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The following guide is for quoting individuals, families and couples. For large group quotes, please skip to the 

separate guide starting with step 1 on page 8. 

 

1. Upon logging in you will be 

presented with the WEBroker 

Product Dashboard which 

should look similar to the 

adjacent image. 

 

 

 

 

 

2. Click on the desired product 

you want to obtain a quote for. 

For the purposes of this guide, 

we will be selecting the 

‘Voyager Plus Travel Insurance’ 

tile. 

 

 

3. After selecting a product tile, 

the page will jump down to 

present you with various 

documentation relevant to the 

product down the left side and 

the ‘Quote’ button on the right 

side. The content in the middle 

of the page provides a general overview of the type of policy, schedule of benefits, trip duration limits, age limits 

etc… When you’re happy to continue, select the ‘Voyager Plus Quote’ button on the right. 

 

 

 

 

 

4. You will be taken into the selected 

products quote journey which always 

starts with asking some eligibility 

questions. These questions help 

make sure your client is eligible for 

the policy. You will be asked a varying 

amount of eligibility questions 

depending on the product selected. 

Once you have completed all 

eligibility questions, click on the NEXT 

button to continue. 
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5. Start completing the form per 

your clients’ requirements. If 

you need assistance 

understanding what a certain 

element of the quote journey 

is asking, you can click on the 

(i) icon for help. Each step of 

the form will be shown 

throughout this guide if you 

want to follow. 

 

 

 

 

 

 

 

 

6. Important note in respect of 

the ‘Where are you going?’ 

question: Here you can either 

type in the destination which 

will auto select the correct 

region (Single Trip Policy Types 

Only), or you can just click the 

region without inputting a 

destination. Selecting a region 

will overwrite whatever was 

pre-selected if you did type in 

a destination, so be careful and 

make sure you’re selecting the 

correct region. 

 

 

7. Optional extensions offered on 

the ‘Quote Details’ page 

should be selected now if 

required by the client. You will 

not have the option to add 

these on later and would need 

to return to this page to select 

them. Wintersports can have an influence on medical screening as there are certain medical conditions we cannot 

cover if the client is taking part in Wintersports.  
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8. You will now be asked to enter the 

trip dates. If you’re doing an annual 

policy, this question will instead be 

‘When Do You Need Cover to Start?’ 

Please note the calendars are not 

smart and do not grey dates out if you 

go too far, make sure you’re checking 

the policy terms and conditions for 

trip and inception limits. For e.g., a 

Short Stay cannot be more than 62 

days on Voyager Plus and the trip 

must be taking place within the next 12 months.  

 

9. Selecting a ‘Family Group’ will create an ‘Insured 

Person’ field below. For this example, we’ve 

selected ‘Individual(s)’ and by default this 

generates a single insured person field requesting 

DOB. Selecting ‘Couple’ would generate two of 

these fields. You can add additional persons to the 

policy by clicking on the ‘Add Another Traveller’ 

button. Click on the (i) button for assistance with 

‘Family Group’ selections. 

 

 

10. Some products will provide you with a currency 

selection option allowing you to select to pay using 

GBP or Euros. Leaving this on ‘Default Currency’ 

will quote GBP. 

 

11. Click on the Green ‘Get Quotes’ button at the bottom of 

the page to continue. 

 

 

12. You will now be presented with a table 

of quotes. If you selected a ‘Single Trip’ 

policy type, you will also be shown 

quotes for Annual policies too. 

Displayed in the table are the varying 

limits for the key benefits of cover 

depending on the level. Once your client 

has decided on a level, click on one of 

the corresponding ‘Select’ buttons.  
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13. Upon selecting a quote, you will 

be presented with a summary 

side bar on the right of your 

screen and the page will drop 

down to display the list of 

optional extensions that can be 

applied to the policy. Selecting 

an option will update the 

premium on the summary side 

bar and also list the option next 

to the ‘Additional Options’ section (it can take a couple of moments to 

update so bear with it). For details on what a specific option covers, click 

on the (i) icon. To include an optional extension, simply check the white 

box next to it.  

 

14. The summary sidebar contains a live snapshot of the quotation you’re 

generating and displays useful information such as the split in Travel 

Premium/ Medical Screening Premium (if applicable). It also allows you to 

add notes to the policy by clicking on the ‘Notes’ button and save the 

quote by clicking on the ‘Save Quote’ button. You can also view the Policy 

Wording and IPID by clicking on the corresponding buttons. You will have 

the option to add notes or save the quote at any stage of the journey from 

this point forward. 

 

 

15. Click on the green ‘Next’ button at the bottom of the page to continue. 

 

 

16.  You’ll now be presented with the medical 

questionnaire. These questions must be answered 

in order to proceed. If you select ‘Yes’ as the 

answer to questions 1-4, you will be presented with 

one of two pop-ups being there is no cover, and the 

policy is unsuitable or that there’s a requirement to 

complete a medical declaration on the following 

page. Be sure to make a note of the clients’ pre-

existing medical conditions (if applicable). If they 

answer Yes to Q1, we cannot provide a policy. 

Answering Yes to Q2 simply means we can do a 

medical screening for their conditions. If they 

answer Yes to Q3, explain that we cannot cover 

them for anything in relation to that other person’s 

condition as it is a known risk, so this must be 

ticked as No. Q4 is just a forceful prompt to check if 

their activities are covered, and also must be ticked 

as No to proceed. 
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17. If you answered ‘Yes’ to question 

2 on the previous page, you will 

be presented with a page similar 

to the adjacent image. If you did 

not answer ‘Yes’; skip to step 25.  

 

18. If you are insuring multiple 

people, then you will have them 

all listed down the page and you’ll 

be asked to enter in everybody’s 

name. Navigate to whoever needs 

to make a medical declaration and 

select ‘ADD A CONDITION’. 

 

19. You will be prompted to enter in a 

medical condition. Start typing the 

name of the condition and you 

should start seeing a list of 

predicted conditions after the 3rd 

character entered. Find the 

condition to be declared and click 

on it.  

 

 

 

20. Start answering the questions that appear. 

Keep answering the questions as they come 

until a ‘Continue’ button appears. If you need 

to amend an answer, simply click on the ‘Edit’ 

button next to the question.  

 

21. You should now see the condition you 

declared listed. From here you can 

add another condition, remove the 

declared condition, or edit the 

answers to the already declared 

conditions.  

 

22. Once you’ve declared conditions for all persons (as 

necessary) click on the ‘COMPLETE SCREENING FOR ALL 

CUSTOMERS’ button.  
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23. After a short period of time, you will be 

presented with the option to include 

(and pay the additional premium) or 

exclude the entered pre-existing 

medical conditions from the policy. 

BEWARE! – If your client chooses to 

exclude their pre-existing medical 

conditions, they will have NO COVER for 

claims or costs relating directly or indirectly to their pre-existing medical conditions. This option will appear 

separately under each insured person.  

 

24. Ticking the option to pay the additional medical screening premium 

will update the price shown in the summary side bar you were 

introduced to earlier in the guide and provide a split of the Travel 

Premium and Screening Premium.  

 

 

25. Next, you’ll be asked to provide additional contact details about the 

lead insured. Fields marked with a * are mandatory and must be 

completed in order to proceed. In the event where you’re quoting for 

a client who is a resident of Italy or Portugal, you must ensure you 

collect their Fiscal Code/ NIF number. 

   

26. Scroll to the bottom of the page and click on the green ‘NEXT’ button 

to continue. 

 

 

 

 

 

 

 

 

27. The ‘Summary’ page contains all the details of the final quote, be sure to 

check and confirm everything with the customer.  

 

28. Depending on how your setup with Voyager, you may have one or two 

payment options: ‘Card Payment’ & ‘Account Payment’. Clicking on ‘Account 

Payment’ will issue the policy straight away and you will receive an invoice at 

month end. If you click this option skip down to step 30 below. If you are using 

the clients debit/ credit card to pay for the policy, click on ‘Card Payment’.  
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29. If you clicked on ‘Card Payment’ the next page you’re 

presented with will look like the adjacent image. Here you 

simply type in the customers card details and click on ‘Pay 

Now’. 

 

 

 

30. If payment was successful, you’ll be met with the below confirmation. From here you can provide the Policy 

Number and click on all the various documents relating to the policy. These documents will be automatically sent 

to the email address you provided on the ‘Customer Details’ page earlier in the journey. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CONGRATULATIONS!  You have successfully issued a policy using the new Webroker 2.0 Journey! 
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Quoting for Large Groups 

 

1. Upon logging in you will be 

presented with the WEBroker 

Product Dashboard which 

should look similar to the 

adjacent image.  

 

 

 

 

 

2. Click on the desired product 

you want to obtain a quote for. 

For the purposes of this guide, 

we will be selecting the 

‘Voyager Plus Travel Insurance’ 

tile. 

 

 

3. After selecting a product tile, 

the page will jump down to 

present you with various 

documentation relevant to the 

product down the left side and 

the ‘Quote’ button on the right 

side. The content in the middle 

of the page provides a general overview of the type of policy, schedule of benefits, trip duration limits, age limits 

etc… When you’re happy to continue, select the ‘Voyager Plus Quote’ button on the right. 

 

 

 

 

 

4. You will be taken into the selected 

products quote journey which always 

starts with asking some eligibility 

questions. These questions help 

make sure your client is eligible for 

the policy. You will be asked a varying 

amount of eligibility questions 

depending on the product selected. 

Once you have completed all 

eligibility questions, click on the NEXT 

button to continue. 
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5. Start completing the form per 

your clients’ requirements. If 

you need assistance 

understanding what a certain 

element of the quote journey 

is asking, you can click on the 

(i) icon for help. Each step of 

the form will be shown 

throughout this guide if you 

want to follow. 

 

 

 

 

 

 

 

 

6. Important note in respect of 

the ‘Where are you going?’ 

question: Here you can either 

type in the destination which 

will auto select the correct 

region (Single Trip Policy Types 

Only), or you can just click the 

region without inputting a 

destination. Selecting a region 

will overwrite whatever was 

pre-selected if you did type in 

a destination, so be careful and 

make sure you’re selecting the 

correct region. 

 

 

7. Optional extensions offered on 

the ‘Quote Details’ page 

should be selected now if 

required by the client. You will 

not have the option to add 

these on later and would need 

to return to this page to select 

them. Wintersports can have an influence on medical screening as there are certain medical conditions we cannot 

cover if the client is taking part in Wintersports.  
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8. You will now be asked to enter the 

trip dates. If you’re doing an annual 

policy, this question will instead be 

‘When Do You Need Cover to Start?’ 

Please note the calendars are not 

smart and do not grey dates out if you 

go too far, make sure you’re checking 

the policy terms and conditions for 

trip and inception limits. For e.g., a 

Short Stay cannot be more than 62 

days on Voyager Plus and the trip 

must be taking place within the next 12 months.  

 

9. Click ‘ADD A LARGE GROUP’ 

to be presented with the 

two options; manually 

entering the number of 

insured in each age band, 

or importing a spreadsheet. 

For importing, select your 

Excel file, check that the 

screen says ‘Uploaded’ and 

then click ‘IMPORT’. If you 

do not yet have a 

spreadsheet, you can click 

‘Download Template’ in the 

Import XLS tab – please 

note that you must not 

change the format or layout 

of this template as it would 

not import properly. 

Importing will then show a summary of the number of insured in each age band. You can click ‘SHOW INSURED’ to 

expand the list and double check that it imported correctly. You can remove or add persons by clicking on the X 

next to someone, or ‘Add Another Traveller’ button. 

 

 

10. Some products will provide you with a currency selection option allowing you to select to pay using GBP or Euros. 

Leaving this on ‘Default Currency’ will quote GBP. 

 

11. Click on the Green ‘Get Quotes’ button at the bottom of 

the page to continue. 
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12. You will now be presented with a table 

of quotes. If you selected a ‘Single Trip’ 

policy type, you will also be shown 

quotes for Annual policies too if the 

criteria are met. Displayed in the table 

are the varying limits for the key 

benefits of cover depending on the 

level. Once your client has decided on a 

level, click on one of the corresponding 

‘Select’ buttons.  

 

 

 

 

 

 

 

13. Upon selecting a quote, you will 

be presented with a summary 

side bar on the right of your 

screen and the page will drop 

down to display the list of 

optional extensions that can be 

applied to the policy. Selecting 

an option will update the 

premium on the summary side 

bar and also list the option next 

to the ‘Additional Options’ section (it can take a couple of moments to 

update so bear with it). For details on what a specific option covers, click 

on the (i) icon. To include an optional extension, simply check the white 

box next to it. The red options at the bottom are per person so make sure 

the quantity is increased accordingly if they need these. 

 

14. The summary sidebar contains a live snapshot of the quotation you’re 

generating and displays useful information such as the split in Travel 

Premium/ Medical Screening Premium (if applicable). It also allows you to 

add notes to the policy by clicking on the ‘Notes’ button and save the 

quote by clicking on the ‘Save Quote’ button. You can also view the Policy 

Wording and IPID by clicking on the corresponding buttons. You will have 

the option to add notes or save the quote at any stage of the journey from 

this point forward. 

 

 

15. Click on the green ‘Next’ button at the bottom of the page to continue. 
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16. You’ll now be presented with the medical 

questionnaire. These questions must be answered 

in order to proceed. If you select ‘Yes’ as the 

answer to questions 1-4, you will be presented with 

one of two pop-ups being there is no cover, and the 

policy is unsuitable or that there’s a requirement to 

complete a medical declaration on the following 

page. Be sure to make a note of the clients’ pre-

existing medical conditions (if applicable). If they 

answer Yes to Q1, we cannot provide a policy. 

Answering Yes to Q2 simply means we can do a 

medical screening for their conditions. If they 

answer Yes to Q3, explain that we cannot cover 

them for anything in relation to that other person’s 

condition as it is a known risk, so this must be 

ticked as No. Q4 is just a forceful prompt to check if 

their activities are covered, and also must be ticked 

as No to proceed. 
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17. If you answered ‘Yes’ to question 

2 on the previous page, you will 

be presented with a page similar 

to the adjacent image. If you did 

not answer ‘Yes’; skip to step 25.  

 

18. Since you are insuring multiple 

people, you will have them all 

listed down the page and you’ll be 

asked to enter in everybody’s 

titles and names if you have not 

imported this data. Navigate to 

whoever needs to make a medical 

declaration and select ‘ADD A 

CONDITION’. 

 

19. You will be prompted to enter in a 

medical condition. Start typing the 

name of the condition and you 

should start seeing a list of 

predicted conditions after the 3rd 

character entered. Find the 

condition to be declared and click 

on it.  

 

 

 

20. Start answering the questions that appear. 

Keep answering the questions as they come 

until a ‘Continue’ button appears. If you need 

to amend an answer, simply click on the ‘Edit’ 

button next to the question.  

 

21. You should now see the condition you 

declared listed. From here you can 

add another condition, remove the 

declared condition, or edit the 

answers to the already declared 

conditions.  

 

22. Once you’ve declared conditions for all persons (as 

necessary) click on the ‘COMPLETE SCREENING FOR ALL 

CUSTOMERS’ button.  
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23. After a short period of time, you will be 

presented with the option to include 

(and pay the additional premium) or 

exclude the entered pre-existing 

medical conditions from the policy. 

BEWARE! – If your client chooses to 

exclude their pre-existing medical 

conditions, they will have NO COVER for claims or costs relating directly or indirectly to their pre-existing medical 

conditions. This option will appear separately under each insured person. If no premium shows and it instead says 

‘Cannot be covered by this policy’ then they cannot be insured at all and must be removed from the quote 

completely.  

  

 

24. Ticking the option to pay the additional medical screening premium 

will update the price shown in the summary side bar you were 

introduced to earlier in the guide and provide a split of the Travel 

Premium and Screening Premium.  

 

 

25. Next, you’ll be asked to provide additional contact details about the lead insured. Fields marked with a * are 

mandatory and must be completed in order to proceed. In the event 

where you’re quoting for a client who is a resident of Italy or Portugal, 

you must ensure you collect their Fiscal Code/ NIF number. 

   

26. Scroll to the bottom of the page and click on the green ‘NEXT’ button 

to continue. 
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27. The ‘Summary’ page contains all the details of the final quote, be sure to 

check and confirm everything with the customer.  

 

28. Depending on how your setup with Voyager, you may have one or two 

payment options: ‘Card Payment’ & ‘Account Payment’. Clicking on ‘Account 

Payment’ will issue the policy straight away and you will receive an invoice at 

month end. If you click this option skip down to step 30 below. If you are using 

the clients debit/ credit card to pay for the policy, click on ‘Card Payment’.  

 

 

 

 

29. If you clicked on ‘Card Payment’ the next page you’re 

presented with will look like the adjacent image. Here you 

simply type in the customers card details and click on ‘Pay 

Now’. 

 

 

 

30. If payment was successful, you’ll be met with the below confirmation. From here you can provide the Policy 

Number and click on all the various documents relating to the policy. These documents will be automatically sent 

to the email address you provided on the ‘Customer Details’ page earlier in the journey. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CONGRATULATIONS!  You have successfully issued a policy using the new Webroker 2.0 Journey! 

 


