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Legend 

 

Action Note:  
This is to draw your attention to an action you MUST take in order to effectively 
use the system. 

 

 

Learning Note:  

This is to draw your attention to useful additional information that you may find 
interesting. 

 

 

Caution Note:  
This is to give you forewarning about an action that is NOT advisable or may 
have consequences that could impact on your effective use of the system. 

 

Version Control 
Version Created Author Comments 
4.0 Apr-2026 Dave Rees New Question Set 
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1 Accessing the Source Quote System 
 

1. To start a quote, access The Source Portal: https://broker.thesource.co.uk/ 
 

2. Enter your Broker ID & Password and select Continue: 

 
 

3. The Home screen is displayed. Select Start Household Quote:  

  

https://broker.thesource.co.uk/
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2 Person & Property Screen 

 
 

1. Confirm the cover required: Buildings Only, Contents Only or Buildings and 
Contents: 

 
 

2. Enter the postcode of the property to be insured and select Find address: 
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3. Select the address of the property to be insured: 

 
 

4. On selection of the address of the property, the Type of Property Insured, Number 
of Bedrooms, Year of Build and Rebuild Cost (Buildings Sum Insured) fields will 
automatically populate based on the address selected: 

 
 

 

Caution Note:  
The prepopulated details will need to be verified with the customer to confirm 
that they are accurate. The information can be amended manually if required. 

 

 

Action Note:  
In most cases, the Rebuild Cost (Buildings Sum Insured) value will be pre-
populated using the Building Cost Information Service (BCIS) from RICS. In some 
cases, this is not available, so an amount must be entered manually. 
The client needs to confirm that the Rebuild Cost value is sufficient.  
To override the default value, click on the link: 

 

 
 

 

Learning Note:  

If using the calculated Rebuild Cost, there is a disclaimer. To view the disclaimer, 
select the question mark icon  
Bedroom-rated quotes can also be provided by entering 0 as the Rebuild Cost. 
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5. Confirm the Contents Sum Insured: 

 
 

6. The contents value is defaulted to £35,000 based on the average value requested 
across the UK. This figure can be amended as required. 

 

 

Learning Note:  

Selecting the question mark icon  provides an explanation of the Contents 
Sum Insured default amount. 
Bedroom rated quotes can also be provided by entering 0 as the Contents Sum 
Insured.  

 
7. Select the number of years No Claims Discount for Buildings & Contents: 

 
 

8. If the customer has made a household claim in the last 5 years, select Add a claim: 

 
 

9. Enter the Claim details and select Save Claim: 
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10. Enter the required information for the first applicant: 
 
 
 
 
 
 

 

 
 

11. To select the Occupation, start typing and then select the relevant job title from the 
list: 

 
 

12. To select the Nature of Business start typing and then select the relevant option from 
the list: 

 
 

 

Action Note:  
The Occupation and Nature of Business must be selected from the drop-down 
list, if the exact description does not appear on the list, select an option that is 
the closest match. 

 
13. Confirm whether the applicant’s correspondence address is different to the insured 

address: 

 

Field  Input 

Title Select Title 

First Name Enter the Client’s First Name 

Surname Enter the Client’s Surname 

Date of Birth Enter the Client’s Date of Birth 
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14. If No is selected, move to step 19 
15. If Yes is selected, additional fields will appear so that the correspondence address 

can be entered: 

 
 

16. If a non-UK correspondence address is selected, a message will be displayed advising 
that we cannot offer cover: 

 
 

17. For a UK Correspondence Address, enter the correspondence address postcode and 
select Find Address: 

 
 

18. Select the correspondence address from the list: 

 
 

19. If there is a second applicant, select the plus icon: 
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20. A further set of applicant detail questions will be displayed; complete steps 10 - 12 for 
the second applicant: 

 
 

21. To proceed, select Next: Quote panel: 
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3 Build Quote Screen 
1. The Build Quote screen displays the quotations that are available from our panel of 

insurers: 

 
 

2. The results are displayed in price order, and the best price is at the top and flagged 
accordingly: 
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3. Any quotes that are declined are available to view at the bottom of the Quote Screen: 

 
 

4. More Info will show key cover limits and excesses for the chosen quote: 

 

 
 

5. The default cover levels provided in the quote are as follows: 

Cover Selection/Value 

Specified High Value Items None 

Unspecified Possessions None 

Bicycles None 

Buildings Accidental Damage Not Selected 

Contents Accidental Damage Not Selected 

Home Emergency Cover Not Selected 

Buildings Excess £500 

Contents Excess £500 
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6. At the top of the results table, there are reminders that Legal Cover is included as 
standard: 
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3.1 Tailoring the Quote 
1. The quote can be amended to suit the clients’ needs, by using the Your Options menu 

at the top of the page: 

 
 

 

Action Note:  
After making any amendments in the Your Options section, the system will 
prompt users to Update Quote. 

 

 

Learning Note:  

There are three Question Mark icons available in the Your Options section:  
Buildings Accidental Damage Cover & Contents Accidental Damage Cover  

 Provides an overview of what is included within the extended accidental 
damage cover for buildings/contents. 

Home Emergency Cover 
 Provides an overview of what is included within the Source Home 

Emergency Cover. 

    
2. To add an Item over £5,000, select Add: 

 
 

3. Enter all details of the Item over £5,000, then select Add Item: 
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4. If additional Items over £5,000 need to be specified, repeat step 3: 

 
 

5. To edit an existing item, select the Edit Item icon: 

 
 

6. To remove an item, select the Delete icon: 

 
 

7. To return to the quote screen, select the Close icon: 
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8. If Unspecified Personal Belongings (cover away from home) is required, select Add: 

 
 

 

Learning Note:  

Personal belongings are items such as mobile phones, tablets, laptops, cameras 
and jewellery. 

 
9. Select the required amount, then select Update: 

 
 

10. If Bicycle cover is required, select Add: 

 
 

11. Enter the details of the Bicycle, including whether it is to be covered away from home, 
then select Add Bicycle: 
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12. If an additional Bicycle needs to be entered, repeat step 11: 

 
 

13. To edit an existing bicycle, select the Edit Item icon: 

 
 

14. To remove a bicycle, select the Delete icon: 

 
 

15. To return to the quote screen, select the Close icon: 
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16. If Buildings Accidental Damage Cover is required, select Yes: 

 
 

17. If Contents Accidental Damage Cover is required, select Yes: 

 
 

18. If Home Emergency Cover is required, select Yes: 

 
 

 

Action Note:  
Home Emergency is an additional extra which is designed to cover a sudden and 
unforeseen situation that needs to be dealt with quickly to stop further damage 
to the property.  
It covers up to 1 hour labour, parts and materials up to a maximum of £500. 

 

 

Caution Note:  
If the property is rented, then Home Emergency Cover is not available. 
In these cases, Home Emergency should not be selected. 

 
19. Amend the Buildings and Contents Excess as required: 
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20. After making amendments in the Your Options section, select Update Quote: 

 
 

21. To proceed, select Next: Declarations: 

 
 

 

Caution Note:  
If a quote is selected using the Select button, this will ‘lock in’ that provider.  
If, after adjusting the quote or completing the declarations, a cheaper option is 
available, it would not be automatically selected. Similarly, if the chosen 
provider declines, then no alternative would be displayed. 
It is therefore recommended to proceed by using the Auto-Select default 
option. 
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3.2 Build Quote Screen Functions 
 Commission 

1. The Commission Slider will change the rate of commission applied: 

 
 

2. % Show Commission will display the commission earned on each policy: 

 

 
 

  



Household Insurance Quote 

 

Source Learning & Development Page 20 

 

 Save, Download and Version History 

 
 

1. Selecting Save Quote will save the quotation 

 
 

 

Learning Note:  

Once a quote is saved, it remains valid for 90 days from that date.  
If any changes are made to the quote within that time period, then it may affect 
the premium. 
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2. Previous versions of the quote can be accessed via this link: 

 

 
 

3. Selecting Quote Summary will download a summary of the quote in PDF format: 

 
 



Household Insurance Quote 

 

Source Learning & Development Page 22 

 

 
 

 Share Quote 
The Share quote function allows brokers to share the quote with their clients.  
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4 Declarations Screen 
1. The Declaration screens display all the declarations made regarding the applicant 

and the property that is to be insured. 
 

 

Learning Note:  

When you complete a quote in our quotation system, you are entering the 
details on your client's behalf. 
Therefore, you need to ensure that:  

 You ask the client the declarations as worded on the quote screen. 
 The client answers all the questions reasonably and honestly. 
 You do not speculate or estimate any response. 

 

 

Caution Note:  
Remember, you are acting on behalf of your client, so if you fail to disclose 
or misrepresent your client, then the insurer may cancel the policy or 
refuse to pay a claim. 

 

 

Action Note:  
You should advise your client that if any renovation or construction work is 
carried out at the property in the future, it is important to inform Source so that 
it can be noted on the policy.  
Failure to notify the insurer of any renovation or construction work may 
invalidate any potential claims. 
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4.1 Declarations Preference is set as ‘Show all declarations’  

 

Learning Note:  

This screen is displayed when the Declarations preference is set as:  
Show all declarations. 

 

 
 

1. If your client agrees that the statements are correct, select Agree and Proceed and 
move to Section 5:  

 
 

2. If any statement is incorrect, select Disagree and Edit and move to Section 4.2: 
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4.2 Declarations Preference is set as ‘Show declarations step by 
step’ 

 

Learning Note:  

This screen is displayed when the Declarations preference is set as:  
Show declarations step by step.  
OR 
When Disagree and Edit is selected from the full list of declarations (where the 
declaration preference is set to Show all declarations) 

 
1. The declarations are split into three separate sections: About You, Property and 

Flooding & Subsidence: 
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 About You Screen 
2. The About You screen displays all the Declarations relating to the individuals to be 

named on the policy:  

 
 

3. If your client agrees that the statements are correct, select Yes - These are correct 
and move to Section 4.2.2:  

 
 

4. If any statement is incorrect, select No - These are not correct: 
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5. Amend the questions as required: 

 
 

 

Learning Note:  

Selecting the Question Mark Icon displays additional details about that 
particular question. 

 

6. Certain questions may require additional questions to be answered*: 

 
 

7. After amending the required questions, select Next: Property: 
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 Property Screen 
1. The Property screen displays all the Declarations relating to the property that is to be 

insured:  

 
 

2. If your client agrees that the statements are correct, select Yes - These are correct 
and move to Section 5.1.3:  
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3. If any statement is incorrect, select No - These are not correct: 

 
 

4. Amend the questions as required: 

 
 

 

Learning Note:  

Selecting the Question Mark Icon displays additional details about that 
particular question. 
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5. Certain questions may require additional questions to be answered: 

 
 

6. After amending the required questions, select Next: Flooding & Subsidence: 
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 Flooding & Subsidence Screen 
1. The Flooding & Subsidence screen displays all the Declarations relating to the 

flooding & subsidence history of the property that is to be insured:  

 
 

2. If your client agrees that the statements are correct, select Yes - These are correct 
and move to Section 6:  

 
 

3. If any statement is incorrect, select No - These are not correct: 

 
 



Household Insurance Quote 

 

Source Learning & Development Page 32 

 

4. Amend the questions as required: 

 
 

 

Learning Note:  

Selecting the Question Mark Icon displays additional details about that 
particular question. 

 
5. Certain questions may require additional questions to be answered: 

 
 

6. After amending the required questions, select Next: Your final quote: 
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5 Quote Summary Screen 
1. The Summary Screen is displayed: 

 
 

2. The selected policy may have changed depending on the answers given in the 
declarations: 

 
 

3. To see any alternative quotes, select See more quotes: 
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4. A summary of the product features is displayed; it is important to draw the client’s 
attention to any Additional cover selected, Standard cover limits and Excesses:  

 
 

5. Additional details can be viewed by selecting Show more: 

 
 

6. Any Endorsements, Conditions, Adjustments and Additional Information that are 
applicable to the policy are outlined: 

 
 

7. To view any Endorsements, Conditions, Adjustments and Additional Information 
that is applicable, select the relevant heading: 

 
 

 

Learning Note:  

An endorsement is an amendment to an insurance policy that usually restricts or 
excludes cover. 
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8. In order to proceed and generate the Pre-Sale Documents, enter the customer’s 
telephone number and email address, then select Update: 

 
 

9. Pre-sale documents (Quotation Summary, Compliance Document, IPIDs and Letter 
of Intent) are available to download by selecting the download button: 

 
 

 

Learning Note:  

Advisers can set their preferences to have the pre-sale documents sent 
automatically by email to their client when they select Next: Compliance. 

 
10. To proceed, select Next: Compliance: 
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6 Start Your Cover/Compliance Screen 
1. The Start Your Cover screen is displayed: 

 
 

2. Confirm the start date of the cover: 

 
 

3. Confirm whether the customer wishes to opt-out of automatic renewal: 

 



Household Insurance Quote 

 

Source Learning & Development Page 37 

 

 

 

Caution Note:  
Opting out means that if the client does not take action to renew, the policy will 
lapse. Customers can opt out or back in at any point during the lifetime of their 
policy. 

 
4. Confirm whether the customer wishes to go paperless: 

 
 

5. If required, enter the name of the Mortgage Lender: 

 
 

6. Confirm whether the policy will replace an existing Source policy: 

 
 

7. If Yes, confirm the existing reference number and the cancellation date of the 
existing policy: 

 
 

8. Confirm the Confirmation of cover email address: 

 
 

 

Learning Note:  

This is the email address that the confirmation of cover will be sent to. 

 
9. Enter the Confirmation of Cover CC email address: 

 
 

 

Learning Note:  

This is the CC email address that the confirmation of cover will be sent to, for 
example a solicitor. 
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10. Answer the questions in the Compliance section: 

 
 

11. Additional questions may be displayed that require a response: 

 
 

 

Learning Note:  

The Vulnerable Customer Flag is within this section: 

 
(If a vulnerability has been flagged, the flag will be amber or red.) 

 
12. Once all compliance questions have been answered, select Confirm Compliance: 

 
 

13. Select the relevant payment method: 
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Learning Note:  

Direct Debit is the only monthly payment option. 
Selecting pay later will result in the annual premium being charged. 

 

6.1 Submitting the Policy - Pay Monthly 
1. Select Monthly: 

 
 

2. Confirm the customer is happy to proceed by reading the statement, and if so, tick the 
box: 

 
 

3. Confirm the bank account qualifying questions: 

 
 

4. Confirm the customer’s household gross annual income: 
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5. Confirm the customer’s monthly disposable income: 

 
 

6. Enter the following information: 
 
 
 
 
 
 

 
 

7. Advise the client of the next steps as instructed on the screen, including Source 
Contact Details and the Direct Debit Guarantee. Select Complete Quote to 
proceed: 

 

Field Input 
Name(s) of account holder(s) Enter Account Holder Name 

Branch sort code Enter Sort Code 

Bank/building society account number Enter Account Number 

Direct debit collection day Select payment date 
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8. The Confirm payment details screen is displayed: 

 
 

9. Tick the box to confirm the payment details and select Confirm to proceed: 

 
 

10. The Confirmation screen is displayed, confirming the policy number and start date: 
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6.2 Submitting the Policy – Pay Annually 
1. Select Annually: 

 
 

2. The Card payment screen will be displayed to enter the customer’s card details: 

 
 

3. After entering all the customer's card details, select Pay: 
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4. The Confirmation screen is displayed, confirming the policy number and start date: 
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6.3 Submitting the Policy – Pay Later 
1. Selecting Pay Later displays the Telephone, BACS and Cheque payment options. 

Select Complete Quote to proceed: 

 
 

2. The Confirmation screen is displayed, confirming the policy number and start date: 
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