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Viewing and Editing a Policy

Step 1:Login

Log in to the WEBroker portal

V[nsurance )

Log in to the WEBroker portal either by
visiting:

www.WEBroker.co.uk

or

www.Voyagerlnsurance.com/log-in/

'WELCOME TO THE VOYAGER INSURANCE LOGIN PAGE

Having trouble logging in?
Call the Broker Support Team +44 (0) 1483 562 662 (9.00am-5.30pm, Mon-Fri)

Please enter your details and click Login
1
1

For security purposes your IP address wil be logged to prevent
unauthorised access atizmpts.

Email Address

Password

Forgotten your login detais? Contact the Broker Support Team:
Telephone: =44 (] 1483 562 662 | Email om
Open’ 9:00am-530pm. Mon-Fi (excluding English Public Holidays)

By accessing this site using your log-in, you agree to
) Abide by our Voyager Insurance Services Lid. Terms Of Business
Agreement

b) You comply with the cument Data Protection Act and GOPR fules and
regulations

€) You acknowledge that all use of the Voyager WEBroker system is in
accordance with our Privacy Nofice and where you answer questions you
are obtaining consent for il the dala entered by you as an agent of your

Step 2 : Locate the Policy

T

\Jypzer

Z fge—
Insurance

Hover your mouse over the “Reports”
menu item on the grey bar.

When the menu appears below, hover
over the option for “Find a Policy” then
go across and select “Find a Policy V3”.

Find a Policy

Summary

’ .. Certificate N
Find a Policy: el

Invoices

Please Note: Commercial Policies can

only be viewed in Find a Policy V3 Elieteanithe pradu

Policies Available For Ke:

o

Agents Per Product

Home Insurance
Broker Support Team:
+44 (0) 1483 806 815

Travel Insurance
Broker Support Team:
+44 (0) 1483 562 662

Find a Policv V2

l Find a Policy V3

Click Here To See Our
New Video Tutorials

=

| Find |

Postcode
[Find] |

| Surname:

the product you wish to generate a quote for!
Worldwide Residents

EU Residents

You will then be presented with this
page, where you can enter the criteria for
your search

PURCHASE DATE
START DATE
NAME
POLICY NUMBER
SCREENING REFERENCE
POSTCODE

EMAIL ADDRESS

The easiest way to search for a policy is
by using the Policy Number if you have it.
If you don’t, you can filter your search
using any option in the drop-down list .

Click the Magnifying Glass Icon to run the |
search

= Filter

Once you have located the policy, you
will be able to view the details of it by
selecting the “+” button which will

03/09/2020 14:11:19  New

‘ PURCHASE DATE v

or select a month'¥  All Products'w

& Download

—l>
>

Candlestick Makers

Voyager Protect 2020

appear when you hover over the policy
details with your mouse.
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You can also view and email the
documents and issue a refund from here

= Filter

Voyager Fratect 2020 £725.16  Butcher's Bakers And

Candlestick Makers

& Download

Step 3 : View and Edit the policy

When you press the “+” button, the
details will drop down below.

In here, you will see the breakdown of
the premium paid, the number of insured
individuals and couples/families, the
policy details and the company details.

You will also see buttons:
“View/Edit People”

Palicy Price:

« Agent Comm
- T

- Total Premium

Insured People:
© 3 X Individual

© 2 X Couple/Family

And
“Edit Details”

- £912.05

- United Kingdem

- Super

- 26/02/2021 To 25/02/2022

Wintersports

- Manual Payment:

Company Details:

+ Company Name

+ Introducer Group
Type

+ Introducer Contact -
Mame

« Introducer Contact
Email Address

VIEW/EDIT PEOPLE

- Baker And Candlestick Maker

Lauren Butcher

- Lbutcher@Voyagerins Com

- Butcher's Bakers And Candlestick Makers

EDIT DETAILS

Step 4 : Edit People

When you press the button for

“View/Edit People” on the drop down
depicted above, you will see a pop-up

box containing the personal details of

each individual. T

You can see Couples/Families by selecting
the COUPLES/FAMILIES tab

Here, you can amend the names and
DOBs of each insured person by typing in
the boxes.

If you wish to remove a person from the -
cover you can click the “X” on the far
right-hand side.

FILTER BY:

INSURED PEOPLE

...

Member Type Date of Birth

ADD INDIVIDUAL

Cover Start Date  Cover End Date

©

SAVE DETAILS
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TINSURED PEOPLE

Once someone has been removed, they
e v

will be highlighted in red and the date of ——
removal will be shown. ' COUPLESFRAMILIES

#  Member Name Policy Type Member Type Date of Birth wu. =" Start Date  Cower End Date

If you accidentally remove the wrong 1 tndividual One Individusl Employee
person and need to re-add them, then | = Individual Tw Individual Employee
you can click the “+” button to reinstate tndividual — 16/5/2020
them as long as you don’t close this box. — g dul Emplayee 16/9/2020

INSURED PEOPLE

. v

You can also add new people using the

“« HYH ” “ ‘COUPLES/FAMILIES

Add Individual” button, or the “Add

Couple/Family” button when in that tab, Foa vpe
. . . Individual One Individual Employee 16/9/2020

which will populate a new field for you to

complete.

Member Type Date of Birth Cover Start Date  Cover End Date

Individual Two Individual Employee
Individual Employee

16/9/2020

You can select the date when cover for___|
the new person is to begin.

Please note that midterm membership
adjustments cannot be backdated and
the effective date of the adjustment can
be a maximum of one month ahead of s ToTALnmounT 10 CraRcE: 12070 GTTEEAR
the processing date.

Once the required changes have been
made, any changes in premium will be
shown in the bottom right-hand corner. —|

Please note that there is no minimum
premium in respect of midterm
adjustment, additional or return
premiums.

The “Save Details” button will take you -

through to the payment screen where
you can select the payment method.

V1.1 Copyright Voyager Insurance Services Ltd. 2020. This guide is designed for Broker use only and is not to be
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You can then select “Credit Card” and T ®

take card details for the additional PLEASE SFECT THE TYPE N BAvesAT:
premium. If you have account facilities

you can also add the premium to your
account by clicking “Account Payment”.
> . Please select the type of payment.
The certificate will then have been
updated.

TOTAL AMOUNT TO CHARGE: E 120.78

Step 5 : Editing Policy Details

To edit the policy and company details SR— .
you need to select the “Edit Details” - Agent Comm - Fesdence - United Kingdom

- T . pe - Super
bUtton on the d rOp-dOWn summary. \ « Total Premium - £513.05 = 2;02;3021 To 25/02/2022
- Wintersports

- Manual Payment

Insured People: Company Details:
© 3 X Individual i ~ )
iy + Company Name - Butcher's Bakers And Candlestick Makers

» Imtroducer Group - Baker And Candlestick Maker
Type
» Introdorer Contact - Lauren Butcher

Name

« Imroducer Contact - Lbutsar@Voyagerins. Com
Email Address

VIEW/EDIT PEOPLE 5 EDIT DETAILS
—

The details fields will then become Policy Price: Policy Detailz:
editable and you will then be able to m— s Dages e A

overtype and amend the dates and the : Tolpn - 51305 S ‘EEETEER - ERETEEE
. » Additional Covers - Wintersports
company details. )

Once all relevant changes have been e T
made, click “Save” and wait for the page i onlog Rl .- 5= 5 Cancletc ke
to refresh and confirm that the changes PR e e i

—

have been made. o Corc - [P
M| (butcher@voyagerins. com|

The certificate will then have been
u pd ated VIEW/EDIT PEQPLE
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