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Step 1

Log in to 6ix

and select 

Tradex MTRR.



Step 2

Fill in Motor Trade quote with the 
necessary data.

Please ensure you add the correct 
company/legal entity as this cannot 
be edited at a later stage. 
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Step 3

Once all the 
questions within 

these tabs have been 
completed. Click 

‘Submit’.



Step 4

Submission will now be sent to the 
underwriters for review.

Please take note of the reference 
number.
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Step 5
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Once your quote is ready and has 
been agreed, you will receive this 
email which will include the quote 
details within the SOF, IPID, policy 
wording and TOBA.



Step 6
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To review the details on the system, 
please click the ‘History’ tab. 

Then click on the relevant New 
Business line. 
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Step 1

To accept the policy, click ‘Incept 
policy’.
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Step 2

Then tick to confirm you agree that 
the premium will be added to your 
statement of account.

Then click ‘Incept Policy’
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Step 3

Full documentation will produce, 
and these should be sent to your 
client. 
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Step 1

Search policy number, quote 
number or policyholder’s name and 
click on the quote or policy. 
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Step 2

Go to the ‘Make Adjustment’ tab
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Step 3

Click ‘Make Adjustment’ 
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Step 4

Enter the adjustment date and then 
amend the necessary information. 
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Step 5

Click ‘Submit’ 
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Step 6

Submission will now be sent to the 
underwriters for review.
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Step 7
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Once reviewed by the underwriter, 
you will then receive an email. 

To review the details on the system, 
please click ‘history’ tab 

Then click on the relevant MTA. 

If the client wishes to go aead with 
this change. Please see ‘Accept 
Quote’ instructions on page 9 to 12 
of this guide. 



MID UPDATE

21

External Use Only



Step 1

Search policy number, quote 
number or policyholder’s name and 
click on the quote or policy. 
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Step 2

Select ‘MID update’ tab and 
select make changes



Step 3

Select the change required. 

Click ‘Next’.

Then either add or remove the 
relevant vehicle. 
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Step 4

Select yes/no to ‘Do you 
want to make more 
changes?’ 

Please note that a maximum 
of 4 changes can be 
processed at any one time. 
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Step 5

If ‘no’ selected a next button 
will appear. Please click 
this. 

If ‘yes’ selected, please then 
select what change is 
required. 

Once complete please click 
‘Next’.



Step 6

Should the system note the 
following error message, please 
contact us direct.
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Step 6

To check historic MID lists, 
select MID history tab.

To check current MID list, 
select Vehicles/Trade plates 
tab.



Cancellation
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Step 1

The cancellation process is not available to brokers currently. Please email 
underwriting@tradex.com to process the cancellation. Please ensure the following 
information is noted within the email:

- Policyholder’s name 

- Policy Number

- Date and Time of cancellation 

- Reason for cancellation (if a cancellation letter has been issued by yourselves, please 
ensure a copy of this letter is attached to the email). 30

mailto:underwriting@tradex.com
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Step 1

To review the previous history 
please select the ‘History’ tab

32



Step 2

To review the previous covers or 
documents please click on the 
relevant transaction line. 
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Step 3

Once you have clicked on the 
transaction line you will then be 
able to review the different 
transaction lines. See details tab or 
the documentation tab for policy 
details.  
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