
HOW TO: 

Do a group sale on the
Simply advisor portal

With spreadsheet entry

SMART.  SIMPLE.  SAFE.



Log in to the advisor portal on www.advisor.simply.co.za/login and select "start
new sale", select the 'Group Cover' option and fill in the required information

Choose which employees will be covered on the policy, and select either a
quick cost estimate or a full quote



Fill in the required company information

There are multiple ways to upload employee data. In this example, we’re using
the spreadsheet



Download the template, fill in the employee information on the spreadsheet
and then click  “upload”

A few things to note when completing the spreadsheet:
No special characters or extra spaces
Date formatting should be DD/MM/YYYY
Confirm that the ID number and birth date are ok
Make sure number formatting is being used for gross income
Confirm the passport is not expired
Cell number should be a South African number (the zero is not necessary)



Here you can select the benefits and adjust the cover amounts. You can also
choose between multiple of salary or equal amounts for employees



You can choose your method for updating the outstanding employee
information

Fill in the required company information



Complete the company details. By clicking “fetch details” company info will be
pulled through using Experian



Fill in the payment details and click “next”

Read and accept the T&Cs, then request OTP 



Congratulations, your sale is complete



Thank you!
Contact your broker consultant if you
have any queries or need assistance.

Smart SafeSimple


