
 
 

Adviser Access – Self‑service Requests 
To help make it easier to do business with us, this how-to- guide will support you to update 

member details, submit enquiries, and request quotes for excess or policy changes through the 

nib Adviser Portal. 

What you can do in Adviser Access V2 

• Request policy changes for on-sale, eligible Ultimate Health, Ultimate Health Max and Easy 
Health policies (change excess and change options) and view an estimated premium before 
submitting. 

• Update contact details (phone and address). These updates are processed automatically 
once saved. 

• Request updates to personal details (name, gender assigned at birth, date of birth, smoking 
status). These requests are reviewed and processed manually due to potential premium 
impact. 

• Submit a general request/enquiry when your request is not covered by one of the above 
specific change flows. 

 



 
 
Before you start 

• Have the member’s details ready so you can select the correct member record. 
• Only submit requests where you have authority to act on the member/policy owner’s behalf 

and informed consent to make changes and submit requests. You will be asked to confirm 
your authority and informed consent before you can submit changes. 

Find and open a member record 

1. Log in to Adviser Access V2.  If you have trouble logging in please email our adviser help 
team at advisersupport@nib.co.nz. On the dashboard, locate the member under “Recent 
members” or by searching for their policy number on the Manage Members page. 

2. Select “View” to open the member record. 

 

 

https://authprod.nib.co.nz/account/login?returnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3DnibAdviserPortal%26redirect_uri%3Dhttps%253A%252F%252Fadviser.nib.co.nz%252Fcallback%26response_type%3Did_token%2520token%26scope%3Dopenid%2520profile%2520adviserportal%253Aapi%2520adviserportal%253Aadviser%2520iuw%252F*%253AREADWRITE%2520sm8rt%252F*%253AREADWRITE%2520quote%252F*%253AREADWRITE%2520advisers%252F*%253AREADWRITE%2520user-advisers%252F*%253AREAD%2520invitations%252F*%253AREADWRITE%2520rates%252F*%253AREAD%2520price%252F*%253AREADWRITE%2520adviserportal%253Aapi%253Aquotes%26state%3D50e872972dd642f9ac228031b34f7764%26nonce%3Dc88a2d9c1b83452f896a8281c60f1316
mailto:advisersupport@nib.co.nz


 
 

 

 

 

 



 
 
Update contact details (phone and address) 

Use this option to update a member’s phone number(s) or address. These updates are 
processed automatically once you have saved the change(s). An email will be sent to the 
member advising them that this change(s) has been made. 

1. From the member record, select ‘Update contact details’. 

2. Update the relevant fields (preferred phone, alternative phone, and/or address). 

3. Ensure you have the authority to act and informed consent from the member to request 
this change(s) and tick the authority confirmation checkbox (this enables the submit 
button). 

4. Select ‘Save’. 

5. Confirm you see the success message (e.g., ‘Contact details updated’). 

6. Select “Back to member details” to return to the member record. 

 



 
 
 

 

 

 

 

 

 

 

 

 



 
 
Request an update to personal details (name, DOB, gender assigned at 
birth, smoking status) 

Use this option to request changes to personal details. These requests are reviewed and 
processed manually by the nib team, as the changes may have an impact on premium pricing. 

1. From the member record, select ‘Update personal details’. 

2. Review the onscreen banner indicating the change may affect premium pricing. 

3. Update the relevant field(s) (e.g., name details, date of birth, gender assigned at birth, or 
smoking status). 

4. Ensure you have the authority to act and informed consent from the member to request 
this change(s) and tick the authority confirmation checkbox (this enables the submit 
button). 

5. Select ‘Submit request’. 

6. Confirm you see the request submitted message. 

7. Select ‘Back to member details’ to return to the member record. 

 

 

 



 
 

 

 

 

 

 

 

 

 

 



 
 
Submit a general request/enquiry 

Use this option for any requests that are not changing a member’s details, excess or policy 
options. A general request creates a case for nib to action. 

1. On the member record, select ‘Request change’ next to the relevant policy. 

2. On the ‘Make a request’ screen, enter the details of your enquiry or request. 

3. Ensure you have the authority to act and informed consent to request change from the 
member and tick the authority confirmation checkbox (this enables the submit button).  

4. Select ‘Submit request’. 

5. Confirm you see the success message (e.g., ‘Case created successfully’). 

 



 
 
 

Request a change of excess (with estimated premium) 

Where supported, you can request an excess change and view an estimated premium before 
submitting. 

1. On the member record, select ‘Request change” next to the relevant policy. 

2. Select ‘Make changes’. 

3. Select the new excess amount. The illustration summary updates to show an estimated 
premium. 

4. Ensure you have the authority to act and informed consent from the member to request 
this change(s) and tick the authority confirmation checkbox to enable ‘Submit request’. 

5. Select ‘Submit request’ and confirm you see the success message.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
Request a change of option(s) (with estimated premium) 

Where supported, you can request option changes and view an estimated premium before 
submitting. 

1. On the member record, select ‘Request change’ next to the relevant policy. 

2. Select “Make changes”. 

3. Select/deselect the relevant option(s). The illustration summary updates to show an 
estimated premium. 

4. Ensure you have the authority to act and informed consent from the member to request 
this change(s) and tick the authority confirmation checkbox to enable ‘Submit request’. 

5. Select ‘Submit request’ and confirm you see the success message. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
What happens after you submit requested changes 

Confirmation emails: 

• When you submit a policy change request, a confirmation email is sent to the policy 
owner(s) where nib holds an email address, and you are also sent that email. 

• When you submit a personal details request, a confirmation email is sent to the member, 
and you are also sent that email. 

 

 

How we manage your requests 

• Contact detail updates (phone and address) are processed automatically. 
• Policy change requests are digitised and include an estimated premium illustration, but the 

underlying policy changes continue to be processed manually by nib. 
• Personal details requests are reviewed and processed manually due to potential premium 

impact. 
 

When a premium illustration is available 

Illustrations are supported for: 

• Change excess 
• Change option 

Insurance products supported (for illustrations): 

• Ultimate Health (ULB) 
• Ultimate Health Max (ULM)  
• Easy Health (EH) 



 
 
Illustrations are not currently supported for: 

• Ultimate Health and Easy Health policies issued prior to April 2018 
• Policies linked to a group (e.g., employer subsidised policies) 
• Policies with commission dial back 
• Policies that contain loading 
• Policies that are in arrears 

If an illustration is not supported, use the general request/enquiry option as a fallback. 

 

 

 



 
 
 

 

Tips and common checks 

• If you cannot submit a request, check that the authority confirmation checkbox is ticked (the 
submit button stays disabled until confirmed). 

• After submitting, use ‘Back to member details’ (where available) to return to the member 
record. 

Need help? 

If you need a hand with the adviser portal, get in touch with your Adviser Partner Manager or 
email advisersupport@nib.co.nz. 

For anything related to a submitted request, the Adviser Care team can help on 0800 238 642 or 
adviser@nib.co.nz. 
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