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OnlineApply 

Signature Free Personal Pension

This example shows a Single Premium Transfer 
Personal Pension. Depending on the product 
selected the journey will differ slightly.
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Before you begin the application – be sure you have these essential items to hand.

1. A completed ‘Data capture’ (available from our site) OR your client on hand/on the phone to answer the
application questions as you type.

2. The correct email address and mobile number for your client. These are essential as they are used to approve
the application.

Getting Started

3
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Beginning the Application
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Login to our secure site and navigate 
to the sales tab.

Select “Pensions”.

Followed by “Personal Pension”.

Click “Apply “.
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To begin, agree to the Data Protection 
Notice on behalf of your client and 
complete your clients’ Marketing 
Permissions.



© Zurich

Plan details
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Complete the policy holder’s personal 
details including date of birth and 
retirement age. 

Next complete the contribution details. 
i.e let us know if the policy is in respect
of a transfer, an ordinary contribution
or both.
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Let us know the commission structure 
and advise whether the policy is a 
replacement. 
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Fund Choice
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Let us know whether the client would 
like to be invested in ‘Personalised 
GuidePath’.

If they would prefer to choose their 
own funds, they may choose a 
maximum of 10 funds. 
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Declarations
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Complete the Pension Declaration, 
Customer Disclosure and Personal 
Pension Contract questions. 

Confirm if the policy was signed or sold 
outside of Ireland. 

Note: Pension Declaration will not 
appear if it’s a transfer only policy. 
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Policy Owner Details 
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If your client is already with Zurich simply search for 
them using the search functionality. 

If they are a new client fill in their personal details. 



© Zurich

Contact Details
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Fill in your client’s mobile number and email 
address. 

Please ensure these are correct as they will be 
used in the customer approval step of the 
application. 
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Transfer Payment Details
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If the new policy is accepting a transfer
payment, let us know where the transfer is 
coming from. You can also include a contact 
email address in the transferring life office. 

NEW: Automated Willing and Able letters

After your client has approved the application 
from, the willing and able letter is automatically 
generated and is available in your pipeline 
under the correspondence tab. 

If you would like to issue the willing and able 
letter to the transferring life office in addition to 
transfer request forms, feel free to download a 
copy of the willing and able here. 

Your service team will also issue this willing and 
able when reviewing the application.  
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3rd Party Payments 
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Let us know who the payer is on the policy. 

If the policy is being paid by a 3rd Party, please 
provide 3rd party details. 
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Sending Application for Approval
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You can view a summary of the application details 
here and if you need to change any details, simply 
click “Edit application”. 

Next you will need to accept the agent declaration. 
This is the equivalent of you signing the application 
form. 

Finally you will send the application to your client to 
review and approve.
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This is the final step before your client receives the 
approval email.

Once you click  ‘request customer approval’, the 
email is automatically issued. 
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The approval request has now been issued to the 
client. 

The application summary and other sales documents 
can be downloaded directly from this screen if 
required. 
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Checking Application Status
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To view the application approval status, click ‘view 
previous applications’ in the sales tab. 

And search for your application. 
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Here you will see this example is awaiting approval 
from the client. 

You can edit the application here, bear in mind once 
you do edit the application, the previous application 
sent for approval becomes invalid. 

If for any reason you need to resend the email or edit 
the contact details, this can be done here also. 

Once an application is approved by the client it will 
no longer be available in this section – it will instead 
move to your pipeline. 

0876298999
John.palmer@mail.com
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Client Application Approval steps
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Here is a sample of the email your client will receive.

They’ll simply need to click the link to view and 
approve the application in their browser. 



© Zurich20

The link will open to a page similar to this. 

They need to enter their phone number (the same 
number you provided during the application).

And click to verify their number. 
0836399811
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Next, they need to click ‘Send code to Phone’.

This will send a 6-digit code to their mobile via text 
message. 

Note: Once they receive the code, the client will have 
ten minutes to input the code. 
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Once they enter the code, they next click “review your 
application details”.  
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The application form will include all the details you 
entered and look like this sample extract. 
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They next need to click “Download PDF”. This can be 
saved for their files. 

After downloading and reviewing the PDF summary 
they will be prompted to confirm if all the details 
entered were correct. 

If all the details are correct, they click “Yes”, tick to 
confirm the declaration statement and click “Approve 
Application”

If any of the details were incorrect, they simply hit “no” 
and are given the option to send you a message 
outlining any errors/confusion. 

If any changes are to be made it will need to be 
edited and resent for approval. 
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The application is now complete and has been 
submitted to Zurich Life.

Once your client approves the application, you will 
receive an email from Zurich confirming this. 
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For More Information 

Please contact your Broker Consultant who 
would be happy to assist you. 

26Zurich Life Assurance plc is regulated by the Central Bank of Ireland


