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User Guide:
How to process a Cancellation.

1 Once you've logged in, locate the policy you want to Cancel by browsing the tabs
on the Dashboard or utilising the Search tool by entering the policy number,
insured name, or vehicle registration.

Locate via Dashboard.
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2 Locate via Search tool.

3 After confirming it is the correct policy, simply scroll down and click "Cancel Policy"
to proceed.
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4 Navigate to the Policy & Insured Details screen to enter the date your Cancellation
is effective from together with the Cancellation Reason from the drop-down
menu.

5 Then simply click "Premium" on the navigation menu.
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6 To ensure all system processes have been carried out, click on Calculate Terms.
This will calculate your Return Premium (if applicable) and also make the Bind &
Close button available.

7 As we Cancelled this policy you can see the Return Premium applicable for the
transaction including all charges based on the Effective Date you entered.
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8 You can still Submit Referrals to underwriters, if need be, prior to binding
(remember to add a comment to assist them).

9 Once ready, simply click "Bind & Close".
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10 Click "OK"

11 You'll also notice the menu bar across the top reflects the policy status as
Cancelled.
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12 To view & download the Cancellation Schedule, click "Documents"

13 Click on the "Motor Vehicle Cancellation Schedule"
(NB: They will be in chronological order).
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14 On the same screen is the "Policy History" which will show you all transactions
carried out against this policy since the original New Business inception.
You can view any of these, at any time, simply by double clicking on a row.
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