
Broker Portal Guide



Thank you

Logging into your portal 

Brokers who currently have access to Claims Online will receive automatic confirmation of their 
Broker Portal access details, registration is not required, as such you can log in using your 
existing details (The details used to log into your own company network)

Step 1: If you do not have a Claims Online account, you will need to manually enrol.  To do this, 
navigate to https://connect-rsab2b.rsagroup.com and provide your details:
• First name
• Last name
• Agency reference number
• Organisation/Broker company name 
• Mobile number
• Email address

• Flat number 
• Building or house number
• Street
• City
• Postcode

Step 2: On-screen confirmation that registration request has been submitted

Step 3: You will receive email confirmation of log-in details and can now register new claims 
and / or check the progress of existing claims in the portal 

https://connect-rsab2b.rsagroup.com/
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This is your Dashboard, you can make a new claim or 
search an existing claim from here.

Claim “Make 
a Claim”

The search feature is only available once you have 
submitted your first claim, if you need access to 

the search function and you do not register 
claims, please contact our Claim Department who 

can submit a request for access.

Drop Down menu allows you to select 
which product you would like to register the 

claim against, E.G Commercial Motor 
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Insert the policy 
number

Step 1 – Select Policy

Insert the 
date of 
incident

Insert time if 
known

Always call us 
if its urgent 

reminder

Is this a 
block policy?

Click Continue

Click search to 
locate the policy.

Insert the risk 
address
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Step 1.a – Select Policy (Scheme)

If the policy details you have input is for a scheme policy and the information matches this will find a 
policy for you to attach to your claim

Where a policy cannot be matched due to the policy type then the policy field here will be blank, you 
will still be able to proceed with claim.

Commercial 

Motor
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Step 1.b – Select Policy (Block)

1. Block Policies rely on manual data input for a claim to be 
set up, you will need to build the claim from scratch , 

starting with the customer’s contact information

2. Insert vehicle reg

2a. If the details are correct this should find the vehicle 
using the integrated vehicle lookup

3. Insert Policyholder 
details here

4. Complete 
accordingly.
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Step 2 – Type of Incident

1. Select Cause 
of Loss

3. Describe 
what has 

happened (250-
character limit)

2. Select Sub 
loss Cause

Loss Cause - 
Examples

Sub Loss 
Cause - 

Examples
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Step 3 –Location

1. Select Incident 
Location

The information seen here may change, if so your options will be:
• Location on a map
• Enter a postcode
• Enter a full address manually
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Step 4 –Incident Details

The information seen here may change, depending on the answers provided. The question sets are dynamic and will 
lead on from depending on the previous answer given.
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Step 4 – Incident details - Examples 

It is recommended that on any additional pages you complete all questions to the best of your knowledge & input as much detail as 
possible.

1. Vehicle Damage Example,  Complete 
accordingly.

3. If there is a Property Damage, 
you can add them here.

2. If any personal effects where 
damaged, you can add them here.

4. If there is a third-party involved, you 
can add them here.
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Step 5 – Damage Assessment
1. RSA Repair Network will allow an RSA 

Approved Repairer to make the 
necessary arrangements with the 

customer directly.

2. Selecting to use an own repairer will 
prompt you to complete a few 

additional fields, such as their name.

3. If you don’t choose to use a supplier at this 
stage, use Other to provide a reason why.

It is recommended that on any additional pages you complete all questions to the best of your knowledge & input as much detail as 
possible.
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Step 6 – Additional Information

**This Additional Information page is dynamic and will change depending on 
the information you have recorded on the previous screens

Photos can be 
added by either 

dragging and 
dropping or 

uploading from 
your desired 

location 

Videos can only 
be uploaded via 

VUEcloud, 
select from the 
dropdown who 

has the 
footage, and 

this will 
generate a link 

to the 
recipient.
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Step 7 – Contact Details
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Step 8 – Summary and Save & Exit

Claim Summary will provide a high-level overview of the information you 
have recorded, you can click back to previous steps if needed to add more 

information 

You can click on “Save & Exit” at anytime during 
the FNOL process, doing so will provide you with 
a statement confirming what will happen next.
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Claim Submitted

When a claim is submitted successfully, you will see a claim 
number which will be in one of two formats.

• 000-00-NNNNNN – This is known as a draft claim 
number

• 001-01-NNNNNN – This is a fully created Claim Number.

Please do not provide a draft claim number to a customer as 
this number will change once details have been confirmed, 
if you have signed up to receive updates from us 
automatically, you will also receive confirmation of the new 
claim number.
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Live Chat

You may have noticed this little 
chat icon on the bottom, this starts 

the live chat feature with an 
RSA Handler
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Live Chat

1. Hovering over the little 
speech bubble will expand 

the live chat button to enable 
it to be clicked

2. This will open the live chat 
feature for each field to be 

completed accordingly

Live Chat won't put you through to your designated claim 
handler, it will connect you to any agent who is available for a 
live chat.
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Dashboard

This is your dashboard, here you will be able to see what claims you 
have registered, their status as well as instigating a new claim

You can click into any claim hyperlinks to see more information about 
that claim
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Claim Summary- Summary

Viewing an existing claim will 
place you into the Claim 

Summary page

From here, you will be able to view 
information like its status, claim 
progress including current claim 

exposure & reserves.
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Claim Summary- Documents

Here, you can upload any 
documents post FNOL

You can Drag & Drop or 
Browse for any files you 

need

* Unfortunately, you are unable to drag & drop emails, this update 
will come in future update *

Here you can select the 
recipient to receive the 
VUEcloud link to upload 

MP4 Videos.
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Claim Summary- Notes

Any Notes added by you or RSA will appear in here, 
you can also add notes by clicking here

This will populate a pop-up box, select your Note 
Type, Subject & type your note accordingly
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Claim Summary- Bank Details

Bank information will appear here

When Bank Information has been added, Bank Wizard will check and validate the information to ensure this is correct. If the 
validation  fails it will provide you with some context as to what has not passed, Example: Address not matching the name

Adding manual details will override 
existing BACS details, these updates 

will only apply to this claim, it will not 
affect any previous or future claims.

If no BACS details are stored 
and you did not add them at 
claim registration stage, you 

can add them here.

Once you have added BACS 
details, these can be 

amended should they 
change, its worth noting that 

doing so will override any 
previous inputs.

Any BACS details added will 
only stay on this claim, they 

will not be added to any 
previous or future claims.
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Claim Summary- Services

Any Suppliers appointed post FNOL will appear here, 
it will display supplier name, contact number & 

appointment date
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Claim Summary- Settlement Offer

Settlement Offers 
will be shown here

You can reply directly to the offer with a 
response to whether this is Accepted or 
Rejected, if Rejected you can provide a 

reason why and can all propose a 
counteroffer for consideration
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