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1 Search 

Each User has access to the Search function, namely: 

• Individual – search by Name and Surname or ID Type and ID Number 

• Company – search by Trading Name 

• Reference Number – search either the Policy Number, Claim Number or Internal Reference Number 

 
 

Every time a search (or enquiry) is done on an Individual, an enquiry history is generated. 

In all instances, the reasons for conducting an enquiry remain the same, namely: 

▪ check if the individual has claimed before (processed 

claims) 

▪ if there is a special investigation done on the individual (i.e. 

a fraudulent claim) 

▪ the individual applied for cover (Underwriting) 

 

Note the following: 

• A maximum of 50 records will be returned for any given search. Where more than 50 records where found, 

the User will receive a message requesting them to narrow the search. 

• Search results are in alphabetical order. 

• Type the first three (3) characters of a word to return partial matches.  

• If the User searches for a notification captured by their Life Office, s/he has the option to edit, delete or view 

the information captured. 

• If the User searches for a notification not captured by their Life Office, s/he can only view the information 

captured. 

• If you only capture the minimum compulsory fields, the search results will be the entire list of notifications 

for the Enquiry Reason and ID Type selected 

• Click on the Clear Screen tab to remain on the same screen and capture new or refined information 

  

http://astutetraining.cloudapp.net/moodle/mod/book/view.php?id=156&chapterid=356
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1.1 Individual Search 

 

1.1.1 Search by Username and Forename 

• Select a reason for enquiry 

Type in the Life Assured’s full name(s) and Surname > Search. If no results are returned, follow the alternative 

methods as shown below. 

• Type in the first 3 letters of the surname and the first initial (or the full name) in the relevant fields. 

• Click the Search button to view results. 
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The results may return more than one result because of partial matches. 

 

 
To refine the result, add the Life Assured’s date of birth to the search criteria and click on the Search button to 

view results 

 

 
Details of the Life Assured’s notification should now be assessable. Use the controls to proceed to your next 

step. 

 

 

o Maintain.  You will be redirected to the first page of the wizard to edit/update the notification. If the 

update(s) are not submitted to the register, the notification will be saved to the User's Draft Notifications. 

This means the updated version will not be seen when searching in the register.  No changes will be made to 

the Reference Number, however, the User that updated the notification can be seen under the Notification 

Audit Trail Report. 

o Delete.  The notification will be deleted from the central Life and Claims database 

o View.  Read the notification in its entirety on a 1-pager, as captured in the wizard. Every time a notification 

is read/viewed, the 'Enquiry History' for the individual is generated. You can download the notification and 

may be able to maintain the notification from this view as well. 
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1.1.2 Using the ID Number and ID Type 

The ID Number and ID Type criteria should match exactly as it was captured on the notification, for results to 

be returned. 

 

Where this is not the case, no results will be returned. Also, no results will return if there was no ID Number 

captured on the notification. 

Astute Online only validates on South African ID Numbers. 
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1.2 Company Search 

 

• From the Homepage, click on the Life and Claims Menu > Search > Company Search 

• Under the Search Criteria, select a reason for the enquiry from the drop-down list and type in the Company 

name and any other additional information you have on the company. 

• Click on the Search button to view results 
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1.3 Reference Number Search 

 

• From the Homepage, click on the Life and Claims Menu > Search > Reference Number Search 

• Under the Search Criteria, select a reason for the enquiry from the drop-down list and type in the Reference 

Number 

• Click on the Search button to view results 

 

Depending on your access level and security rights, you may be able to: 

 

 


