'’ to the question, “Has your client s uffered any losses in the last three
years?” and clicking the ‘Add’ button.

A loss is any incident that may have occurred which your client could have claimed
for on their insurance, regardless of whether the ¢ lient claimed or not.
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2.4.10 Your payment option

The ‘“Your payment option’ page allows you to select whether your client wishes to
pay monthly or annually. You can then complete the relevant details.
Also, at this stage, the Application details docume nt is available by clicking on the

‘Customer prints’ button.
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2.4.11 Advised sale

The ‘Advised sale’ page
enables you to complete a
Legal & General Demands

and needs letter, if required.

This is discussed in more

detail in Section 5.0
Demands and needs.

A\J

If this is an advised sale but you
want to use your own
Demands and needs letter,
then this is possible by clicking
‘Yes’ to the ‘Is this an advised
sale?’ question and ‘No’ to ‘Do
you want to use the Legal &
General demands & needs

letter?’.
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2.4.12 Submit

The ‘Submit’ page is the final stage in the Glology application process. Clicking the
Submit button will send the policy to Legal & Gener al. Submission is discussed in
section 3.7 Submitting a case to Legal & General

Glology will not provide you with your client’s policy humb er. This will be contained
within the Welcome Pack, which will be sent out a f ew days after the policy is placed
on cover by Legal & General.
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2.5 Home Insurance Choices

This section discusses the areas of a Home Insuranc e Choices application that may

cause confusion.

2.5.1 Additional options

At the bottom of the quick quote page are several a dditional options that can be

included in your quotation.

To include these additional
options in the quotation, simply
click the box next to the option.

Pedal cycles and Specified
personal possessions are discussed
in the next sections.
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2.5.2 Pedal cycles

To include a Pedal cycle in the Home Insurance Choi ces quotation, just tick the box
as described in  2.5.1. You will now need to enter a value for the Pedal cycle. The
indicative price will now reflect the inclusion of the Pedal cycle.

When you reach the ‘“Your cover’ page you will see t his:

If your client has a Pedal

cycle worth in excess of

£500 you will need to list
it by selec ting ‘Yes'.

If you have selected ‘Yes’,
you will need to click ‘Add’ to
include details relating to this
pedal cycle.
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Once you have selected ‘Add’ you will be prompted w ith the following pop up
dialogue.

Once you have completed all of the details you can continue by pressing ‘Ok’. Note
that the ‘Ok’ button will not be visible until all required details have been entered.

You only need to itemise pedal cycles over £500, th erefore individual items do not
have to add up to the total insured.
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2.5.3 Specified personal possessions

Specified personal possessions work much the same w  ay as Pedal cycles. Refer to
2.5.1 to see where these can be added to your quotation.

Once you have added a value for Specified personal possessions onto the ‘Quick
quote’ page, you will see the following additional options on the ‘Your cover’ page.
You can then add details regarding the Specified pe rsonal possession by clicking
‘Add’.
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You will then be prompted to complete the details, as follows:

Once you have completed all the details, you can co ntinue by pressing ‘Ok’. Note
that the ‘Ok’ button will not be visible until all required details have been entered.
Note that the sum of the individual items will need to add up to the total sum insured

for Specified personal possessions.
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2.5.4 High risk items
If your client has any individual ‘High risk’ items  valued at or over 5% of the contents

sum insured (subject to a maximum of £4000 per item ), these can be listed on the
‘Your property details’ page:

If you wish to list High risk items select ‘Yes’, a s shown above.

You will then be prompted to add the details. Once you have clicked ‘Add’ you will
see the following dialogue:

Once you have completed all of the details you can continue by pressing ‘Ok’. Note
that the ‘Ok’ button will not be visible until all required details have been entered.
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2.6 Buy to Let Property Insurance
Buy to Let Property Insurance is accessed from the ‘Homepage'.

The quote and apply process of Buy to Let Property Insurance is similar to Home
Insurance Choices, except quicker as there are fewe r details required.

Buy to Let Property Insurance provides cover for
Legal expenses and rent guarantee. To select this
option click ‘Yes’ and enter the amount of
monthly cover you require. More details about
Legal expenses and rent guarantee can be
found within the Buy to Let Property Insurance
Key Features document in the Document library.
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2.7 Mortgage Payment Protection Insurance (ASU)
Mortgage Payment Protection Insurance (ASU) is acce ssed from the ‘Homepage'.
The quote and apply process with Mortgage Payment P rotection Insurance (ASU) is

similar to Home Insurance Choices, except quicker a s there are fewer details
required.

You will notice that the
‘unemployment’ option only
becomes available when ‘180
days disability’ is selected.
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3.0 Client management

Selecting ‘Retrieve saved quotes and applications’ from the ‘Homepage’ will access
Client management.
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3.1 Searching for Client details

Users are able to search by any criteria that appea rin the client list box (see below).
For example, typing a ‘J’ would show all clients wi th a ‘J’ in their name or any clients
with a 'J’ in their postcode. Typing ‘Andrew’ would return any clients with the name

‘Andrew’.

3.2 Agents own reference

This field gives the agent the facility to enter th eir own reference
number in any format they wish. You may already ha ve a reference
for the client on a client management system you ma y use; we
would suggest you enter this here.
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3.3 Status codes

Available status codes include:

Quote — Quick quote page completed but quote has not yet progressed to a
stage where it can be guaranteed.

Application — Guaranteed quotation and some (or all) apply que stions have
been answered.

Submitted — Application has been submitted to Legal & Genera | — awaiting
receipt.

Waiting submission — Application is complete but has not yet been sub mitted
to Legal & General.

Failed submission — User attempted to submit application but the pro cess
failed.

Cases with the status, “Waiting submission” and “Su  bmitted” can be viewed but not
edited.
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3.4 Guaranteed status

A quotation reaches guaranteed status once all info rmation required for Legal &
General to guarantee a quotation has been completed . This occurs once the ‘Quote
summary’ page has been completed.

The ‘Guaranteed
status’ is displayed on
the client management

page.
Quotations are guaranteed for 30 days. The date tha t a quotation will be
guaranteed until is displayed on the Client details page in the ‘Guaranteed

Status’ column.

Quotations remain on the system indefinitely but af ter 30 days you will be
required to re-quote any case before submission.
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3.5 Edit button

On any guaranteed quotation all of the data entry f ields will be greyed out as
changing any of these details would result in the q uotation no longer being
guaranteed.

If you wish to override this you can use the ‘Edit’ button.

Once you have pressed the ‘Edit’ button the quotati on will no longer be guaranteed.
If you wish to retain your saved guaranteed quotati on you must change the
‘Additional text’ field when saving the case — othe rwise the existing case will be

overwritten (this is covered in the next section).

Selecting ‘Edit’ will give you the ability to amend the gquotation details and provide a
new quotation based on these new details, or based on new rates if these have been
applied.
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3.6 Additional text

When saving a case (see screen below), a user may i nput some text related to a
case.

This is then shown on the Client details page:

Each quotation you produce for a client creates a n ew line.

If you have viewed a guaranteed quote and you wish to exit without re-quoting, click
‘Save’ and enter ‘Additional text’. This will ensur e your previous quote remains
guaranteed. If you do not enter or change the Addit ional text the current case will be

overwritten.
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3.7 Submitting a case to Legal & General

At the end of an application you are prompted to ‘S
process is outlined below:

ubmit’ to Legal & General. This

Submit

,

“Are you sure you want to accept this

po licy”
oK j \; : R Process
ance ends
v v
“Would you like to submit the risk now?”
No
Yes l
] l “Print
P”m. documentation”
documentation”

¢ Close

Close

v

v

The risk has been
accepted
successfully.
Click OK.

The risk has been
accepted
successfully.
Click OK.

'

'

“Policy submitted”

Submission cancelled
— message in outbox.
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If you choose 'No’ to the “Would you like to submit the risk now?” prompt, the
application will appear in the ‘Outbox’ of the ‘App lication messages’ screen:

Note — Application messages are accessed from the ‘Sear ch for a client / quotation’
page.

You can submit any cases in the ‘Outbox’ by pressin g the ‘Submit’ button. Clicking
‘Submit’ will submit all items from the outbox. Onc e a case has been successfully
submitted it will appear in the ‘Sent items’ sectio n.

If you are offline and press ‘Submit’, the case wil | wait in the outbox. The next time you
are online you then need to go to your Outbox and s elect ‘Submit’ and all cases
awaiting submission will then be sent.

CARE - Please also refer to the document called * Glology technical questions
answered’ for more detailed information about how t he Submission process works
from a technical perspective. This document can be found in the Document library.
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4.0 Agent administration

Agent administration can be accessed from any page.
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From the ‘Agent administration’ page you may change your agency details. Note
that the agency number must contain seven numbers. For example, if your agency
number is 123456 it must be entered as 0123456.

4.1 User setup
Glology contains the ability for users of the application t 0 have their own unique

username and password. This is to ensure thatthe a  pplication remains as secure as
possible. This will be referred to as an ‘Account’.
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Clicking the ‘Multiple Users’ button will presenty  ou with the following dialogue:

To create another
account, select ‘Add’

Once the above dialogue is complete, the account yo u have created will be ready
to use by exiting Glology and entering the ‘Login hame’ into the ‘user name’ box
when prompted.

4.2 Multi-user access

Glology provides the facility to set up multiple users oft  he application. This is aimed at
individuals who may share the same computer and wan t to be able to distinguish
between clients they have added. When a new client is set up the adviser’'s name will
appear on the client management list.

4.3 Admin account

The default user accountin  Glology is ‘admin’. Users can add accounts of their own,
if they wish, as outlined above.

The admin account provides some additional function ality not available to all users
such as the ability to unlock locked files (locked files are covered in the next section)
and to change the data storage location.

Welcome to Glology v2 November ‘08
Glology user guide Page 45 of 49



4.4 Settings tab

WARNING Glology is an off line quotation tool (not web based) ; therefore ensuring
that your client data is backed up regularly is you r responsibility.

Glology allows users to set up the application so that all data is stored on a shared
network drive.

To do this you must select ‘User setup’ from the ‘A gent administration’ page,
displaying the following dialogue:

u
If you wish to change the default setting click the g button. By clicking this you
can select where to store data using the dialogue s hown on the next page.
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This setting is most useful where several users on different computers want to share the
same client data (e.g. in a Call Centre).

So, for example, this means that:

A client can do the quote with agent ‘A’ who then s aves the quote.

Once the client has had time to decide to purchase, they may call back and
speak to agent ‘B’ who can then pick up that case a nd take it through to
submission.

4.5 Locked files tab

To ensure that two users cannot alter the same clie nt's details at the same time, client
files and quotations are ‘locked’ while open.

By selecting the ‘Locked files’ tab from the ‘User setup’ option, you can display any
client files that are currently open.

If Glology has been set-up to allow ‘multi-user access’ (see a bove) the name of the
agent with the client or quotation currently open w ill be displayed.

You can unlock a file by simply exiting that client or quotation. The admin user can
override any locked file.
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4.6 Firewall settings tab

For most users the firewall settings tab will not n  eed to be altered. However, if you are
experiencing problems submitting cases to Legal & G eneral, you should ask your
network administrator to enter the correct details in this tab.

If you experience further problems you should conta ctthe Glology IT Help Desk on
0800 010 911.

5.0 Demands and needs

Glology provides the facility for you to complete a ‘Demand s and needs’ letter for
your client.
You are given an opportunity to complete this just before you submit a case to Legal
& General.

By answering ‘Yes'’ to this question and then select ing to complete the ‘Legal &
General Demands and needs’ letter you will be launc hed into the ‘Demands and
needs’ module provided within Glology .

Follow the on-screen instructions. Once complete th e ‘Demands and needs’
statement can also be found within ‘Customer prints '
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6.0 Live update

Glology provides a ‘Live update’ facility, which means that every day you will be
prompted to check for live updates. If there is an update available you should then
download it, by following the on-screen instruction s. In certain cases there may be a
critical update. If a critical update is detected y ou will be forced to download this

before you will be able to use  Glology.

Performing live updates regularly will ensure that your copy of Glology iskept up to

date with the latest rates, literature and function ality.
Glology will constantly evolve taking on-board your feedbac k. If you have any
feedback, good or bad, then please contact your Leg al & General Business

development manager.

CARE:- Please also refer to the document called * Glology technical questions
answered’ for more detailed information about how t he Live Update facility works
from a technical perspective. This document can be found in the Document library.

7.0 Client welcome pack

Glology does not alter the existing process for sending Le  gal & General Welcome
Pack’s out to your clients. The procedure with whic h you are currently familiar, will
continue to apply.

Once your client’s policy has successfully been inc epted by Legal & General they will
receive their formal Welcome Pack from us, within a few days.

8.0 Commission payments
Glology does not alter the way in which commission is paid to agents. The procedure
with which you are currently familiar will continue to apply.

Should you have any queries with regards to commiss ion payments, you must contact
our Customer Accounts Team on 0121 633 6262.
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