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1. Go to www.kingsbridgerecruitment.com/brokers and
click on Login at the top-right

2. Enter your username and
password and click Sign In to
access the portal.

Login
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https://kingsbridgerecruitment.com/brokers/


3. The first screen gives you the option to look through existing cases you have created for your 
clients. For a new quote, click Get Quote at the top of the screen.

Search for cases
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4. The screen will show your broker account number at the top. You can search for an existing client 
here, or for a new quote, leave that box empty and click Next.

Search for cases
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5. On the Tell Us About You screen, start to input the information for the quote (starting with your 
contact name, email and details, as you will be receiving the documentation for the quote).

Tell us about you
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6. Complete the contact information and policy 
start date. 7. When you start to enter the company name, you 

will see their name, company registration number, 
and address pop-up automatically. 
Select the correct company from the list.

Tell us about the business
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8. Fill in the relevant details for the recruitment or 
umbrella company you wish to place cover for…

9. …including the types of cover you want to get a 
quote for (help is available on each type of cover 
by hovering over the question mark on the right-
hand side).

Build the policy
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10. Once you’re happy everything you need is selected, click Next.

Build the policy
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11. Enter business details and the limits of cover they require…

Business details
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12. ...and complete their risk information, before clicking Next 
to proceed. Note – some questions only become visible when you have 
answered others; complete the information asked for to proceed.

Risk information
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13. Continue completing information on the 
Optional Cover and Office Contents Cover 
needed for the company you are quoting for, 
pressing Next to proceed. 

Optional Cover & Office Contents Cover
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14. On the Declaration screen, confirm that everything you have stated is 
correct by ticking the box before proceeding to obtain your quote.

Declaration
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15. You’ll then get your quotation summary, 
showing full details of the quote you have 
requested, including important documents.

16. When you click Save for later all your client details appear 
in front of you to view.

Quotation summary
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17. When you click Next you’ll be returned to the Viewing Case screen. If you’re happy to proceed, 
click the Start Cover button on the right-hand side...

Viewing Case
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18. … or Click on the Questions tab if you want to amend anything relating to the quote.

Viewing Case
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19. Select the start cover date 
and click the Start Cover button.

20. The status of the account shows on the screen. You can send any 
documents to yourself by ticking the boxes next to the document name, 
then selecting your email under Send to agents email address on the 
right-hand side.

Start cover date
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21. You can record payments made to you on the system on the right-hand side where the 
premium shows.

Record payments
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Searching for clients

22. To find a client, click on the Clients tab at the top of the 
screen. Use the search box, or click on the first letter of the 
company name to show a list.

23. In this example, all clients beginning with the 
letter ‘O’ are listed in alphabetical order.
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24. Click on View next to the client name to see their details.

Searching for clients

20



Any questions?
 03301 249590
Email: info@kingsbridgerecruitment.com

01242 808741

Email: recruitment@kingsbridge.co.uk
Charleston House   I  12 Rumford Place   I   Liverpool L3 9DG
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