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Section 1: Introduction 

 

Welcome to the quote system user guide. This guide is designed to run through the process the 

traveller will go through when inputting their details and paying for a policy. 

Important: 

This has been created so that if your travellers have any queries then you will b able to assist them in 

inputting their details. 

For the purposes of this guide we will use the ‘international student’ policy to demonstrate the 

different options. 
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Section 2: Creating a Booking 

Booking Screen 

Figure 1 below shows the main first part of the booking process, as you can see there are a number 

of different options.  Firstly we will run through the process of creating a booking. 

 

(figure 1) 

The first thing the traveller is required to enter is their dates of travel, both the start date of the trip 

and the end date of the trip (the dates that they will arrive in the UK and then depart from the UK). 

This can either be typed in, in a DD/MM/YYYY format, or alternatively they can be entered using the 

calendar option which is selectable by clicking on the calendar picture next to where the dates can 

be typed. 

The next piece of information required is the number of travellers on the policy entered into the 

correct age ranges accordingly.  

Finally the age of the eldest member of the party is required (this is their age at the time of the 

booking). 

Once all this information has been entered, the traveller has to read the eligibility declarations and 

agreed to these. This is accessed by clicking on the word ‘statements’, when done, figure 2 below 

will appear. 
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(figure 2) 

If the client is happy to agree to these statements, they should click on the OK button. Once this is 

done they will return the front screen and will have to ‘tick’ the box to confirm the statements have 

been read and are agreed to. 

Once this has been done the traveller should click on the ‘how much’ button to advance to the next 

stage of the process.  

Finally on this page on right hand side of the page there is the FAQ’s section. If the client clicks on 

the arrow button a PDF of the relevant text will load in a separate window. 
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Price Presentation  

The next page (figure 3) is the ‘price presentation page’ depending on the duration of the travellers 

stay in the UK will dictate the price of the policy. This will also dictate if the traveller is having a 

‘Short or Long Stay’ policy.

 

(figure 3) 

If the traveller decides the price and the level of cover are sufficient to what they require they click 

on the ‘select’ button to advance to the next screen.  

Should they wish to have a read of the policy wording they can click on the ‘view policy wording 

text,’ this will load a PDF document of the policy wording in a separate window.  

Should the traveller have any queries at any time they can again hover the on screen pointer over 

the ‘?’ icon for some additional information. 

Also the FAQ’s section is again accessible.  
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Additional Options – Only Available on Long Stay Policy 

Figure 4 below shows the next stage of the bookings process, this is where the traveller can add any 

additional options that they feel they will require. 

(figure 4) 

There are two additional options available these are ‘private emergency medical expenses’ and 

‘double course fees.’ The traveller can have either of them or none of them depending on their 

preference. 

The additional options available to the traveller can be selected or de-selected by clicking on the 

appropriate tick box next to each of them. The price will change accordingly depending what options 

are selected. 

Again additional information can be accessed by looking at the ‘?’ text. 

Once all the correct options are selected the traveller then clicks on the ‘next’ button to advance to 

the next screen. 
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Traveller Information 

The next stage of the process is to fill in the personal details of the client as per figure 5 below. 

 

(figure 5) 

The client must enter all the following information; 

 Title 

 First Name 

 Surname 

 Date of Birth 

 College or University.  

Important: If this is unknown or your institute is not list please select ‘unlisted 

school/college/university. 
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 Year of Graduation 

Important: Please enter the end year of the course 

 UK address house name or number 

Important: If this is not known please enter the address of the school or college. 

 International Home Address 

 Email Address 

Finally the traveller has to agree to the important conditions relating to health, this is done by 

‘ticking’ the box to confirm that they have been read. To read them the traveller has to click on the 

text which says ‘important conditions relating to health’ when they do so figure 6 below will appear. 

 

(figure 6) 

Once the traveller has read and agreed to the terms they click on the close window button to return 

to the previous screen.  

If they are happy with everything they then click on the ‘send’ button to advance to the next stage. 

Note: 

If there are any additional travellers on the policy, their details will be entered onto this page also as 

is shown in figure 7 below. They are only required to enter their names and dates of birth.

 

(figure 7)  
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Key Facts Page and Policy Summary 

Next the traveller will be given shown the Key Facts and policy summary page as shown in figure 8 

below. 

 

(figure 8) 

If a policy summary is required click on the ‘policy summary’ button this will load a PDF of the policy 

summary for the client to read and retain.  

If they are happy with the policy summary and wish to pay for the policy they click on the pay online 

button to be taken to the payments page. 
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Payments Page 
Finally the customer has to enter the payment details of the card that they wish to pay for the policy 

with. All card details are required as shown in figure 9 below. 

 

(figure 9) 

Once all the details of payment have been entered the customer can progress to the final screen 

where they will be able to print out their documents once the payment has been transacted. 


