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BROKER TRAINING GUIDE

How to Navigate Renewals
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Sending Invites to your customers

1. Go to Reports > Annual Renewals.

Using the renewal system to renew your customers policy will give them a 10%
discount on the new contracts AMT prices. The 10% discount only applies to

Voyager Plus policies. /
REPCRTSw ADMINISTRATION v HELP~ ACCOUNT ~

Invoicing/ Credit Control Renewals System Reports Analytics Policy/Screening Admin

Invoices Annual Renewals Credit Card Only Analytics Change Policy Product

UW Totals Renewals Summary Exportz Transfer Policies
Agents Per Product
Agent Contacts

Uzer Details Report

2. You will be asked to choose a range of dates to search between. To make sure you
capture the renewal you are looking for, always use a range of about 30 days and
then click the ‘Results List’. The date you are searching for is not the expiry date but

30 days before the expiry.

Renewals Report

Renewals Range:
From [17-05-2022 ta  [20-7-2022 (ﬂe&ul L|ai§§]

: This report shows your rengwals due in the next 30 days from the date rangs s=lected.
ple: & date range From 01/01/2013 To 01/01/2013 will show all renewal invitations due until the 30/01/2013

ill also show the reminders 7 days before renewal and lapsed policies 10 days after the date range selacted
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3. Here you can email the invitation and it will go to the email shown next to it. You
must tick the boxes of the invites you would like to send then click ‘Execute’ at the

top left of the list. If you have no email in the renewal your other option is to ‘print
letter’.

From this page you can send the invitations and reminders to your customer where
they can renew themselves through the online link. Doing it this way will still mean
that you will be earning your full commission.

Renewats Report

Ranewals Rasge ~ o ~ - —— - X

From | 022 w |2 2 | Resudt st (i"
—

Ploase Mot THS report ihowt your renewals Sus in Dhe next 30 St from e date ravge selected

For Example: A dure range From 04 /0172013 To G1/07/2013 will haw all revewal Svitation: doe (il the 3001/2011

1wl LS shew the rerenders 7 Syt Defore renewad aad Licoed polioet 10 Qayt #fter the Sute rarge whected

- -— So——se Lowren Fuimesce

5N Wherd Froseased

Horge

Veanoren

Fauds bowai3Qgmad com | & o
Sviston Emaves Se ey atco oo k| Shange
=viaten Regures raprao@hstral com | change Mot Rax Voyager - Googe PPC (99
Ferwoer Tmawd Deverey | €00 Bgmal com cnange \oyager Insurance Services Lid. (88)

e amenBarral com | thenoe \ioyager Insurance Services Ltd. (88)

4. Invitations are designed to be sent out 30 days before expiry and reminders are 15
days before expiry.

5. Once you have actioned the initial invitation, the renewal will drop down into the
next list. It should show as ‘invitation Emailed/Printed’. The bottom list requires no
action from you.

6. Once you have completed your Invitations, you can click the “Reminder” tab at the
top, this should then show you all policies due to renew within 15 days and you
can repeat the same process as above to send out the “Reminder” emails.
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7.

Lastly you need to tackle “Exceptions” by clicking the “Exceptions” tab.

This page shows you the reason for it becoming an “Exception”. An exception is when

something has changed from the previous year meaning we cannot offer the exact same
policy as last year. Sometimes the system will put policies in exceptions due to an insured
individual moving into the next age band (this is the most common reason).

Renewals Report

Renewals Range:

Invietions Famindar Lapsed Excapiiont

From [17-05-2022

to [23-8-2022

= This report shows your renewals due in the next 30 days from the date range selactad.
ple: & date range From 0170172043 To 04 /01 /2013 will show all renewal invitations due until the 30/01/2013

t will also show the reminders 7 days before renewsl and lapsed policiss 10 days after the date range selscted

Littars fo Do i3) - Cllok 1o

Al invitation letters procassed

Lethare Do (32) - Chak to

[ Execute ) [ Sort Status ) |ETE.!..|€EFr
O

Reminder Emailed

Invitation Emailed

Invitation Emailad

Invitation Emailad

Invitation Emailad

Lotbars done by Agent - Clck to

Email
rgbigday@hotmail.com
tedandmoi@gmail.com
nazomoocsai@gmail.com

andrewjscottl@aol .com
johnhordlef@yahoo.com | change...

Print Letter
[ 2aimot Al

O

Exclude from Renewal

Company Name

\oyager Insurance Services Lid. [B8)
Insuratrip {82

High Risk Yoyager (88)

Voyager Insurance Services Lid. (88)

\oyager Insurance Services Lid. (28]

Email Letter

[ Execute | [ Sort Status ) nail Lett

Invitation Emailad

Invitation Emailad

Invitation Emailad

Invitation Emailed

Voyager WEBroker Guide — Navigate Dashboard

Email
karl lormieg@gmail.com

daveorfy@gmail.com | change
monainlendoni@hotmail.com | change...

jake dunioni@nugentsante_com

Print Letter
(3eimat Al

O

O
O
O
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Exclude from Renewal

Company Name
Hencilla Canworth Gl Ltd(5)
Hencilla Canworth Gl Ltdi5)

‘four Trawvel Cowver {3)

Falicy Direct {ST BENEDICTS}
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8. Once you have located the renewal, you will need to click on the “Pr” button the
begin the “manual re-quote”

|
Company Name Renewal Date Name PolicylD Previous Screening Ref Product = {

tion - Action Required PJ Hayman Sales. 18-05-2022 Porwol 1705020 Voyager Plus Online Trave! Insurance 2021/ 2022 QB
xception - Action Required Arthur J Gallagher: Wakefield (Head Office] 18-05-2022 Hemmings 1705611 Voyager Plus Arthur J Gallagher Travel Insurance 202
xception - Action Required Good to Go (2) 20-05-2022 Beckford 1704439 High Risk Voyager Leisure Cover Only 2021 / 2022 QE
ception - Action Required Voyager FREE Insurance (99 21-05-2022 Harvey 1706856

- sotion aken (118)

Company Name RenewalDate  Name PolicylD | Previous Screening Ref Product

- Letter Emailed nsuratrip (69 17-05-2022 RODGERS 1700144

- Letter Emailed Insuratrip (89 17-05-2022 Fowler 1704422

- Letter Emailed insuratrip (69 18-05-2022 Collins 1705127

tion - Letter Emailed Policy Direct {ST BENEDICTS} 20-05-2022 Topham 1708530 Vioyager Plus Policy Direct Travel Insurance 2021/2022 QB4 - V3

Note: the exceptions part of the renewals system will not show you if any additional extras have been
taken last year. You will need to check this against the previous policy before requoting.

9. To begin re-quoting the policy, you must go to the “re-quote” tab.

This page shows you the reason for it becoming an “Exception”. An exception occurs
when certain details from the previous policy fail to map at renewal due to changes
in age, optional extras, destination etc. This means the automatic renewal
generation process cannot take place and therefore requires manual intervention.

Distalla Latter Production

Exception Details:

Omginal Policy Detals:  Voyager Plus Travel Inswurance 2021 2022 QB4 | Prime Annual Mult-Trip | Area 2: Eurepe, Channel Islands, Canary Islands, Iske of Man, Madeira & lceland | Family

Renewal Policy Detais:

Reasons For Exception:
- Product not mapped - Max Age Exceeded

Persongs on Policy:

Nrs Natzliz Byard 43 48
Ir Mark Byard 50 48
Mzster Toby Byard | 10 20
Miss Holly Byard T 20
sz |sla Byard 5 20

Current Status:
Exc=ption - Action Required

Vlnsurance



10. First you will need to fill in this section. Remember to Re-quote on the same
basis they had last year unless they have requested a change. They will get a
10% discount on any changes they make at renewal.

You can copy and paste the personal details over from the old policy by using these
buttons labelled as “C” and “P”.

Detalls Re-guote Leﬂsr Producllon

Select Product [ Voyager Plus Travel Insurance 2021/ V | Select Alterations For Policy:
Select Residence: United Kingdom v
Select Policy Type: Prime Annual Multi-Trip v
Select Destination: [Area 2: Europe. Channel Islands, Car V |
Select Insured Category: | TN V) Section 20. Gadget Insurance

Double Your Excess

Extend Maximum Duration For Each Trip to 82 Days

Select Length: Section 23. Sponts Equipmant and Cycie Insurance
Currency: [ {Default Currency} v |

Section 25. Wedding Insurance
Section 27. Enhanced Travel or Terrorism Disruption
Add Activities

Excess Waiver

Section 28. HolidayFromHelllnsuranca{TM)

Select Alterations For Person:
Choose Perzon ¥V

Surmname | ‘ irth I 7 [Initial | Surname | Age
( : \ Natlie By 18/05/1972
Mark B 10/10/1971

Toby By 24/04/2012
Helly By 7 20/07/2014
Isla B 05/04/2017

11.After you have done the above click the “re-quote” button and it will show the new
price below. Click “save quote”.

s W] [Malie | [Byars | [[a3 | [1emEnore (50 to 59) *
Mz Byard 1001011971 (50 to 59) *
Taby Byard 1 24/04/2012 (0 to 20)
[Halky [Byarc T [28n7 2014 (0 to 20}
[Eska |Eyard [o5maizoi 7 (0 to 20)

(0 to 20)
(0 to 20)
W (0 to 20)
W (0 to 20)
W | (0 to 20)

D
HetTﬂﬁ ent:
E2T. ::'F\- £167. .1

{) ——

o
n
o

c IEIEE.E!.T;EEEE‘E
r.-'lrs Matalie  Byard 16/05M1970
Mr IMark Byard 101041871
Master | Toby Byard 241042012
Miss Hodly Byard 7 2000712014
] Isla Byard 05/M42017

@@@@@g

CEEREEEEEEE

Once you have completed these steps, you will now be able to renew the policy through
“Quote and Buy” and will now be able to send the renewal invite which is shown in the
next step. If you are ready to renew the policy skip to step 14.
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12. Once you have saved the quote, to send the letter, select the ‘Letter Production’
tab. You will have the option to select a file.

Details | Re-quote | Letter Production _

Re;resll Preview Email Frint

Email Settings:
2 | Emsi Subject

Document pack for the Exception:
Addznewfie..  [{Please selecl a file} ~ | I:l O @

Policy Specific Information (P8I on Nocument nack:

VoyagerPlus2022_Broker_Renewals_Exception_Quote_V1.html
VoyagerPlus2022_Broker_Renewals_Invitation_V1.html
VoyagerPlus2022_Broker_Renewals_Exception_No_Quote_V1.html

13. You will have the above options to choose from. Once you have selected the
correct letter, put the number ‘1’ under position and select the tick and save it. In
the top right corner, you will be able to preview, email and print the letter.

Which letter to use?

Invitation = If the policy has fallen into Exceptions without any change to the policy
(e.g., age band changing) then you should send the “Invitation” listed above.

Exception Quote = this should be used when we are unable to offer the same as last
year, but we can still offer an annual quote of some sort.

Exception No Quote = this should be used when we are unable to offer an annual
policy anymore. Most common scenarios to use this letter would be when somebody
has breached the maximum age for the annual policy. This letter will encourage the
customer to call you to discuss, in the above example the idea would be so that you
can provide them some Single Trip quotes.




14. Now you are ready to renew your client’s annual policy. From the homepage, you
need to hit Quote & Buy > Annual Renewals

HOME ~ QUOTE AND BUY REPORTS v ADMINISTRATION~ | =y ACCOUNT ~

Buy a Policy Renew a Policy Medical Screening

Specific Quote Annual Renewals Medical Screening

Commercial Quote

15. You can search via any of the details listed in this picture and then click next.

HOME ~ QUOTE AND BUY ~ REPORTS v ADMINISTRATION~ HELP~ ACCOUNT -~

Renewal DV Policy D |

Surname |

Post Code |

[ Next O

16. Select the Policy you want to renew from the list and then click “next”

High Risk Voyager Leisure S0 MEOLS DRIVE WEST KIRBY WIRRAL  2021-11-

1664129 83587  Cover Only 2020 / 2021 Mr Cliver Smith
QBs V1

Voyager Plus Online Travel Mr GRAHAM APT S e
A dnl Gyt Mr GRAHAN 1102, EUROPLAZA 3, GIBRALTAR, 2022-1-
v 1689169 83883  Insurance 2020 / 2021 QB6 cpurw GX11 144 GIBRALTAR 21

V3
High Risk Voyager Leisure -

1690296 83925  Cover Only 2020 / 2021 g;v“"f‘s‘r’r'\fh D NEWGUNCIR DAL 209528 Yea
Q86 V2 v

Voyager Plus Online Trave! : s -3-
1695251 84016  Insurance 2020 / 2021 QB4 g,'(mm,BERT gg,"g?s‘g;‘e' LveproliNersavEide 1L i‘;zz :

'k

CH48 5DD UNITED KINGDOM, CH48 50D 17 Yes

Yes

No
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17. You will be presented with this page. You will need to click through the pages
with “next” button and ask the medical questions as if it were a new quote. You
can make any amendments through the “Amend or Upgrade” Button e.g change
destination or add a person.

Product: Voyager Plus Travel Insurance 2022 / 2023 QB4 Please confirm the details of

Poli ordi your renawal and click 'Next' to
i daas Policy Type: Prime Annual Multi-Trip procead

i - Area 2: Europe, Channel Islands, Canary Islands, Isle ;
Destination: oF Man Mar:;ra & Teakaid Y For more details, please contact

@ New Quote Insured Category:  [ndiyidual(z) your suplier.
Insured Travellers: . Jacqueline Smith

Renewal Date: 02/09/2022

Insurance Premium: ¢ 75 5

IPT: £15.1
Total: £90.6

Need to amend Policy or upgrade, click here
Amend or Upgrade

\)Insurance



