
HOW TO USE 
PEN CENTRAL
OUR NEW ONLINE PORTAL FOR 
CYBER INSURANCE FROM PEN



Step 1: 
 
Select “Prepare  Quote” 
 

 
 
Select “Cyber CA” 
 

 
Enter Basic Risk Details 
For Address, you can enter Post Code. 
 

 
 
If address does not autofill, click “Can’t find address” and free type address into portal. 
 
Please note that we are unable to quote businesses who are located in Quebec.



 

 
 
 
 
“Client Contact Email Address” is to enable brokers to send quotation and policy documents directly from the platform. Pen 
does not use this information to contact your clients directly. 
 
 
Select Primary Industry, bearing in mind the Excluded Industries which fall outside of appetite and we are unable to quote for. 
 

 
 
 
 
 



Definitions of excluded industries below: 
 
Excluded Industry Definition 
Social Media Websites and applications that enable users to create and share 

content or to participate in social networking, including dating and 
peer to peer commerce sites. 

Adult Content A company that involved with content such as pornography and 
violence, that is not generally thought to be appropriate for minors. In 
addition any gambling related companies. 

Technology Companies A company offering technology solutions to a third party for a fee, 
including consulting, design, creation, project management, 
maintenance and installation of software and hardware, including 
modification and tailoring of other third party software and 
hardware.  Examples include and are not limited to mobile application 
developers, hosting companies, telecom companies 

Payment Processors A third party company who handles payment transactions on behalf of 
merchants. Including front-end and back-end. 

Business Processing outsourcing (BPO) Companies who are contracted to provide business process services 
including but not limited to operational, payments processing, human 
resources, medical billing and call centers/helpdesk etc. on behalf of 
third party companies. 

Debt Collecting A company, Agency or Individual that is primarily in the business of 
recovering money that is owed on delinquent accounts. 

 
 
 
When prompted enter the relevant financials from the last completed financial year (this will depend on the industry selection 
which financial is asked for – e.g. Manufacturing is Gross Revenue, Healthcare is Net Patient Revenue etc. 
 
Click “Next” to proceed to next screen 
 

 
 
 
Answer the question set provided and click “Next”. Please note that: 
 

• If the answer to question 1 is “No”, the client is not eligible for a quote. 
• If the answer to question 2 is “No”, the client is not eligible for a quote. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
If the answer to question 4 and / or 5 is yes, enter the relevant information when prompted: 

• Brief circumstances including risk management processes put in place to prevent reoccurences. 
• Any dates as required 
• Any incurred value as required. 

 
Please note that matters should be entered regardless of any insurance coverage (i.e. if no insurance in place to cover such 
matters, they should still be entered). 
 

 

 

 
 
 
There are two optional extensions available under this Policy – E-Theft and Outsourced Service / Cloud Service Provider 
 

Answer the relevant questions on each page is this cover is required. 
 



 
 

 
 
 
One all questions have been answered, click next to generate your quotes: 
 



 
Select the quotes you wish to save by clicking on the tick box for the various limits required, and hit “Save Quotes” 
 
You can review all quotes generated as shown below: 

 
 
Clicking on the quote reference will allow you to review the individual quote in more detail: 



 

 
 

 
 
How to refer a query to underwriters 

1) Simply email a member of the team (see contact details provided) ! 
2) Hit “Click here to refer” 

 
 
 
 
 
 
 
 
 
 
 

Quote Documentation 

Details of any 
Endorsements issued 

 

Breakdown of 
Premium 

Limit and retention 
information for specific 

insuring clauses 



Commission can be reduced / waived completely as required by selecting “Modify Quote” -> Commission Sacrifice and using 
the slider to reduce commission accordingly 
 

 
 

 
 
 
To amend risk information, or to generate alternative quotations at alternative Limits of Indemnity, select “Return to 
Application” to be guided through the quotation process again. 
 



 
 
 
 
You are able to send quotation documents to yourself or your client directly from Pen Cental but selecting “Send Documents” – 
and selecting those you wish to send along with a helpful message: 
 



 
 
 
To bind cover, select “Bind Policy” and select your inception date: 
 



 
 
The quotation will change to a policy – however documents will not be available until the application is signed and uploaded 
using the link shown below. 
 
 

 
 
Applications must be uploaded within 10 days of binding (not inception) or the policy will be cancelled ab initio. 
 
Full policy docs will not be available until such time that the signed application is uploaded. Until they are uploaded the policy 
documents will carry a “Binder Only” Watermark, as shown below. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The policy will now be shown on the Client Screen: 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Searching for quotes / policies 
 
Use the Client Search Function, or alternatively use the search bar and enter the quote  policy ref (numerics only) 
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