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Step 1 : Login credentials and Dashboard

6

Description Once you visit www.iciciprulife.com, you land on the Home Page where you  need to 
login via :Employee- select sales - enter your user ID and password in Login section

Your login credentials ensure that the credit of the application is given to you

Key take-away Please select correct role

Enter your login credentials also correctly



Step 1
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Step 2 : Suitability analysis
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Description This section is a regulatory requirement and must be filled post discussion with the 
proposer or life to be assured (person who is paying the premium)

Helps you to analyze customer's requirement on the basis of life stage, life 
goals and risk appetite and suggest suitable products

Once you enter the details, based on the suitability analysis, all the products 
that the customer is eligible for, are displayed

In case the customer is not interested in the recommended products/funds, 
he/she can select the product/fund of his/her choice from ‘View all’ section

If the customer selects a product/fund different from the ones recommended 
as per suitability analysis, he needs to give a separate declaration in the CDF



Step 2
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Fill in the mandatory details for 
suitability analysis 

Select recommended product and click 
on Buy now 

Option to select products other than 
recommended 
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Step 3 : Basic and sales details
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Description This is the section where you fill in basic details for quote generation

Existing customer flow can be used by providing previous policy details

In case of existing customer, system will prepopulate the information  if the valid 
documents are available in the system

Key take-away Please use existing customer flow for upsell as the data will be pre-populated and ID & 
address will be fetched (in case the details are not changing)

Please select if the customer is an employee to avail the employee discount available in 
some products



Step 3 
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Click on Smart or Basic options Fill in the basic personal details Fill in the sales details 



Login flow chart

14

Login 
credentials

Suitability 
analysis

Basic & sales 
details

Benefit 
illustration 

page 

Application 
form

Payout 
mandate page

Review pagePayment page

ACR page CDF OTP page
Documents 

upload
Decision



Step 4 : Benefit illustration page 

15

Description This is the section where premium and benefit calculation can be done

Quick quote generation

Flexibility of generating multiple quotes by changing input parameters

e-Pay SMS can be triggered for ease of payment

e-Mail the benefit illustration to the customer



Step 4 
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Enter 
premium, 

policy term, 
PPT, select 

fund etc 

Select fund 
allocation as 
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Check 
quotation & 
generate EBI
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be e-Mailed to 
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Step 5 : Application form.. 1/2 
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Description Customer’s  personal , demographic and nominee details will be entered .

If the life to be assured is a politically exposed person, the same needs to be checked in the appropriate box

In case customer is residing in a different address, enter permanent address

Mobile number and e-Mail ID are mandatory requirements

As per regulatory norms every policy is credited in the e-IA (Electronic Insurance Account) account of the 
policy holder

In case the customer is suffering from any illness, please tick ‘Yes’ in appropriate box and provide details

FATCA/CRS (The Foreign Account Tax Compliance Act / Common Reporting Standard) information is captured 
where customer is tax resident of country other than India

FATCA declaration, address field, NRI/NON INDIAN questionnaire and undertaking (only for NRI customers) 
need to be filled

Please enter TIN/PAN details of resident country



Step 5 : Application form.. 2/2 
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Key take-away
Please act like a primary underwriter while filling the health details

Other than product, DOB and gender, all other details are editable



Step 5 : Fill in customer’s details & upload documents 
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Step 5 : Fill in nominee details 
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Step 5 : Fill in FATCA/CRS details 
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Step 5 : Fill communication address exactly as per the address proof 
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Step 5 : Fill customer’s email ID for digital CDF process 
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Step 5 : Fill in health & habits details 
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Step 5 : More details on health & habits 
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Step 6 : Payout /ECS mandate page 
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Description As per the regulation customer needs to submit the A/C details to credit the future 
payouts directly into the A/C

This is the section which captures ECS details for renewal premium

Here ECS mandate and physical copy of a cancelled cheque need to be submitted



Step 6: Fill in mandate information 
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Step 7 : Review Page 
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Description This is the section where details filled in the application form can be reviewed and 
edited

Form can be reviewed and edited to avoid erroneous form filling or correct details 
filled incorrectly

Key take-away Please review the application form critically and make changes wherever required



Step 7 
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Review the details, and click ‘Edit’ for any changes 
required 

Click the box for confirming the details 
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Step 8 : Payment Details
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Description This is the section where payment can be made by the customer. Exhaustive online 
and offline premium payment options are readily available

Key take-away Please encourage the customer to make payment online

Please select the correct payment option

Please send e-pay link to the customer if required

Please avoid offline payment like cheque, demand draft etc.

Please do not select MPOS option and proceed if customer has to make online 
payment



Step 8 : Select the payment option and click on Pay now 
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Step 8 : click on check box online SI

36



UPI SI

37Text is set in 16pt Zurich BT



UPI SI

38Text is set in 16pt Zurich BT



Post login ECS

39Text is set in 16pt Zurich BT

• On the website, click on Customer 
service

• Then Click on Auto-debit
• Enter your policy no. or Registered 

mobile no. or email ID and enter DOB



Post login ECS
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Select the relevant option

Your policies will reflect along with option to add or replace SI



Your policy will reflect along with add SI or replace SI

41

Enter your account details to 
set or change SI
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Step 9 : Advisor Confidentiality Report
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Description This is the section where Advisor submit certain declaration with regards to the 
customer

Fill ACR online or opt to complete on application tracker or logged-in section 



Step 9 : Fill the ACR form, click to save and view 

44
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Step 10 : Digital CDF 

46

Description Communication will be triggered on customers registered contact details for providing 
digital confirmation to process their application

The communication will be triggered via email, SMS and WhatsApp



Thank You

• Training Content for Advisor/Partner Skill Enhancement. Strictly for internalCirculation
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