
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BROKER TRAINING GUIDE 

How to Navigate Your 
Voyager WEBroker Dashboard 
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 How to Navigate Your Voyager WEBroker Dashboard  

Introduction To Your Dashboard, Product Tiles & Information: 

1. Your Dashboard Page 3 

2. Product Tiles Page 4 

3. Policy Key Page 5 

4. Policy Snapshot Page 6 

5. Key Features Page 7 

7. Policy Documents Page 9 

8. Close Product Snapshot Page 10 
 

 

Searching For Policies: 

9. Policy Search Option 1 Page 11 

10. Policy Search Option 2 Page 12 

11. Viewing Policy Search Results Page 13 
 

 

Policy Admin - View/Edit/Send/Cancel: 

12. View Policy Details Page 14 

13. Adding a Note Page 15 

14. Email/Text/Print Documents Page 16 

15. Amending Policy Details Page 17 

16. Cancelling a Policy Page 18 

17. Loading a Saved Quote Page 19 
 

 

Summary Report: 

20. Summary Report Page 21 

21. Looking for Your Invoices Page 22
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1 This is your Voyager WEBroker Dashboard. 
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2 The tiles show the various Voyager Insurance products available to our brokers. 
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3 The policy key will show you who the products are available to, 
either UK Residents, EU Residents, or Worldwide Residents. 
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4 When you ‘click’ a product tile you can view a snapshot of the product. 
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5 Product Snapshot - Here you will see key policy features. 
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6 Product Snapshot - Here you will see policy documents. 

* Please note these policy documents are for the current products – current and 

expired policies may have different policy documents that were effective at the 

date of purchase. 
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7 Policy Documents – Click here to view current product policy wording. 

Policy Documents – Click here to view current product ‘Fact Sheet.’ 

 Policy Documents – Click here to view current product ‘IPID.’  
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8 You can open multiple product ‘snapshots’ at a time. To close a product 

‘snapshot’ simply click ‘close’ in the upper right-hand corner of the ‘snapshot’ 

area for a particular product. 
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9 Searching for existing policy-The first option is to search from your dashboard 
home page. 

You can search for a policy by the following: policy number, surname, or postcode 

➔ Enter search criteria in one of the boxes and click “Find” 
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10 The second option is to go to the “Reports” tab and then “Find a Policy”. 

You will have additional search criteria you can search by on this page. 

➔ Searching by ‘period’ or ‘month’ can give you a nice snapshot to see your 

activity for a particular time period. 
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11 Policies will be listed and colour-coded to show status i.e., if the policy has expired. 
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12  To see policy details, click the plus icon on the right-hand side. 

➔ A window will open with all the policy information. 

Scroll down to see the information. 
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13  File notes – You can use this feature however you like, it’s a free text box you can 
type notes in. 

➔ Note Visibility – chose if the note will show on the certificate or not. 

➔ Once you click the “Save Changes” button the note will show. 

➔ Click on a note to make changes – click “Save Changes” when done. 

➔Notes you select to be visible on the certificate will show at the bottomonce you 

have saved the note and/or changes made. 
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14 View/Email/Print documents. 
To View Documents, you must click the button circled below. 
 
To switch which document you are viewing (Wording, Certificate etc.) use the drop 
down menu “Select Report to View”. 
 
The document selected can be emailed, text messaged (sms) or printed using the 
buttons at the bottom of the screen. 

➔ You can overtype in the email box to send to an address other then what is 

listed. 

➔ You can also overtype the phone number box for text (sms) 

➔ There will be a success message in red text below 
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15 You can update/change anything on a policy if it doesn’t change the price. 

➔ Click the edit option at the bottom of the page. 

➔ Click “Save” button to save. You will need to make sure you are putting a 

note on the policy stating the changes you have made for it to update. 

When you go back to the certificate window/page the changes should now 

show. 

➔ You can NOT change start/end date 

➔ You CAN update address, medical reference, email, phone 

➔ You can ONLY change the Date of Birth if it doesn’t change price. 
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16 Cancel Option – If the policy was purchased within 14 days, you can cancel and 
provide a full refund. 

➔ You are advised to confirm any cancellation requests – check report list 

for confirmation – or you can call Voyager instead if you don’t want to 

use this feature. 

➔ If outside the 14 day ‘cooling off’ period you will not be able to use this 

feature and will need to call or email Voyager. 
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 How to Load a Saved Quote on Voyager WEBroker Dashboard  
 
 
 
 

17 To load a previously saved quote – go to “Reports” at the top of your dashboard 

and then “Quotes”. 

➔ In the type of search dropdown options select “By Quote Number”. 

➔ Type in your quote reference number then click “Submit” button. 
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18 You will have the option to email, print or load the quote. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

19 When you load the quote – it will look like you are back at the beginning of the 

quote system – keep pressing “Next” to get back to the point you left off (or were 

timed out). 
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20 To see your summary report, go to the “Reports” tab at the top of Your 

dashboard, and select “Summary”. 

➔ Choose period or month then click “submit” 

➔ Click the “+” on the left to show more detail 

➔ This is an easy way to view policy count, commissions and transactions 

(could be changes/upgrades/etc.) 

➔ Red shows refunds 

➔ “Not taken up” – means something went wrong (usually a system time 

out) and it is not a live policy as it was never issued and payment was not 

taken. 
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 How to Look Up Invoices on Voyager WEBroker Dashboard  
 
 
 

21 You have two options for looking up an invoice. 

➔ Option 1 – ‘Reports’ tab at the top of your dashboard. 

➔ Option 2 – ‘Invoice’ Dropdown option at the bottom of your dashboard. 
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22 Option 1: At the top of your dashboard go to ”Reports” - then select “Invoices” 
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23 This is where you can see historic invoices 
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24 Click date (hyperlink) to view invoice. 
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25 To print an invoice, select the tick box and then click “Print Selected” button. A 

new window/tab will open showing the selected invoices - press “CTRL+P” to 

bring up your printer options. 

➔ You can select multiple invoices at once 
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26 Option 2: At the bottom of your dashboard select the month you want to view 

and then press “submit button”. A new window/tab will open showing the 

selected invoices - press “CTRL+P” to bring up your printer options. 

➔ This option only shows the past 12 months. 
 


