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Agency Onboarding 
 
Onboarding 
Process 

 
If you’ve already signed the revised distributor agreement. 

• You will receive an email containing a link to setup your password and complete the portal 

access setup 

• Enter the new password  

 
• Click Set Password 

  
If you’re registering your interest to be an Aon distributor for the first time 

• Visit the Real Estate Agent webpage on 

https://www.aondirect.com.au/insurance/landlord/real-estate-agent  

 

 

 

 
• Click the Register button 

• Enter your email address to sign up and click Submit to proceed.  

 

https://www.aondirect.com.au/insurance/landlord/real-estate-agent
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• You will receive an activation email to activate your account 

• Click on the Access Aon Portal button in the email  

• Fill in your agency registration information and click continue to proceed.  
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• Click the Review button and complete the Distributor Agreement 

 
• Click Submit  
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Agent Login 

 
Accessing the 
Portal 

• Click the Log in button on the landing page. 

 

• Enter your username and password in the respective fields and then click Log in.  

• To reset your password, click Forgot password and enter your registered email address. A reset 

password email will be sent. Click on the rest password link, then enter a new password to proceed 

Dashboard 

 
Dashboard/ 
Quick Links 

 
The dashboard displays a selection of quick links to various sections of the portal. The available options are as 
follows:  

• The Dashboard button in the top bar can be used to return to the Home/Dashboard screen at any 

stage in time. 

• The Accounts button in the top bar can be used to view your current portfolio including any open 

quotes you might have submitted. 

• The My Agency button can be used to view and edit agency details 

• Click on Your name to expand the dropdown to access the contact information for the Aon Landlords 

Insurance team and to log out.  

• The Renewal button can be used to view policies due for renewal in your portfolio. 

• The Resources button can be used to access additional resources to assist you to better understand 

and interact with the platform. 
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Quote New Client 

 
Methods There are two ways to obtain a quote for a new client:  

• Method 1: Select Quote New Client on the dashboard. 

 

• Method 2: Click on Accounts on the top banner and select the quote new client button. This will direct 

you into the online journey.  

 

 

Product 
Selection You will be provided an option to choose one of the two products available on the platform; namely, Rental 

Protection Plus Advantage (RPPA) and Rental Protection Plus (RPP) which you can select on the below screen. 
The details associated with the coverage under each product will be available in the Product Brochures shared or 
can be accessed via the Resources tile on the dashboard. Please note that building coverage is not included 
under the RPPA product.   

Rental Protection Plus Advantage (RPPA) 

Note! This is the fixed price packaged policy 
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Tip! You can find the contact information for Aon’s landlord team in the left pane.   

Tip! You can click the Question Mark icon to discover tool tips. 

Note! Before proceeding, please ensure you have written authority to apply for this insurance and complete 
the relevant declarations on behalf of the Landlord and can product evidence of this upon request.  

Residential 
Protection Plus 
Advantage 

If your client would like to obtain a Rental Protection Plus Advantage quote follow the steps outlined below: 

• Select the respective product tile and click Save and Continue

 

 

• Enter the Street Address of the property being insured and click Save and Continue 

 

Note! 

o Entering an address will automatically capture information from Google Maps 
o Floor/Apt/Suite Number will need to be manually populated 
o If the Client’s address is not listed, you can simply type the information in  
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• Provide details about the build of the Landlord’s property. 

 

 

• Click Save & Continue 
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• Provide details about the usage and occupancy of the property

 
 

• Click Save & Continue 

 
• Enter the Landlord’s First Name, Last Name, Email and Phone Number. Do not include your own 

information in this section.   

 

• Confirm Agreement to Website Terms of Use and Privacy Policy.  

• Click Save and Continue 
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• Enter the details of the entity that will be taking out the policy 

Note! I  acknowledge that I have written authority to apply for this insurance and complete the relevant 

declarations on behalf of the Landlord and can produce evidence of this upon request. I will promptly 

provide the Landlord with a copy of all insurance documentation once recieved from Aon.  

• Ensure you have obtained written authority from the Landlord and select the tick box. If you do not 

have written authority from the Landlord, you cannot proceed.  If you don’t have authority you can 

share the application with the Landlord to complete themselves.  

Note! An error will display if you attempt to proceed without having ticked the acknowledgement and 

you will not be able to complete this application on behalf of your landlord client.  

 

• Provide details of any applicable mortgage on the property  

 

• Click Save & Continue 



11 

 

Complete the declarations on behalf of the Landlord. 

 

 

 

• Enter the policy Start date 

 

• Click Save & Continue 
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• Review the entered details on the application to ensure they are accurate. 

 

• Click Submit 
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• The system will then generate a quote, based on the responses provided. 

• You will then be presented with an overview of the quote. Click View Quote Details. 

  

 

 

• The Landlord’s quote is ready for payment.  

 

• The authority box that you previous ticked will be carried over to this section. Before proceeding, 

double-check to ensure you have obtained written authority from the Landlord.   

Acceptance and Payment 
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• Proceed by clicking Purchase Policy.   

 

 

• If you proceeded to this stage and did not have the written authority to purchase on behalf of the 

Landlord, uncheck the box and do not proceed.   

Note! I acknowledge that I have written authority to apply for this insurance and complete the relevant 

declarations on behalf od the Landlord and can product evidence of this upon request I will promptly provide 

the landlord with a copy of all insurance documentation once received from Aon.  

• Obtain authority from the Landlord and select the tick box. 

• Click Purchase Policy to proceed.  
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• The payment is automatically defaulted to allow the Property Manager to make  payment on behalf of 

the Landlord.   

• You can pay the Landlord’s policy on their behalf by following the Bpay payment instructions on the tax 

invoice. 
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• Review and submit payment.  
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Rental Protecition Plus (RPP) 

 

Rental 

Protection Plus  

 

If your client would like to obtain a Rental Protection Plus quote follow the steps outlined below: 

• Select the respective product tile and click Save and Continue 

 

• Enter the Street Address of the property being insured and click Save and Continue 
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• Enter your contact details and click Save and Continue 
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• Review the details entered to ensure they are accurate and click Submit 

 

• The following message will be displayed by the platform  

 

• The Aon broker will arrange for a quote and update the client record  

• The Aon broker will then share the quote via an email with both you and the landlord  

 Note: The declarations and the payment for the policy cannot be completed by a Real Estate Agent. They will 

require completion by the Landlord. 
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Share Application 

Methods Click on the share application link button to easily share your client’s application via email at any stage in the 
web journey by clicking on the button in the top bar.  

 
Or alternatively, share after receiving the indicative quote.  

 
Process 

• Click on Send Application Link button on the top bar or next to the indicative quote and enter the 
client’s preferred email address  

  

• Enter the landlord’s preferred email address. Do not enter your own email address. 

 

• Click Send 
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Application Link 
• Your client will receive the below email and can continue the application process by clicking on the 

Access My Application button  

 

Reminders The platform also sends out a series of reminders to both the landlord and the real estate agent at defined 
timeframes to seek action from the landlord on the provided quote. 
 
 

Renewal  
 
 
 
 
Viewing your 
Renewals 

 

Rental Protection Plus Advantage (RPPA) 
 
 
To be presented with a list of policies that are ready to be renewed, click the View Renewals button on the 
dashboard. 

  
 Note: This section will only show policies that which are marked as ready to bind (renew) by the Aon team and 

which are required to be sent out to the Landlords to accept and make payment.  
 
Once the payment has been received, the policy status will be marked as Active and the policy can be viewed 

under the Active Accounts tab.   
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Renewing 
Policy 

 
Once a policy has been marked as Ready to bind (renew) by Aon, you can accept and choose payment for the 
policy. 

• Click the Show more button on the individual cover record.   

 
 
 

• You will be presented with an overview of the renewal policy. Click on Renew Policy button. 
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• Review the Quote details page and click Proceed to Renew button.   
 

 
    

 
 

Note! Before proceeding, please ensure you have written authority to apply for this insurance and complete 

the relevant declarations on behalf of the Landlord and can product evidence of this upon request. 

• Ensure you still have, or re-obtain written authority from the Landlord and select the tick box. If you do 

not have written authority from the Landlord, you cannot proceed.  
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• Select the Tick box and proceed.  

 
  
 
Payment 

 
Proceed with payment by clicking Proceed to Renew.  

  

• Allow the Property Manager to make the payment on behalf of the Landlord.   

• You can pay the Landlord’s policy on their behalf by following the Bpay payment instructions on the tax 

invoice. 

• Click Save and continue  
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• Sign to authorise on behalf of the Landlord and click Submit. 
 

 
 

• The Landlord’s policy has now been renewed.  
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Rental Protection Plus (RPP) 
 

Viewing your 
Renewals 

To be presented with a list of policies that are ready to be renewed, click the View Renewals button on the 
dashboard. 
 

  
 
 
Note: This section will only show policies that which are marked as ready to bind (renew) by the Aon team and 
which are required to be sent out to the Landlords to accept and make payment.  
 
Once the payment has been renewed, the policy status will be marked as Active and the policy can be viewed 
under the Active Accounts tab.  
 
 

 
Sharing the 
renewal policy 
with the 
Landlords 

 
Once a policy has been marked as Ready to bind (renew) by Aon, you can share the policy with the landlord to 
seek acceptance and choose payment for the same. 

• Click the Show more button on the individual cover record 
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• You will be presented with an overview of the renewal policy. Click on Send Application Link button on 
the top bar or next to the indicative quote 

 
 

If the client has provided you with their digital consent,  

• If the client’s email address is available on file, it will be auto populated in the below field. In case an 
email address is not available, you will be required to add the Landlord’s email address in the 
respective field. Do not enter your own email address.  

 
 

• Click Send 
 

 



28 

 

• Your client will receive an email from Aon with a link to access their renewal policy application 
 
If client has not provided you their digital consent or prefers paper-based mail, 

• Contact the Aon team to obtain the renewal documentation for mailing out to the client  

•  
  

Note: Renewal acceptance of the policy cannot be completed by a Real Estate Agent. They will require completion 
by the Landlord therefore, its crucial to declare the landlord’s email address while filling out the above field. 

 
Acceptance and 
Payment 

 

Landlord can access their renewal by clicking on the link in the email and then clicking the Renew 

policy button the below page to access their policy details to review and complete the payment. 

  

  

 

 

Reminders 
 
 
 
 
 
 
 
 
 
 
 
 

• The platform also sends out a series of reminders to both the landlord and the Property Manager at 
defined timeframes to seek input from the landlord on the provided quote. 
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Options 

 

Review your Portfolio 

 
 
 
On your dashboard you can view the Open Quotes, All Applications and Manage Active Accounts. You can do 
this by either clicking the tiles on your Dashboard or by clicking on the Account option on the top bar.  
 

 
The tiles available to access your portfolio are as follows: 

• Open Quotes:  This will give you access to view a complete list of quotes that you have presented to 
your clients that have not yet been accepted or purchased. 

• All Applications:  This will give you access to view a complete list of applications that you have 
submitted   

• Active Accounts: This will give you access to view a complete list of active policies via this portal under 
your portfolio.  

Additional 
Options 

Each of these tabs also allow you to perform specific actions based on the type of submission it includes. You can 
access these by clicking on View more under the Actions column.   
 

 
 

All Applications  
and  
Open Quotes 
 

• Start: Start a new application for the respective client 

• View Quotes: View available quotes for the client 

• Edit application: Edit the saved application for the client  
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Active Accounts Click on the View Account button to access the below options: 

• View Policy: Access the client’s policy schedule and premium details for the specific policy 
 

 
 

• Modify Policy: Allows the Property Manager to cancel the policy or request a change  
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Administration 

 
My Agency 

 
As a principal agent/ director of the agency, you would receive additional options to manage your agency by 
selecting the My Agency button on the top bar. 
This section provides you with the options to view and edit your agency address, phone number and a list of all 
your registered agents.  
 

 
Agency 
information 
 

The Agency information screen allows you to view the agency details you provided during the sign-up process, 

and update your Real Estate agency logo, if required. 

Note: If you would like to change your agency trading name, legal name, ABN, agency email or phone number, 
you will need to contact the Aon Landlords team on 1800 010 248.  

Agents To change agent details or add a property manager, Click the pencil icon next to this section.  

 

 
 

You can add new agents by clicking the Add new agent button or edit existing agents details by clicking the Edit 

icon under the Actions column.  

 
Note! If you would like to remove any existing agent, please contact the Aon Landlords Insurance team on 
1800 010 248. Please ensure you do this as soon as their employment, contract, engagement, or control by you 
is terminated or comes to an end. 

 


