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How to apply for an upcoming trip

Step 1. Ensure you are in the ‘My policies’ tab.

Step 2. Under the ‘More actions’ tab select ‘Update policy’.
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Step 3. If all details are current and correct, select ‘Continue’.
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Step 4. Select ‘Yes’ or ‘No’ that applies to your trip.
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Step 5. Select ‘Yes’ or ‘No’ that applies to your trip.

NOTE: If ‘Yes’ is selected for either question, this will send your quote to the underwriting team to review due to traveling to a high-risk location. 
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Step 6. Click ‘+Add’ and provide details for the trip destination, dates from and to, number of attending students and staff/adults. 
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NOTE: If an existing trip needs to be modified, this is where you can edit dates and number of staff and students.
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Step 7. Enter the effective date you submit the trip (current date not the first day of the trip)
Step 8. If ‘Yes’ please provide additional context which will send the endorsement to the underwriting team for approval. Alternatively, click ‘No’.

Step 9. Click ‘Continue’.
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Any additional context provided here for the application will automatically be sent to the Underwriting team for their manual approval.

Additional context could include: trip itinerary, multiple destinations in the trip duration etc. 
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Step 10. Read the declaration to ensure it is understood. Then tick the box before proceeding. 
Step 11. Click ‘Submit’.
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Step 12. A quote will generate for you to accept once reviewed. 
Once a quote is accepted this will generate an invoice. 

NOTE: If you choose to update or withdraw your endorsement, do so from the ‘Action’ drop down. 
Changes can be made to an endorsement up to the date of travel. 
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Step 13. Select if you require a purchase order with ‘Yes’ or ‘No’. If you select ‘Yes’ this will appear on the invoice. 
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Step 14.’ Under ‘My Invoices’ your recent endorsement will appear. Select ‘Download’ to generate your PDF invoice. 
Once your invoice  is paid the status will change to ‘Paid’ and appear under the ‘Paid’ tab next to ‘Outstanding’. 
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Things to note:

NOTE: If ‘More actions’ is greyed out and unable to select for travel or any policy, this means you have an incomplete task in ‘My tasks’.
You will either need to complete or withdraw the pending task to proceed with entering a new endorsement.  
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