VoyagerProtect Broker Guide \)I.
Policy Setup

Step1:Login

Having trouble logging in?

Log in to the WEBroker portal either by \) WELCOME TO THE VOYAGER INSURANCE LOGIN PAGE
Insurance

visitin g: Call the Broker Support Team +44 (0) 1483 562 662 (9.00am-5.30pm, Mon-Fri)
www.WEBroker.co.uk N
Please enter your details and click Login
Emaiagoress: [
or L —
LOGIN
. For security purposes your IP address will be logged to prevent
www.Voyagerlnsurance.com/log-in/

Forgatien your login detais? Contact the Broker Support Team:
Telephone: +44 {0) 1483 562 662 | Email enquiries@voyagerins com
Open: 9:00am-5-30pm, Mon-Fii (excluding English Public Holidays)

By accessing this site using your log-in. you agree fo,

a) Abide by our Voyager insurance Services Ltd. Tems Of Business
Agreement

b) You comply with the current Data Protestion Act and GDPR rules and
reguiations

<) You acknowledge that all use of the Voyager WEBroker system is in
atcordance with aur Privacy Notice and where you answer questions you
are oblaining consent for il the data entered by you as an agent of your

Step 2 : Enter the quoting system

Hover your mouse over the “Quote and ﬂ i Travel Insurance Home Insurance
” Broker Support Team: Broker Support Team:
Buy menu on the grey bar. ); +44 (0) 1483 562 662 +44 (0) 1483 806 815

Phonslines Open: 8am-5.30pm, Monday-Friday (UK time, excluding English Public Holidays)|

When the menu appears below, select
the option for “Commercial Quote”. R
New Video Tutorials
Annual
1 ledical Screening Surname. Postcode.
Find a P; [Fmnd] | Fod] | [Find)

Step 3 : Check Eligibility

When the screen loads you will be
presented with one question. Confirm
the answer with the client and select the VoyagerProtect”

relevant yes/no option. Nous Detaid Wi Sianeeey & W Lyt TLCLSY
Documents

ELIGIBILITY

Once each question is answered then the

Does your Client consent, on behalf of all those to be insured, for us 1o collect and process personal information, to Yes o
next question will populate. Repeat until obtain 3 quote for insurance cover?
a ” q uestio ns are answe red Please Note: If you do not have consent, we are unable to provide an accurate quote for insurance cover

Voyager Insurance will not share your client's data with any 3rd parties other than during the course of
administering their policy.

If ANY of these answers are a “No” then T —
. e epele Piease confirm the Company seeking cover is domiciled in the UK or an EEA country Yes £or
they do not fit the eligibility for the
y g y Please confirm that the policy will be paid for by the employer and that 80% of employees who are eligible (by their Yes o

product and we are unable to obtain a employee level or job role) for the Employer Paid Travel Insurance vill be enrolled in the group

quote. You will be unable to proceed in

Click Next >
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Step 4 : Complete the quote details
Your company name should populate the
“Selling on behalf of an Agent” field; if ®
. PSR VoyagerProtect
your company set up includes ‘Child
companies or offices you will be able to YourDewl  Summary  Payment o o

select them here. —~—

Next, indicate how many employees will
be covered and under what category by
using the arrows besides the boxes.
E.g. One employee being named alone
would be an individual. One employee
being named with their partner and/or
children would be one Couple/Family.

At this stage, also mark whether any
optional policy extensions are required.
Please Note: These will be added to the
whole policy.

Please Note: The maximum adult age is
69 and the maximum age for a child is 18,
increasing to 23 if in full-time education.

ETAILS

wdual

Selling on behalf of an Agent?

Who do you need to insure?

Couple/Family

@) @)

Terrorism Cover

Hazardous Activities

Wintersports

Step 5 : Select a level of cover

As you add employees to the quote,
prices below will be calculated for the
three levels of cover.

Once all employees and optional policy
extensions have been added, press
“Select” on the level of cover the client
wishes to proceed with.

For more information on the breakdown
of the premium and the cover in place,
press “More Info” and further details will
appear below. You can also access the

Who do you need to insure?

Individual Couple/Family

e @8

v

VoyagerProtect

ESSENTIALS

£659.23

VoyagerProtect policy wording and IPID
in this drop-down.

Click Next >

Terrorism Cover Hazardous Activities

Voyager Protectw

SUPER

£725.16

NEXT »

Wintersports

o«

‘iloyalgerProt‘ectw

ENHANCED

£824.04
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Step 6 : Complete the company information section

Input the name of the insured company

COMPANY INFORMATION

Input the name of Insured Company

Contact here

Input an email we can use for contact

Add a brief description of the business

d Company Full Name [ Butcher's Bakers and Candlestick Makers ]
nsured Company Contact Name — | Lauren Butcher |
sued Company Contact Fmail ) l Ibutcher@voyagerins.com ]

nsured Company Summary Description of ELEmei | Baker and candlestick maker |
»

Start typing their address and country of

domicile, each box will populate a drop =——

down with options you can select

Select the date when the client wants

/ S

Voyager Insurance
Unit 12-14

Address Country United Kingdom

—

4 High Siggh »

GUILDFORD A'

SEFTEMEER

cover to begin

SATURDAY

R
TODAY TOMORROW

oneR

YOUR QUOTE: £725.16 (includes insurance premium tax)

Step 7 OPTION 1 : Inputting the employees’ personal details

At this stage you will be given the section
to input the insured’s details.

You will be given one row for each
individual employee

You will also be offered one section for
each couple/family/single parent family.
Input the names and DOBs for each adult

—/—-—P

SCHEDULED OF INSURED PERSONS

Member Name:

INDIVIDUAL S
1 | FIRSTNAME/SURNAME ndividual Employes DAY MONTH|| YEAR

Individual

then select “Add Child” to add a row for a
dependent child.

For Single Parent Families, input the
name of the adult, add a child and input
their details on the child line. Leave the
partner line blank.

Couple/Family

m
3
a
&
2
t
1
5
I
m
I

Couple/Family

_n
o
[
B
]
1
]
I
m
T

YOUR QUOTE: £725.16 (includes insurance premium tax)
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Step 7 OPTION 2 : Using the Excel Spreadsheet

When issuing a policy for a large number
of people you may find it more
convenient to upload the names rather
than inputting them manually and risk
the system timing out before you
complete the personal details page.

In the first instance you should email the
quotation to the insured using the
template provided and request the
details of the insured people.

Once this is received, you will need to e
transfer the information into a
spreadsheet. You can get a copy of the
template spreadsheet by clicking the
“Template” button.

SCHEDULED OF INSURED PERSONS

Member Name:

INDIVIDUAL S

RNAME ndividual Empfize

RNAME Individua Emplayes

ADD CHILD
RNAME Couple/Family Employee
RNAME CoupleiFamily Pariner

File

Home  Insert

YOUR QUOTE: £7

Pagelayout  Formulas  Data  Review  View  Developer

(i) PROTECTED VIEW  Be carefui—files from the Internet can contain viruses. Unless you need to edit it's safer g i3
MU LA

When the spreadsheet is open, you will
first need to click the “Enable Editing” in
Excel.

You will see two tabs on this spreadsheet,
one where the member information is to
be input and the other, a Helpsheetto  \
assist with navigating the document and
upload process.

You can now input the information into
the columns. The first column should only
be for the details of the employees. Their
partners and children should be entered
beside them under the “partner”,
“child1” etc. columns.

E4

A B

1 firstname surname

2 imyname1 Surname1

3 Imyname2 Surname2

4 |myname3  Sumname3

5 \mynamed Surname 4

fe | Mypartner2

C D E F G

policy type date of birth partner partner-dob child1

14/09/1968
21/05/1980

01/01/1971[My partner 3] 01/01/1972 my child 1
01/02/1973

Helpsheet | people-col

Help  DYMO L Acrobat P search
™ >

H
child1-dob  child2

01/01/2001

]
child2-dob  child3

K

L
child3-dob
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Step 7 OPTION 2 Continued...: Using the Excel Spreadsheet

Note: Under “policy type” you will need
to indicate whether this person is an
individual (i) or part of a family/couple (f)

Once the spreadsheet is returned and
checked, you will need to remove the
“Helpsheet” tab at the bottom by right
clicking it and selecting “Delete”. Then
you can save this to your desktop ready
to drag into the quoting system.

Once saved, close the document and
return to the quote system. We cannot
currently save quotes so you will need to
use the email you sent to the client to
regenerate the quote.

Once here you reach the screen where _~
you can input the Insured’s details, select
“Import” in the top right-hand corner.

This will prompt a pop-up box which is
where you will need to drag and drop

your excel spreadsheet.

SGHEDULED OF INSURED PERSONS

A B Z D E F G H 1
1 firstname surname policy type  date of birth partner partner-dob childl child1l-dob  child2
2 mynamel Surnamel i 14/09/1968
3 myname2 Surname2 i 21/05/1980
4 |myname3 Surname3 f 01/01/15971|My partner 3_ 01/01/1972 my child 1 01/01/2001
5 myname 4 Surnamed i 01/02/1973
6
7

Individua Employ

Individusi

Couple/Family

Pariner

Couple/Family

Employes DAY

AR

Insurance

Travel Insurance

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

Phonelines Open: 9am-5.30pm, Monday-Friday (UK time, exchuding English Public Hoidays)

Home Insurance
Broker Support Team:
+44 (0) 1483 806 815
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Once you have dropped your document
on the tile, the screen should confirm it
has been “Uploaded”

Next, click the “Import” button and the ~

names and DOBs will be populated for
you.

Check the details have copied over
correctly and that the partners and
children are with the correct employee.

We recommend that you save a copy of
the excel spreadsheet to enable you to
update this as required when processing
the renewal quotation in future.

Click Next >

[ IMPORT INSURED PERSONS 0‘]
IR (Y

Step 8 : Completion

Once all information has been input,
you will see a summary of the cover
being provided.

If you have account facilities, you
can add the payment on to your
account or you can take card details
from your client’s company.

Voyager Protectw

SUPER
(OLNOTE REFERENCE.
PRICE
RESIENCE

United Kingdom

2% Individuals

2 x CoupleaFamilles

ACCOUNT PAYMENT »

CREDIT CARD PAYMENT »

-1 PREVIOUS

YOUR QUOTE: E725 16 (includes insurances pramium tax) (RERE)
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¥
GQuote - Policy

VoyagerProtec

Your DOCUMENTATION

Your Payment Has Been Successful!

Once payment is confirmed you will Thank you for booking this policy

be presented with the confirmation Your Policy Numbc—r
screen, confirming the policy -

number.

You will also see the documents — % m E
available to download or email. ~ Gy S FID

Download Your Insurance Certificate Here

EMAIL DOCUMENTATION

BUY NEW POLICY
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