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GETTING STARTED

A Once you have logged in, click on  
the “Insurance” tab and select  
Manage my policies.

B View the Manage my 
policies screen. 

Click “Resume, Pay or Create 
Policy” button.

C View the Create insurance 
policy screen.

From this screen you can: 

• Resume an incomplete policy form

• Pay for a policy 

• Pay for multiple policies

• Create a new policy

D If a policy form has the status 
“Awaiting payment” you can pay 
for the policy from this screen.

E Select “Add to Cart” on the row 
beside the policy.

F1 Click “Pay Now” to proceed to 
payment.

TIP: You can use this to pay 
for multiple policies in the 
one transaction.

F2 Select “Create New Policy”.

If you are an authorised 
representative for more than 
one QBCC licensee, select 
the licensee that has entered 
the contract to carry out the 
construction work.
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PLEASE NOTE

G For an explanation of terms, 
hover on the (i icon) to the right.

H The top left of each screen is 
the policy form reference code. 
This is NOT the policy number. 
A separate policy number is 
created when the policy is paid 
for. If you need any support in 
completing the policy form, use 
the policy form reference code.

I You can use the top navigation 
headings to go back to that 
section. You cannot use the 
top navigation headings to 
move forward, you must select 
“Continue” on each page.

J Select “Save for Later” to save 
the form. An email will be sent 
to you with a link to return to the 
form. You can also access the 
incomplete form by selecting 
“Manage my policies” on the 
Insurance tab and clicking on 
“Create, resume or pay for policy”.

K Select “Cancel” to permanently 
delete all the information entered 
on the policy form.

CREATING A POLICY

L Read the information and click 
“Continue”.
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CONFIRM YOUR DETAILS ARE CORRECT

M Changes to your details are made 
in the My Profile section of your 
myQBCC account. To find out how 
to update your details click “here”. 

N Click “Continue”.

SELECT THE TYPE OF CONSTRUCTION

O If spec construction, enter the 
construction commencement date.

P If non-spec construction,  
enter the contract date.

Click on the calendar icon to  
select the date or enter a date.Q

R Select the dwelling type –  
single or multiple.

If multiple is selected, enter the 
number of units and storeys.

If 2 units are entered, select  
Yes or No to “Is it a duplex”.

Enter the insurable value.

Tip: Do not put in the $ sign.

Click “Continue”.
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U Select all the work descriptions 
that apply to the contract.

Tip: Only work descriptions 
covered by your licence type are 
displayed.

Select work descriptions

V Click “Continue”.

CONFIRM THE SELECTED WORK DESCRIPTIONS ARE CORRECT

W To remove a work description 
select the Delete button on the 
same row as the work description.

Summary of selected work descriptions

X To add a work description, select 
“Back”.

Y View the premium amount 
payable.

Z Click “Continue”.
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SEARCH FOR THE PROPERTY BY LOT  
ON PLAN OR THE PROPERTY ADDRESS

AA Start entering the street number 
and name into the property 
address search field to display a 
list of potential matches. Select the 
correct address.

Click “Continue”.

Enter the home owner details. 
For spec contracts, the licensee 
details are prepopulated into the 
home owner fields. They cannot 
be edited. If they are incorrect, 
the details need to be updated 
in the My Profile section of your 
myQBCC account.

 
TIP: Select “Same as property 
address” to prefill the property 
address details.

AC

AD The customer reference field is 
optional to complete.

It can be used to add your 
company’s own reference number 
for the construction. 

AE  
 
 
 
 
 
 
AF

The policy documentation is 
sent to the home owner and 
the licensee. Select “Additional 
recipient” to send a copy of the 
policy documents to another 
person. 

Click “Continue”.

AB
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AG Check all information is 
correct on the summary 
page. You may save for 
later or proceed to payment

AH
If all information is correct, 
proceed to payment by 
clicking ‘Pay Now’

AH

AG
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AI

AJ

Select payment method.

Click “Pay Now” to progress  
to payment details

AK

AL

Enter details

Click “Process Payment”.

AK
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View the payment confirmation 
message.

The policy document will be 
emailed to you and the home 
owner.

Select “My Policies” to see your 
paid policies.

Select “Create Another Policy” to 
create another policy.

AM

AN

AO

AM

AN AO

TROUBLESHOOTING

PROPERTY NOT FOUND

AP If the property is not in the 
search results, select “My 
Property was not Found”.

AQ

AR

Complete the fields on the  
“Enter manual site details” screen 

Click “Save Address”. AQ

AR

AP
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AS You will be able to complete the 
form but you will not be able to 
pay for the policy until Insurance 
Services has validated the 
address.

TIP: If you do not see this 
warning then we have given 
you permission to add an 
unvalidated site and you 
will be able to pay for the 
policy without contacting 
Insurance Services.

Continue completing the form.

AT On the Summary screen 
you will see a warning in the 
Property Details section.

AT

AS
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AU

 

AV

 

Email insurancepolicies@qbcc.
qld.gov.au and provide evidence 
of the address.

Examples of evidence: rates 
notice, survey plan, copy of the 
certifier’s advice or a title search.

Quote the form reference code in 
the email. 

TIP: The form reference code 
is found on the top left of each 
screen.

AW Save the form.

Insurance Services will be in 
contact with you once they have 
received your email to progress 
this policy.

AW

AV

AU
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ENTERING HOME OWNERS DETAILS

Speculative (Spec) construction

The home owner and the licensee are the same when it is a spec construction. The licensee’s details are automatically populated 
in the home owner fields.

TIP: When it is a spec construction the home owner fields are read only. If a home owner field is missing information  
(for example, a first name or a phone number) it will still let you complete the form.

NON-SPECULATIVE CONSTRUCTION
The home owner and the licensee are 
different when it is a non-speculative 
construction (non-spec). You need to 
enter the home owner’s details. You 
must complete all fields.

Post office box mailing address

Joint home owner

Multiple home owners with 
different surnames

Home owner is a company

Trustee / Trust home owner
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GPO Box 5099, Brisbane Qld 4001

For more information
Visit qbcc.qld.gov.au or call us on 139 333.
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