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Overview

The purpose of this manual is to instruct agents on how to quote, search, and modify policies in
WorldTrips’ Policy Administration System (also referred to as PAS).

PAS is a web tool that allows various internal and external users to search, view, update, and cancel
comprehensive travel protection policies. It also allows some users to edit and manage other users,
manage agency branches, and access useful agency tools.

Registration and Login

To register a new user account, an existing user with appropriate access must first add the new user via
PAS Portal Manage User functionality (see Manage Users section on page 53). Once the new user is
added, the user should receive the OKTA Welcome email to continue the registration.

To continue a new user registration, click on the Activate Account button within the OKTA Welcome
email.

Note: WorldTrips is a service company and a member of the Tokio Marine HCC group of companies.
Welcome!

€3 Reply | & Reply Al Forward
Okta <noreply@okta.com> O Reply ) Reply Al —> Forwar B

To . Wed 8/16/;

(i) This sender noreply@okta.com is from outside your organization.

( i ) If there are problems with how this message is displayed, click here to view itin a web browser,
Welcome to the portal!
Hi Test,

Your system administrator has created a user account for you.
Click the following link to activate your account:

N\

If you experience difficulties accessing your account, you can send a help request to your system administrator using the link: https://

Your username is
‘Your organization's sign-in page is https:// |
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The Portal account registration page will open in a new window. First, select the Set Up button under
the Password section to create your unique password.

w TOKIO MARINE
\ HCC

Set up security methods

@

Set up required

g Password

Choose a password for your account

a Security Question

Choose a security question and
answer that will be used for signing
in

Used for access

Setup

Back to sign in

Enter a unique password that meets the password requirements and then confirm it below. Then click
the Next button.
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w TOKIOMARINE
\ HCC

7N\

(,8,)
NG

Set up password
®
Password requirements:

* At |least 8 characters

* A lowercase letter

* An uppercase letter

* Anumber

* No parts of your username

Enter password

YT T Y © ‘

Re-enter password

YT T Y © ‘

Return to authenticator list

Back to sign in

. WorldTrips

You will return to the previous screen. Select the Set Up button under Security Question to be able to

reset your password in the future.
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TOKIO MARINE
\ HCC

Set up security methods

®

Security methods help protect your Okta
account by ensuring only you have access

Set up required

Password

Choose a password for your account
Used for access

Set up

e Security Question
Choose a security question and
answer that will be used for signing
in
Used for access

setuo  sf—

Back to sign in

. WorldTrips

You will be prompted to either choose a security question or create your own security question.
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w TOKIO MARINE
\ HCC

Set up security question

®

(® Choose a security question

(O Create my own security question

Choose a security question

What is the name of your first stuffed a.. v

Answer

‘ o] . ‘

Return to authenticator list

Back to sign in

Once you have answered the security question chosen, select the Verify button.
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You will then be prompted to set up a security method for second factor authentication. You must select
at least one of the options. There are four options: Okta Verify mobile application, SMS authentication,
Voice Call Authentication, and the Security Question.

{‘\V Lc;xc»omuwf

You can select any of the preferred two factor authentication methods to set up. Below you can see a
guide of how to set up using the recommended SMS authentication option.

Two Factor SMS Authentication

After selecting “Set Up” next to the SMS Authentication option, you will be prompted to enter your
mobile phone number. Enter your phone number and then select “Send Code”
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‘Q TOKIOMARINE
\ HCC

=

Receive a code via SMS to authenticate

Phone number

B

. WorldTrips

You will then receive a 6-digit code sent to the phone number you provided. Enter the 6-digit code
under “enter code” and then select “verify”. If you do not wish to use SMS authentication, you may

select “Back to factor list”.

w TOKIOMARINE
\ HCC

==

Receive a code via SMS to authenticate
‘ United States v
Phone number

=

Enter Code
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Once you have verified your code, you will return to the two factor authentication list. SMS
authentication should now be checked. If you prefer, you may setup additional methods of
authentication. If not, you may continue to your PAS login.

S\V Touomar
o uthe (/]
o o
Q‘ - e 3
i

10
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PAS Login

. WorldTrips

To log into the Portal, go to https://pas.worldtrips.com in your browser and select “Click Here to Sign

In

O WorldTrips

Policy Administration System

CLICK HERE TO SIGN IN

”

You will then be taken to the PAS secure login using Okta. Enter the registered agent email as username

and password created during registration. Then click Sign In button to login.

For password reset, click the “Need help signing in” link.

Connecting to @ WorldTrips
Sign in with your account to access WorldTrips Policy
Administration System

w TOKIO MARINE
HCC

Sign In

Username

Password

sesssssssssssssne ©

|7 Keep me signed in

Forgot password?

Unlock account?

Help

11
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In the next step, authenticate with your selected multifactor option. Check the “Do not challenge me on
this device for the next 24 hours” checkbox to skip the second factor authentication upon login for 24
hours.

TOKIOMARINE
\ HCC

(>

SMS Authentication

XXX XX

Enter Code

351263

12
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Dashboards

The Portal dashboard contains two main components:

e Navigation bar with links
e Policies, Quotes, and Groups dashboards

Navigation bar contains links to Manage Branches and Manage Users functionalities, a link to Agent
Tools website, Agency and Agent dropdowns, and a Get Quote functionality. Get Group Quote button
and functionality will be available to agents approved to sell group policies.

Policy Dashboard

Policy Dashboard is the default landing page for most PAS users. Users can search policies by entering at
least one or a combination of the following policy information:

e  Policy Number

e First Name of the primary traveler
e Last Name of the primary traveler
e Departure Date

e Return Date

Search

® Policies O Quotes O Groups

SEARCH BY
Policy Number First Name Last Name
Departure Date & Return Date i}

Advanced Search ~

o | I

Users can also expand the Advanced Search dropdown to search policies by one or a combination of the
following:

e Primary Traveler’s Phone Number
e  Primary Traveler’s Email Address
e Account Number of the Agency

13
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e Agency that sold the policy

e Branch of the Agency

e Agent that sold the policy

e Policy Status (Active, Expired, Cancelled, or Pending)

e Purchase Start (Start date of search range for purchased policies)
e Purchase End (End date of search range for purchased policies)

Search

® Policies Quotes Groups

SEARCH BY
Policy Number First Name Last Mame
Departure Date a Return Date iz
Advanced Searcha
FPhone Emai Account Number
Purchase Start 2] Purchase End i3]

CLEAR SEARCH

Once the user enters specific search information and clicks on the Search button, the system will return
any policies matching the search criteria.

Policy search results will display in an eleven-column grid (from left to right):

e Policy Number

e Purchase Date

e Departure Date

e Return Date

e  Full Name of the primary traveler
e Policy Plan Name

e Traveler’s state of residence

e Policy Status: Active, Expired, Cancelled, or Pending
e Agency

e Agent that sold the policy

e Total amount paid *

Users can sort each column in the policy search results in ascending or descending order. The system
will display 30 search results records on the page and paginate the remaining policy records.

14
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Policy
T57252 01/03/2024 02/01/2024 02/29/2024 | Test, Emma Atlas Journey Premier | Indiana Cancelled | Worldtrips | Worldtrips Sales D¢
T44186 12/15/2023 12/20/2023 12/27/2023 | Test, Emma Atlas Journey Economy = Florida Cancelled | Worldtrips | Worldtrips Sales D¢
T44185 12/15/2023 12/20/2023 12/27/2023 | Test, Emma Atlas Journey Preferred = Florida Pending Worldtrips | Worldtrips Sales D¢
T44184 12/15/2023 12/20/2023 12/27/2023 | Test, Emmaly Atlas Journey Preferred | Florida Expired Worldtrips | Worldtrips Sales D¢
T44183 12/15/2023 12/20/2023 12/27/2023 | Test, Emmaly Atlas Journey Premier | Florida Expired Worldtrips | Worldtrips Sales D¢
T44166 12/14/2023 12/14/2023 12/17/2023 | Test, Emmaly Atlas On The Go Florida Expired Worldtrips | Worldtrips Sales D¢
T44164 12/14/2023 12/14/2023 01/01/2024 | Test, Emmaly Atlas On The Go Florida Expired Worldtrips | Worldtrips Sales D¢
T44163 12/14/2023 12/14/2023 12/21/2023 | Test, Emmaly Atlas On The Go Florida Expired Worldtrips | Worldtrips Sales D¢
T44160 12/14/2023 01/17/2024 01/24/2024 | Test, Emmaly Atlas Journey Economy = Florida Active Worldtrips | Worldtrips Sales D¢
T44159 12/14/2023 01/17/2024 01/31/2024 | Test, Emmaly Atlas Journey Premier | Florida Cancelled | Worldtrips | Worldtrips Sales D¢
T43911 12/07/2023 12/10/2023 12/17/2023 | Test, Emma Atlas Journey Premier | Florida Expired Worldtrips | Worldtrips Sales D¢
T43909 12/07/2023 12/10/2023 12/17/2023 | Test, Emma Atlas Journey Premier | New York | Expired Worldtrips | Worldtrips Sales D¢
T43651 12/04/2023 12/13/2023 12/21/2023 | Test, Emmanuel | Atlas Journey Preferred | Indiana Expired Worldtrips | Worldtrips Sales D¢
T43082 11/21/2023 11/23/2023 11/30/2023 | Test, Emma Atlas Journey Economy = Indiana Active Worldtrips | Worldtrips Sales D¢

>

* User must scroll to the right to view column

Quote Dashboard

Users can navigate to Quote Dashboard by clicking the Quotes radio button. Users can search quotes by
entering at least one or a combination of the following information:

e Quote Number

e First Name of the primary traveler
e Last Name of the primary traveler
e Departure Date

e Return Date

15
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Search

O Policies @ Quotes O Groups

SEARCH BY
Quote Number First Name Last Name
Departure Date iz Return Date &

Advanced Search v

Users can also expand the Advanced Search dropdown to search quotes by one or a combination of the
following:

e Traveler’s Phone Number
e Traveler’s Email Address
e Agency/Branch and/or the Agent that sold the policy

Search

O Policies @ Quotes O Groups

SEARCH BY
Quote Number First Name Last Name
Departure Date & Return Date ]
Advanced Searcha
Phone Number Email Select Agency -
Select Branch v Select Agent Name -

Once the user enters specific search information and clicks on Search button, the system will return any
guotes matching the search criteria.

Quote search results will display in an ten-column grid (from left to right):

e Quote Number
e (Quote Creation Date

16
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e Departure Date

e Return Date

e Full Name of the primary traveler (if provided during the quote journey)
e Traveler’s phone number (if provided during the quote journey)

e Quote Status: Active or Expired

e Agency

e Agent that processed the quote

e Total premium amount for the quote*

Users can sort each column in the quote search results in ascending or descending order. The system
will display 30 search results records on the page and paginate the remaining quote records.

Quote

o crminn e e ey oo
Q0100164 | 01/16/2024 01/16/2024 01/23/2024 | Emma Test (317) 385-4321 = Active Worldtrips | Worldtrips Sales Department | $18.00
Q0100163 | 01/16/2024 01/17/2024 01/25/2024 = Emma Test (317) 385-4321 | Active Worldtrips | Worldtrips Sales Department | $144.00
Q0086223 | 12/15/2023 12/20/2023 12/27/2023 | Emma Test (317) 385-4321  Expired | Worldfrips = Worldtrips Sales Department = $1,624.7
Q0084887 11/14/2023 11/29/2023 12/07/2023 | Emmanuel Test | (317) 385-4321 | Expired  Worldtrips | Worldtrips Sales Department = $405.00
Q0072593 | 08/02/2023 08/17/2023 08/23/2023 = Emma Test (317) 111-1111  Expired = Worldirips = Worldtrips Sales Department = $196.00
Q0072577 | 07/31/2023 08/16/2023 08/31/2023 | Emma Adult (317) 111-1111 | Expired = Worldtrips | Worldirips Sales Department = $170.00

* User must scroll to the right to view column

Group Dashboard
Users can navigate to Group Dashboard by clicking the Group radio button. Users can search groups by
entering at least one or a combination of the following information:

e Group Number
e Group Name
e Departure Date
e Return Date

17
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. WorldTrips

%)
w
©
T
T
@

Home Manage Branches Agent Tools

elect Agency v

Search

Manage Users

' Policies ' Quotes ® Groups

SEARCH BY

Group Number Group Name

Return Date =

Advanced Search =

Departure Date

Users can also expand the Advanced Search dropdown to search groups by one or a combination of the

following:

e Agency that sold the policy
e Branch of the Agency
e Agent that sold the policy

Home Manage Branches Agent Toaols Select Agency -

Search

w
@
T
:

T

Manage Users

C Policies ' Quotes ® Groups
SEARCH BY

Group Number Group Name

Return Date s

Advanced Searcha

Departure Date

Once the user enters specific search information and clicks on the Search button, the system will return

any groups matching the search criteria.

Group search results will display in an eleven-column grid (from left to right):

18
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e  Group Number

e Group Name

e Departure Date

e Return Date

e Amount (Current Total Trip cost for the group)
e Add Travelers (links to group quote journey)
e Number of pending quotes

e Number of purchased policies

e Status: Active, Expired, Cancelled, or Pending
e Agency *

e Agent that processed the group *

Users can sort each column in the group search results in ascending or descending order. The system
will display 30 search results records on the page and paginate the remaining quote records.

Group

T o e e e e e o
GT01047 Ep1102 11/30/2023 02/01/2024 | $662.87 Expired | Worldtrips | Amy G
GT01034 Epk092723 10/31/2023 11/30/2023 | 0 Add 1 0 Expired | Worldtrips | Worldt
GT01032 Ep0927 10/09/2023 10/31/2023 | 0 Add 1 0 Expired | Worldtrips | Worldt
GT01034 Ep0915 09/29/2023 10/06/2023 | $675.66 Add 1 2 Expired = Worldtrips | Worldt
GT01027 Ep10547 08/31/2023 09/14/2023 | $722.50 Add 0 1 Expired | Worldtrips | Worldt
GT01025 Epuat0810 08/31/2023 09/23/2023 | $50.79 Add 2 0 Expired | Worldtrips | Worldt

4

* User must scroll to the right to view column(s)

Quoting a Policy

Users can start a new quote under a specific agent or resume an existing quote from the quote
dashboard.

To start a new quote, first select the appropriate agency within the “Agency” dropdown.

NOTE: Please note that if the logged-in user has the “Agency Agent” security role, the “Agent”
dropdown will not be visible. The agent’s name will already be pre-selected in the background and the
agent can click on “Get Quote” to begin a sale.

19
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Home  Agent Tools Set Quote et Banner Ads

— "

The quote journey will open in a new tab and all the agency and agent info will be stored in the
background to process the sale.

NOTE: Please note that as of this training manual publishing date, not all states are available. Please
contact your sales representative for further information.

Users can also resume an existing quote by clicking on the quote number within the quote search

results.
Quote

Quote No eation Date Departure D Re D Phone a Age Age Amo
Q0100164 1/16/2024 01/16/2024 01/23/2024 | Emma Test (317) 385-4321 | Active Worldtrips = Worldtrips Sales Department = $18.00
Q0100163 | 01/16/. 01/17/2024 01/25/2024 | Emma Test (317) 385-4321 | Active Worldtrips = Worldtrips Sales Department = $144.00
Q0086223 | 12/15/2023 12/20/2023 12/27/2023 | Emma Test (317) 385-4321 | Expired = Worldtrips = Worldirips Sales Department | $1,624.7
Q0084887 1114/2023 11/29/2023 12/07/2023 | Emmanuel Test | (317) 385-4321 | Expired = Worldtrips | Worldirips Sales Department | $405.00
Q0072583 | 08/02/2023 08/17/2023 08/23/2023 | Emma Test (317) 111-1111 | Expired | Worldtrips = Worldtrips Sales Department | $196.00
Q0072577 | 07/31/2023 08/16/2023 08/31/2023 | Emma Adult (317) 111-1111 | Expired | Worldirips = Worldtrips Sales Department = $170.00

The saved data will open in the Quote Journey in a new tab. If traveler personal information was
provided at the time of the quote creation, user will be prompted to validate the quote with the primary
traveler’s last name.

20
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Quoting a Group Policy

Users can start a new group quote under a specific agent. To start a new group quote, first select the
appropriate agency within the Agency dropdown.

Home Manage Branches Agent Tools [ |ABC Travel X v } Select Agent v Manage Users

\

Once the agency is selected, the Agent dropdown will populate all available agents under the selected
agency. Select the agent in the dropdown and click on “Get Group” button.

Home Manage Branches Agent Tools ABC Travel X v Neil Testing X « | Get Quote Get Group Banner Ads Manage Users

\ \

Note: Only agents who are licensed to sell group policies will have this button available.

The Group Quote Journey will open in a new tab and all the agency and agent info will be stored in the
background to process the sale.

Policy Management

Users can access policy information by clicking the link of the policy number in the policy dashboard
search results. Policy details screen will open in the same window and display policy information in a
block format.



Comprehensive Travel Protection

Policy Administration System Manual - Agents

Palicy Details

UPDATE POLICY CANCEL POLKCY

Policy # T48915

Acive

Adins Jourmery Prefermed

DE0E/2004
DEO7/2024
48220
Ak
WorldTrips

BB00

Trip Details
Prirmary Desfinafion UMITED STATES
Auditionzl Destinaions MEXICO
Prirmary LLS. Destination Fl.
Initizel Trip Peryrreenl Dot DE0E2024
Diesaarture Derle: D&2025
Riestuam D DEMER025
Crary= of Trareed (Durattian) 47
Tobl Trip Crel £10.000.00
Fireall Trip Prsyrreerst Deste D402
Airdine Alrska Airlines
Cruiseine
Tour Operstar

Atlas Jourmey Preferred
Caneal For Ary Resson 50%

Prirmary Medical

Travelers
Primary Travalsr

Errrma Test, 23, 08162000, F
4 Carter Goeen, Camel, AR, 93501

(317 3854321
Additional Travelens)
Ryan Te=t, 4, 010012020

Traveler Premium Ereakdown

WIEW BEREAKDOWHN

Policy Details

b

b

Rezand Rapansrata Wisw/Download View
Fuifillment Fuiiiment Fulfimment DE&
L] ] L] I
© Notes

© Policy Movement

Summary
Adas Journey Prefered S337.00
Cancel For Any Rezson a1z
Primery Medicy S14.00
Tamessifoes S0.00
Total F482.20

& Payments

© Refunds

© Emails

© Paolicy Version

Export Audit History

. WorldTrips

The first block on the left side provides an overview of your policy. It contains the following policy

information:

e Policy number (located in the block header)

e Policy status: active, expired, cancelled, or pending (if the policy is in revision mode)

22
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e Current travel plan selected

e Purchase date

e Policy effective date

e Policy amount (total paid for the travel plan and any upgrades)

e State of residence

e Agency that sold the policy

e Agency’s account number

e Agent that sold the policy

e Method of policy document delivery selected at the time of purchase: email OR email and mail

For Atlas Journey plans, the effective date of the policy will always be the next day after purchase. For
Atlas On-The-Go plans, the effective date of the policy will always be the same day as purchase.

The travel plan selected and the traveler’s state of residence determine the policy documents.

Policy #: T48915
A
Adlas Joumey Frefermed
DSDE2004
DENOTR2004

SAED 20
Aok
WorldTrips

The second block under the policy overview is the “Trip Details” block, which contains:

e Primary Destination

e Additional Destination(s)

e Primary U.S. destination (if United States is one of the destinations)

e |Initial trip payment date

o Departure and return dates, as well as the trip duration (# of days of travel)
e Total trip cost

e Final trip payment date

e Airline, cruise line, and tour operator

23
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The policy can have one or multiple destinations selected. When there is more than one destination
selected, the additional destinations name will change to “multiple +.” The user can expand this and
collapse it to see all the selected destinations.

The initial trip payment date should always be populated for Atlas Journey plans, but it can be left blank
for Atlas On-The-Go plans. The final trip payment date is an optional field that can be left blank for all
travel plans. The airline, cruise line, and tour operator fields are also optional.

All fields will be populated with values entered at the time of purchase unless changes have been made
to the policy.

Trip Cetails
Prirmary Desfination LITED STATES
Auiditioral Destinations MEXICO
Prirmary LLS. Deslination FL
Imitizal Trip Pl Dot DEDER202d
Depariure Dale DE01F2005
Roesturm (Dheste DEME2025
Clry= of Trareed (Duratian) q7
Tolal Trip Cost 10000000
Firall Trip Pemyrrent Dete O04200d
Ailine Alerdey Airlines

Cruiseine

owr Ogweraiar

The third block on the left side displays the current travel plan name as the header as well as upgrades
that are currently selected for the policy.

Atlas Journey Preferred
Cancel For Any Reason 50% Yes
Primary Medical Yes

The fourth block on the left side is the “Travelers” block and it contains:

e The primary traveler’s information, including name, age, date of birth, and gender (if provided)
e The traveler’s address, email, and contact phone number
e The information of any additional travelers

24
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Travelers

Primary Traveler

Emma Test, 24, 01/01/2000, F

4 Carter Green, Carmel, IN, 46032
t@tmhcec.com

(317) 385-4321

Additional Traveler(s)

Ryan Test, 4, 01/01/2020

The fifth block on the left side is the “Traveler Premium Breakdown” block, which will display the price
breakdown per traveler when the user clicks on the “View Breakdown” link. The grid is dynamic and will
update when changes are made to the policy (for example, if an upgrade is added or a traveler is
removed). The breakdown will not include any upgrades that are rated on a per-policy basis.

Traveler Premium Breakdown

VIEW EREAKDOWN

Traveler Premium Ereakdown Izl
Pl Travelers Test Emma Test Ryan

Adas Journesy Prefemed £252.00 £&5.00

Cancel For Any Resson SE5.60 56560

Primery Medicd E7.00 E7.00

CLOSE

Links

On the righthand side of the Policy Details page are links that will allow users to resend or view and
download the current fulfillment documents on the policy—or view the current Description of Coverage
document.

Note: WorldTrips sends out fulfilment documents.

Resend Fulfillment

Users can resend the most recent fulfillment documents to the traveler’s email address by clicking on
the “Resend Fulfillment” link. A successful indicator will display when the fulfillment is sent.

25
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e WorldTrips

Note: If the customer has elected not to receive electronic communications, this feature will not be

available.

View/Download Fulfillment and View DOC

Users can click the “View/Download Fulfillment” link to open the current fulfillment for the policy or
click “View DOC” to open the current Description of Coverage document. Both links will open the

appropriate document in a new tab within the browser.

Resend
Fulfillment
Li]

View/Download
Fulfillment
1]

View DOC
il

© Notes

© Policy Movement

Summary

Aflas Journey Preferred

Cancel For Any Reason

26
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Notes

Users can add notes to the policy at any time, whether the policy is active, expired, or cancelled. A single
note is limited to 6,000 characters and will truncate into a link after 50 characters. Users can click on the
link to view the entire note.

To add a new note, enter the note description in the “Add notes here” box and click the “Add Note”
button. Only internal WorldTrips users with the highest security role can delete notes.

@ Notes

ActivityDate Time LoggedinUser
04/28/2021 13:53 Test MISSuperAdm,C

PM TPMIS

04/21/2021 1511 Test script 18988 Palmer,Laura
PM

Add a Note

Add notes here

+ADD NOTE

ADD/NIEW ATTACHMENT
Policy Activity

Below the “Notes” block, users can view different features regarding any activity or changes to the
policy.

In the “Policy Movement” section, users will be able to see what types of transactions occurred on the
policy. There are a few main transaction types that users may see in this section:

e NB - New business, which is the original purchase transaction

e EN - Endorsement, representing any changes made to the policy like updated trip cost or
change in travel dates

e CN-—Cancellation

e RE —Reinstatement
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The grid will display the transaction date, transaction type, the change mode (“completed” or “in

process” for a pending change), and the premium for the specific transaction.

© Policy Movement

Date

04/21/2021

04/21/2021

04/28/2021

04/28/2021

04/28/2021

‘Type

NB
EN
EN
CN

RE

‘ Change Mode

Completed
Completed
Completed
Completed

Completed

‘ Premium

$88.00

$640.00

$54.00

-$782.00

$782.00

The “Summary” block will display the total paid for the travel plan, any upgrades currently selected on
the policy, and taxes or fees, if applicable. This section will change dynamically when changes are made

to the policy that cause a pricing adjustment.

Adas Journey Prefered

Caneed Far Any Reszrson

Primeary Medics
Toawem fesees

Total

Sumrmary

Below the “Summary” block, users will see “Payments” and “Refunds” sections, where the portal will
display all charges and refund transactions for endorsements, cancellations, and reinstatements.

Both grids will display the transaction ID and the date the transaction was completed, as well as the type
of payment (CC — credit card) and the amount.
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© Payments

Transaction ID Successiul ‘ Type | Amount
04/21/2021 4628141347 Paid CC $88.00
04/21/2021 4628146480 Paid cC $640.00
04/28/2021 4629656636 Paid CC $54.00
04/28/2021 4629672226 Paid CC §782.00
© Refunds
Transaction Id | Date ‘ Type ‘ Amount ‘ Status
4628141347 04/28/2021 CC $88.00 | Y
4628146480 04/28/2021 CcC §640.00 | Y
4629656636 04/28/2021 CcC $54.00 | Y
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In the “Emails” section, users will find a list of all emails sent to the traveler(s) for each transaction that
occurred on the policy. Users will be able to see the date of the email and a short description of the type
of email sent to the traveler(s). They will also be able to download a copy of the email by clicking the
“View” link.

© Emails © Emails
Y

04/21/2021 | Document:'fulfillment' From Form Set-'ctp New Business' Sen it'clp New Business' Sent To Email

04/21/2021 | Document:fulfillment’ From Form Set'ctp Endorsement’ Sent it‘ctp Endorsement” Sent To Email

04/28/2021 | Document:'fulfillment’ From Form Set:'ctp Endorsement’ Sent| it'ctp Endorsement” Sent To Emadl

04/28/2021 | Document'ctpcnrefund’ From Form Set:'ctp Cancellation’ Ser Set"clp Cancellation’ Sent To Emai

04/28/2021 = Document:'fulfiliment’ From Form Set:'ctp Reinstatement' Ser| it'clp Reinstatement’ Sent To Emai View

» 4

Below the “Emails” block is a “Policy Version” block where users can view policy versions for each
transaction that occurred during the life of the policy. Policy version view is a snapshot of the policy
details, including policy overview, trip details, coverage options, travelers’ information, the premium
breakdown, notes, and the summary. It also contains links to fulfillment and DOC.

Click the View link next to the specific policy version to open the policy snapshot.

© Policy Version

Policy Version ‘ Transaction ‘ Date ‘ Premium ‘ Action
1 NB 04/21/2021 $88.00 | View
2 EN 04/21/2021 $640.00 | View
3 EN 04/28/2021 $54.00 | View
4 CN 04/28/2021 -$782.00 | View
5 RE 04/28/2021 $782.00 | View
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Policy Version Snapshot

Fulfllimant Fulfllimsant Fulfllimant
Active 1] 1] [1]

Allas Joumeny Prefiermed
OS0E200Y

Policy # T48915 Regand Regenarats iswiDownlgad

© Notes

OSOTR0CY
Summary
Adlas Jourmery Prefiermed S337.00
Canoeal For Ay Reason S131.20

Prirmary Medical S14.00

Taxes'fees 20.00

Total B2 20

Trip Details
Prirmery Desfination UNITED STATES
Additional Destinaions MEXICO
Primary LS. Destination A
Initiad Trip Paymeni Diate OS0R2024
Departure Dale OS50 2025
Rt Dete DEME2025
Diary= of Trawed (Durattian) 47
Total Trip Cost £10,000.00
Firal Trip Payment Date D700l
Airline Al Airlines
Cruissfine

Tour Operatar

Atlas Journey Preferred
Cancel For Ary Reason 50%

Prirmary Medical

Travelers
Primary Travalsr

Ermrma Test, 23, 06182000, F
4 Carter Gresn, Carmel, AK, 93501

[317) 3854321
Adattional Travelsr(g)
Reyan Te=t, 4, 01/01/2000

Traveler Premium Breakdown

VIEW BEREAKDOWHN
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Modifications

IMPORTANT — Policies cannot be left in Revision Mode or “Pending” status. All changes must be finalized
or discarded BEFORE exiting the policy. This includes updates made to a policy that do not alter the
price.

Most policy modifications can be done up to the day before the departure date. However, some
changes have more limited rules.

To update a policy, click on the “Update Policy” button on the left upper corner of the Policy Details
page.

Policy Details

| CANCEL POLKCY

Policy # T438915
Actee
Allas Jourmery Prefermed
DEDAR024
DEOTR2024
BAE2 20

Al
WieridTrips

NOTE: If the policy has been left in revision mode, the policy status will show as “Pending,” the
“Update Policy” button will change to “Continue Revision,” and there will be a “Policy is in Revision
Mode” callout next to the Policy Details header.
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Folicy Details - Policy 1s in Revision Mode

DIS2CARD CHAHGE S COMPARE AHD CONTINUE

Policy # T48915

Pending

The policy will then change into revision mode and the policy details on the left side will be enabled for
editing. Under the Summary block, a “Change in Premium” section will also appear.
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Falicy Details - Policy is in Revision Mode

| DISCARD CHAHGES |

Policy #: T48915

Pending

Adias Jourmery Preferned
DG0E2024

DENT2004

Alska

WirldTrips

Trip Details

Primary Destination
Additioral DesSinafions
Prirmery LS. Destination
Initizl Trip Paymmenl Dt
Diesaarture Dale

Restum Dt

Clarys: of Trareed (Durattion)
Total Trip Cosl

Firal Trip Payrrer Date
Airine

Cruiseline

Touwr Operaiar

UMITED STATES
MEXICO

L

DS0E2004
0&012025
DENME2025

47

$10.,000.00
OFD4200d

Alorskis Airlines

Atlas Journey Preferred

Canpel For Ary Reesson. 50%

Primary Medic

Travelers

Primary Travalar

Errwma Teest, 23, D61 62000, F
A Ciarter Gressn. Corrned AR 99507

[317) 3854321
Additional Travedara)
Ryan Te=t, 4, 017012020

Traveler Premium Breakdown

WVIEW EREAKDOWN

L] L] L]

© Notes

© Policy Movement

Summary
Adas Journey Prefemed
Canced Far Any Reason
Primeary Medic
T s

Total

Change in Premium

© Payments

© Refunds

© Emails

© Policy Version

#

Export Audit History
Yo

e

Razand Rapanerat: lew'Downicad

COMPARE AND CONTINUE ]
Fulfiliment Fuliiment Fulfimm e

nk

S337.00
§131.20
514.00
S0.00

482 20

. WorldTrips
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Update State

NOTE: The policy state should only be updated in very rare circumstances—for example, if the policy
was purchased with an incorrect address. To request an exception to update the policy state, please
contact customercare@worldtrips.com.

Update Trip Details
To update the “Trip Details” information, click the pencil icon in the top right corner of the block.

Trip Details [
Primary Desfination UITED STATES ’
Arditiora Destirafons MEXICD
Primary LLS. Destinalion FL
Iritizl Trip Parmmen] Dl DS0G202d
Deepraarfurne Drle 0S012025
Restum Drate DEMER2025
Derys of Traneed (Duratian) 47
Tobal Trp Cosl E10,000.00
Firal Trip Pimoment Date OO0
Ajdine Alordey Ajrfines
Cruiseine
Tour Opersiorn

The Update Trip Details window will open, and the user will be able to update the fields on the screen.
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Update Trip Details

| ZAVE | | CANCEL

The following rules apply:

Field Rules

Primary Destination At least one destination is required (primary destination or additional
destinations)

Sanctioned countries not allowed for travel: North Korea, Iran, and Syria
Restricted countries not currently allowed for travel (as of Oct 2023): Russia,
Belarus, Ukraine, Israel, Palestinian Territories, and Lebanon

Countries with special travel requirements: Cuba

Additional Destinations At least one destination is required (primary destination or additional
destinations)

Sanctioned countries not allowed for travel: North Korea, Iran, and Syria
Restricted countries not currently allowed for travel (as of Oct 2023): Russia,
Belarus, Ukraine, Israel, Palestinian Territories, and Lebanon

Countries with special travel requirements: Cuba

Primary U.S. Destination Primary U.S. Destination is required if any of the destinations chosen include
the United States

Initial Trip Payment Date Date is required for Atlas Journey plans but is not required for Atlas On-The-
Go

Date must be in a valid format. U.S. format applies

Date cannot be greater than the purchase date
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Final Trip Payment Date Not required to be provided

Date must be in a valid format. U.S. format applies

Must be equal to or greater than the initial trip payment date

Cannot be greater than the day before the departure date

Departure Date Date is required for all plans.

Date must be in a valid format. U.S. format applies.

Date cannot be greater than 730 days from the purchase date.

Cannot be changed to a date in the past or to the same date as the purchase
date for Atlas Journey plans.

Cannot be changed to a date in the past for Atlas On-The-Go.

Date updates are limited to three changes. For exception approval, please
contact the WorldTrips team at customercare@worldtrips.com.

Return Date Date is required for all plans.

Date must be in a valid format. U.S. format applies.

Date cannot be greater than 180 days from the departure date and 910 days
from the purchase date.

Cannot be changed to a date in the past or to the same date as the purchase
date for Atlas Journey plans.

Cannot be changed to a date in the past for Atlas On-The-Go.

Date updates are limited to three changes. For exception approval, please
contact the WorldTrips team at customercare@worldtrips.com.

Total Trip Cost Trip cost is required for Atlas Journey plans but is not required for Atlas On-
The-Go.

Minimum $1 and maximum $100,000 per traveler for Atlas Journey Premier
and Preferred. To request an exception to increase the trip cost past the
$100,000 per traveler limit, please contact customercare@worldtrips.com.
Minimum $1 and maximum $10,000 per traveler for Atlas Journey Economy.
Other minimums and maximums may apply depending on plan type. See your
sales representative with questions.

Airline, Cruise Line, Tour Not required to be provided.

Operator Select an option from the dropdown or type in a new supplier name and click
“Add Item.”
Electronic Consent If checked, the customer CANNOT receive ANY kind of electronic

communication. This includes cancellation, reinstatement, endorsement, and
fulfillment emails
Customer can withdraw or allow electronic consent at any time

Update Coverage Options

NOTE: To request a buy-up to be added or removed, please contact customercare@worldtrips.com.
Please note that buy-ups can only be removed within the 15-day free-look window.
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Update Traveler Details

To update travelers’ information, click the pencil icon in the top right corner of the block.

Travelers IF4

Primary Travalar
Ermrma Tesst, 23, DG 672000, F

4 Corter Groen, Camnel AK, 99501
(317 38543

Additional Travesar(g)
Ryan Test, 4, 0001/2020

The Update Traveler Details window will open, and the user will be able to update the travelers’
information.

Update Traveler Details El
Primary Traveler

Emma Tesl DE1EZ000 B Female
View Address =

Additional Traveler(s)
Ryan Test AT | o

= Add Travelsr

SAVE CHANGESR CANCEL

To update the mailing address and the contact information, click the “View Address” link to expand the
fields.

Update Traveler Details
Primary Traveler
Emma
Wiew AGOress »
4 Carter Gres
Carmel Ala 850

{Eimhoc.com .COEm F1TIES43 21

Additional Traveler(s)

Riyan

= Add Trawvelar
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The following rules apply:

Change Type Rules

Traveler’s Name First name and last name are required. Middle initial is optional.

A traveler’s name can be updated up to the day before the departure
date. Name corrections and legal name changes are the only allowed
changes (full name change is not allowed).

Date of Birth DOB is required for all travelers.
A traveler’s DOB can be updated up to the day before the departure
date. The price will recalculate using the traveler’s age as of the purchase

date.
DOB cannot be in the future.

Gender Gender is not required to be provided but can be updated up to the day
before the departure date.

Mailing Address A mailing address is required.

A traveler’s mailing address can be updated up to the day before the
departure date.

A mailing address state change will not trigger a new Description of
Coverage.

The mailing address must be a U.S. address.

Email An email address is required.

A traveler’s email address can be updated up to the day before the
departure date. The email address cannot be pasted into the “Confirm
Email” field.

The email address must be a valid email format.

Phone A traveler’s phone number can be updated up to the day before the
departure date.

The phone number must be in the U.S. format.

Adding a Traveler For exception approval, please contact the WorldTrips team at
customercare@worldtrips.com.

Removing a Traveler For exception approval, please contact the WorldTrips team at
customercare@worldtrips.com.
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Issue Endorsement
To finalize any changes made to the policy, click the “Compare and Continue” button on the bottom or
top of the screen.

Crusiserine
Teowr Operasiar © Policy Version
Atlas Joumney Preferred IF.4
Export Audit History
Canoel For Any Remson 50% ik -
Prirmany Mediczal e
Travelers [

Primary Travalar
Errrma Teest, 23, 081 82000, F

4 Carter Green, Camnel, AK, 58501
(317) 38543219

Additional Travelarz)
Ryan Test, 4, 010172020

Traveler Premium Breakdown

VIEW EREAKDOWHN

| CHECARD CHANGE S | COMPARE AND CONTINUE

All users will be prompted to add a note before continuing to the Policy Changes screen.

Add Note

Added Rental Car Damage and Theft upgrade.

| SAVE ‘ ‘ CANCEL

Once the note is saved, the system will load the Policy Changes screen, where the user will be able to
review the summary of changes made to the policy. The “Summary of Changes” block will display two
columns: “Previous Plan” and “Updated Plan,” as well as “Trip Details” the user can compare to see the
changes:
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e Destination(s)
e Departure date

e Return date

e Days of travel (duration)

e Travel plan

e Premium amount
e Upgrades that are being added or removed

e Taxes/fees added or removed

. WorldTrips

Below the Trip Details, a previous and new total will display along with an additional amount being
charged. Below the Summary of Changes block, the user can verify that the “Send a copy of the

IM

fulfillment to emai

Policy Changes

checkbox is checked.

Palicy¥ T4E915

Summary of Changes POLICY SUMMARY
TRIF DETAILS PREVIOUS PLAN UFDATED PLAN
Destinalion MEXICO MEXICO
Depariure Derde OE0112025 OS012025
Redurn Dale DEHME2DZS5 06182025
Drewyss of Trameeel {Duration) 47 47

Traawed Plan

Premium

Rental Sar Damage: and Theft
Cance Far Any Resrson
Primery Medical

Tawesifomes

Total

Adls Joumery Prefermed
33700

000

3120

21400

5000

$482.20

Ao Joumiey Prefermed
S337.00

7000

513120

S514.00

50100

$952.20

Additional Amount F470.00

Serd a cooy af lulliment 1o Erel

| DI3CARD CHANGES |

CONTINUE TO PAYMENT

Note: If the customer has elected not to receive electronic communications, “Send a copy of
fulfillment to Email” will not be available. Customer must receive their documents in the mail.
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Additional Payment

When an additional charge is required after the policy changes were made, click the “Continue to
Payment” button on the bottom of the screen. The system will load the Policy Payment screen, where
the user can use the existing card on the policy or add a new card to process the payment, as well as
review a summary of the updated policy on the right side.

Policy Payment

® Lse cord on file “ddD WISA, Summary

Py with new card E: m E = Al Joumery Prefermed £337.00
Renlal Car Damage and Thefll AT

s ]
Canoel For Ary Fesson 13120
Prirmary Medicd 21400
Taxpes'loes 20.00
Total $952.20

Additional Amount F470.00

To process the payment with a new card, click the “Pay with new card” radio button, which will open the
payment fields. The user must provide the cardholder’s name, card number, expiration date, CVV code,
and billing zip code*.

Policy Payment

Use card on file . R Summary
® Pay with new card D E — Allas Joumey Prefermed 337.00
Renial Car Comage and Theh 7000
Cardholder Mamae
S el Cance| For Ary Reason 3122
Caret Murrber Prirmary Mesdical £14.00
Taxes'lees 2000
Expiration Dale O
01 1 2030
Total $952.20
Posial Code

46032 Additional Amount F470.00

(oo |

* The billing zip code must be for the state in which the credit card being used is registered in. This
may vary from the current state of residence that is listed on the policy.
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Once the information is filled out, click the “Confirm and Pay” button to finalize the changes. When the
change is complete, the system will display a successful indicator and return to the Policy Overview
screen.

Refund

For a refund to a policy, below the Trip Details, a previous and new total will display along with a refund
amount being refunded to the card that was used. Below the Summary of Changes block, the user can
verify that the “Send a copy of the fulfillment to email” checkbox is checked.

To process the refund, click the Complete Changes button on the bottom of the Policy Changes screen.

Policy Changes

Summary of Changes Palicy# T46915 POLICY SUMMARY
TRIP DETAILS PREVIOUS PLAN UPDATED PLAN
Destination MEXICO MEICD
Despeariure: Dy 05012025 Q5012025
Return Ciale DE&ME2025 06162025
Drwys of Travel {Curastion) 4T o7
Trawed Plan Adlas Joumey Preferned A Jourmiey Prefermed
Premium BXIT.00 S337.00
Canced Far Any Resrson 213120 313120
Primery Medica 21400 314.00
Rental Car Daroge and Thef SAT0.00 50,00
Taxesifoes 2000 3000
Total $952.20 $482.20

Refund Amount -5470.00

Send a copy af Tulfilment 1o Emal

BECZ ] o s

Note: If the customer has elected not to receive electronic communications, “Send a copy of
fulfillment to Email” will not be available. Customer must receive their documents in the mail.
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The system will open the Manage Refunds window where the user can verify the refunds being
processed.

Manage Refunds

Tranzactions Tranzactions Type Refund Amount

REZTEVOICOZA CLOVER S4T000

Click the “Initiate Refund(s)” button to complete the refund. The Status of the refund will change to
“Issued” and the “Initiate Refund(s)” button will be disabled.

Manage Refunds

Tranzactions Transactions Type Refund amount

REZTIOJICOZE) CLOVER S4F000

Click the “Close” button to return to the Policy Overview screen.

Policy Cancellations

Policies can be cancelled within the free-look window, which is 15 days from the purchase date.

For policy cancellations, please contact customercare@worldtrips.com.

Group Management

After searching for a group, users can access individual policies under the group via the search results.
The user may click the group number of the group they are searching for to see the individual policies or
subgroups under that group.
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Search

O Policies '~ Quotes ® Groups
SEARCH BY

Group Number EF Departure Date 2]

Return Date 2]

Advanced Searcha

Select Agency - Select Branch - Select Agent Name -

Group Name Depariure Dt Return Dt Amount # Of Policies
GTO01059. Ep0116 03/01/2024 03/20/2024 | 58,079.77 | Add 0 8 Active Abc Travel
GTO1058 56 02/01/2024 02/29/2024 | 5233.45 Add 0 1 Active Abc Travel
GTO01055 Ep1214 011712024 01/31/2024 | 5111420 | Add 2 1 Active Abc Travel
GTO01054 Ep10757 01/20/2024 01/31/2024 | 5549477 | Add 0 7 Active Abc Travel

Below the search results, a new section will open which displays the Group Details, Search By dropdown,
and the completed individual policies on a group.

K 3

Showing 1 to 30 of 15 entries

Group Details

Group Number: GT01059 Group Name: EP0116

Departure Date: 03/01/2024 Return Date: 03/20/2024

Total Trip Cost: $134.300.00 Total Premium: £3 07977

Pending Quotes: 0 Add Travelers

Policy
Policy No Purchase Dt ~ | Depariure Di Return Di Full Name Plan Mame Siate Status Agency Agent Amount
T58108 01/16/2024 03/01/2024 03/20/2024 | One, Twizzlers | Aflas Journey Group | Virginia Aclive Abc Travel | K Herman | 5344.00
T38107 01/16/2024 03/01/2024 0372072024 | One, Milkduds | Atlas Journey Group | Oklahoma | Active Abc Travel | K Herman | 5397.38
T55106 01/16/2024 03/01/2024 03/20/2024 | One, Reeses Aflas Journey Group | Nevada Aclive Abc Travel | K Herman | $30.10
T58105 01/16/2024 03/01/2024 03/2072024 | One, Kitkat Aflas Journey Group | Minnesota | Active Abc Travel | K Herman | 52,7350
T55104 01/16/2024 03/01/2024 0372072024 | One, Twix Aflas Journey Group | llinois Aclive Abc Travel | K Herman | $266.60
T55103 01/16/2024 03/01/2024 03/2002024 | One, Skitfles Aflas Journey Group | Flerida Active Abc Travel | K Herman | 51,1042
T58102 01/16/2024 03/01/2024 03/20/2024 | One, Hershey | Atlas Journey Group | California | Active Abc Travel | K Herman | $519.99
T58101 01/16/2024 03/01/2024 03/20/2024 | One, Emma Aflag Journey Group | Arizona Active Abec Travel | K Herman | 52 382.5
4 3

Showing 1 to 30 of & enfries
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To search for an individual on the group, the user may click the Search By dropdown to find a specific
policy on the group. The user can search by...

e Policy Number
e First Name

e Last Name

e Departure Date
e Return Date

Group Details

Group Number: GT01059 Group Name: EP0116
Departure Date: 03/01/2024 Return Date: 03/20/2024
Total Trip Cost: $134,300.00 Total Premium: $8,079.77
Pending Quotes: 0 Add Travelers

SEARCH BY ~

Policy Number First Name Last Name
Departure Date ] Return Date ]
Advanced Search~

Users can also expand the Advanced Search dropdown to search policies by one or a combination of the
following:

e Primary Traveler’s Phone Number

e Primary Traveler’s Email Address

e Account Number of the Agency

e Agency that sold the policy

e Branch of the Agency

e Agent that sold the policy

e Policy Status (Active, Expired, Cancelled, or Pending)

e Purchase Start (Start date of search range for purchased policies)
e Purchase End (End date of search range for purchased policies)
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Group Details
Group Number: GT01059 Group Name: EP01186
Departure Date: 03/01/2024 Return Date: 03/20/2024
Total Trip Cost: 3134 300.00 Total Premium: 58 079.77
Pending Quotes: 0 Add Travelers
SEARCH BY =
Policy Number First Name Last Mame
Departure Date = Return Date &
Advanced Search«
Phone Email Account Mumber
Select Agency - Select Branch - Select Agent Name -
Select Status . Purchase Start ] Purchase End 23]

CLEAR SEARCH

Users can access policy information by clicking the policy number link in the search results below the
group details. Policy details screen will open in the same window and display policy information in a
block format.

CLEAR SEARCH
Policy

T58105 01/16/2024 03/01/2024 0372072024 | One, Twizzlers | Aflas Journay Group | Virginia Active Abc Travel | K Herman | $344.00
?-31!3\1 M6/2024 03/01/2024 03/20/2024 | One, Milkduds | Aflas Journey Group | Oklahema | Active Abc Travel | K Herman | $397.35
T58106 01/16/2024 03/01/2024 0372042024 | One, Reeses Aflas Journey Group | Nevada Active Abc Travel | K Herman | $30.10
T58105 01/16/2024 03/01/2024 0372042024 | One, Kitkat Aflas Journey Group | Minnesota | Active Abc Travel | K Herman | 52,735.00
T38104 01/16/2024 03/01/2024 03/20/72024 | One, Twix Aflas Journey Group | linois Aclive Abc Travel | K Herman | $266.60
T58103 01/16/2024 03/01/2024 03/20/2024 | One, Skittles Aflas Journey Group | Florida Active Abc Travel | K Herman | 51,104.20
T58102 01/16/2024 03/01/2024 0372072024 | One, Hershey | Aflas Journey Group | California | Active Abc Travel | K Herman | $519.99
T35101 01/16/2024 03/01/2024 03/20/72024 | One, Emma Aflas Journey Group | Arizena Active Abc Travel | K Herman | 52,382.50

3

Showing 1 to 30 of § enfries

To return to the quote journey and complete pending quotes or add more individuals to the group, the
user can click the Add Travelers on the main search results OR the Add Travelers link/ Pending Quotes
link inside the group search results.
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Search

' Policies ' Quotes @ Groups
SEARCH BY

Group Number EP Departure Date =]

Return Date ]

Advanced Searchs

Select Agency - Select Branch - Select Agent Name -

Group

Group Mo m Departure Dt Retun Dt Add Travelers Pending Quotes # Of Policies m

GT01059 Ep0116 03/01/2024 03/20/2024 | $8,079.77 Active Abc Travel
GTO1058 Ep10738 02/01/2024 022972024 | $233.45 Add \0 1 Active Abc Travel
GTO1055 Epi1214 011772024 01/31/2024 | §1,114.20 | Add 2 1 Active Abc Travel
GTO1054 Ep10757 01/20/2024 01/31/2024 | 5548477 | Add ] T Active Abc Travel

Group Details

Group Number: GT01059 Group Name: EP0M16
Departure Date: 03/01/2024 Return Date: 03/20/2024
Total Trip Cost: $134.300.00 Total Premium: S8.079.77

Pending Quotes: 0 ‘ Add Tra.elers‘
SEARCHBY -

For policy endorsements, refer to the section titled “Policy Management”. Individual subgroup policies
operate no differently than the base Atlas Journey plan policies regarding endorsements.
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Agent Tools

Travel agents can access the “Agent Tools” link within the navigation bar to review useful resources for
the comprehensive travel products.

WELCOME MERVYN PINFIELD

Home  Agent Tools Mervyn Pinfisld x = | GetQuote GetBannerAds Manage Users

Search

® Policies O Quotes

SEARCH BY
Policy Number First Name Last Mame
Departure Date =2 Return Date =2

Advanced Search~

CLEAR SEARCH

The link will open in a new tab and include frequently asked questions, a link to the travel registry
training, product guides, and more.

Banner Ads

Agents can access the custom “Banner Ads” section through the “Get Banner Ads” link located in the
navigation bar. The site will open in a new tab. Both the “Agency” and “Agent” dropdowns will need to
be filled in first before this section becomes accessible.

Home  Agent Tools Giles Oldershaw x = | GetQuote | GetBannerAds | Manage Users

Search

® Policies O Quotes

SEARCH BY
Palicy Number First Name Last Name
Departure Date [==] Return Date [==]

Advanced Search =

CLEAR SEARCH
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Travel Alert for Israel: The U.S. Department of State has escalated the travel advisory for Israel to level 3. Contact us at

+1(317)262-2132 if you need assistance or visit our Israel Travel Alert page to learn more.

. WOI'IdTTipS ContactUs | English @ ~ Travel Retailer/Advisor | Producer Information | Signin Q

TRAVEL INSURANCE RESOURCES CUSTOMER SERVICE ABOUTUS ~ BLOG

TRAVEL AGENT BANNER ADS

To get started, download an image of your liking and click on the link below to automatically copy your referral link to your
clipboard:

https://quote.worldtrips.com/CTP/start?branchID=NTgaNjlzNA&agent|D=NTg4NjQzMw

View Adventure Sporting Related Banner Ads v
View Business Related Banner Ads v
View Cruise Related Banner Ads v
View Elite / High Spending Travel Related Banner Ads v
View Hunting/Fishing Related Banner Ads v
View LGBTQ+ Travel Related Banner Ads v
View Mission Travel Related Banner Ads v
View Senior Travel Related Banner Ads v
View Tours Related Banner Ads v

The site contains a custom URL for sales and several folders with a variety of themes for the banner ad
pictures. Agents will need to embed the custom URL into the selected picture when adding the banner
ad to the agency’s website.

NOTE: The custom URL contains the IDs of the agency and the agent selected in the dropdown. Users
with “Agency Owner” and “Agency Manager” security roles will be able to change the agent in the
dropdown before clicking on the “Get Banner Ads” link. This will update the agent ID in the custom
URL on the “Banner Ads” page.
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Manage Users

To access the Manage Users screen, click the “Manage Users” link in the navigation bar.

NOTE: Only users with “Agency Owner” and “Agency Manager” security roles will be able to access
the “Manage Users” link.

O WOl‘ldTripsw WELCOME AUDREY HORNE

Home Agent Tools Manage Users

Search

@ Policies O Quotes

SEARCH BY
Policy Number First Name Last Name
Departure Date i Return Date ]

Advanced Search~

Within the Manage Users screen, users can search other users, add a new user, edit an existing user,
and deactivate or reactivate users. Basic agency information will also display on this screen.
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Manage Users

SEARCH BY

Select Agency - Select Branch ~ Select Agent Name -

Account Number

[SEARCH BY USER DETAILS ~

Agency
Agency Name ¥ | Account Number ‘ Street Address ‘ Phone ‘ Email
ABC Travel 5886234 123 Street (317) 221-2132 ctpsales@worldtrips.com
Showing 1 to 1 of 1 entries « < NN
Users
~ | First Name ‘ Last Name ‘ Agency ‘ Branch Name ‘ Role ‘ Reqistry Training ‘ Edit ‘ Action
test_emails@worldtrips.com Emma Probst ABC Travel Agency Agent = No Edit Reactivate
test_emails@worldtrips.com | K Herman ABC Travel Agency Agent = Yes Edit Deactivate

To search for a specific user, select the agency in the “Agency” dropdown and the name of the user in
the “Agent Name” dropdown. Click “Search by User Details” to expand the search by first name, last
name, and email.

Manage Users

SEARCH BY

Select Agency - Select Branch - Select Agent Name -

Account Number

ISEARCH BY USER DETAILS «

£

First Name Probst Email

Type in specific search parameters and click the “Search” button. The system will return all users
matching the search criteria.
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Users

. WorldTrips

‘ Registry Training ‘ Edit ‘ Action

First Name ‘ Last Name ‘ Agency

‘ Branch Name

test_emails@worldtrips.com = Emma Probst ABC Travel

test_emails@worldtrips.com VisitorsCoverage Inc.
4

Showing 1 to 2 of 2 entries

‘ Role
Agency Agent = No Edit Reactiy

Agency Agent = No Edit Deactiy

« < > »

On the bottom of the user search results, slide the scroll bar all the way to the right to see the “Edit,”

“Deactivate,” and “Reactivate” functionality.

Click “Edit” to update user details. Note that the email address cannot be updated for an existing user. If
the user was created with an incorrect email address, please contact the WorldTrips team at

ctpsales@worldtrips.com.

Users

¥ | First Name ‘ Last Name ‘ Agency ‘ Branch Name ‘ Role ‘ Registry Training ‘ Edit ‘ Action
_emails@worldtrips.com | Emma Probst ABC Travel Agency Agent | No Edit Reactivate
_emails@worldtrips.com VisitorsCoverage Inc. Agency Agent  No Edit Deactivate

4

Showing 1 to 2 of 2 entries

»

« ( > »

To deactivate an active user, click the “Deactivate” link in the “Action” column. Once the user is

deactivated, the link will change to “Reactivate.”

Users

-

‘ Registry Training ‘ Edit ‘ Action

First Name ‘ Last Name ‘ Agency

_emails@worldtrips.com | Emma Probst ABC Travel

_emails@worldtrips.com VisitorsCoverage Inc.
4

Showing 1 to 2 of 2 entries

Add New Users

‘ Branch Name ‘ Role

Agency Agent | No Edit

Agency Agent | No

Reactivate

Edi Deactivate

»

&« <

To add a new user, click the “Add a User” button in the upper right corner of the Manage Users screen.
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Manage Users ADD A USER

SEARCH BY

Select Agency - Select Branch - Select Agent Name -

Account Mumber

!SEARCH BY USER DETAILS ~

CLEAR SEARCH

Agency

Agency Name T | Account Number Street Address

The following fields are available when adding a new user:
e User’s Role

User’s Agency

User’s Branch*

User’s First Name

User’s Last Name

User’s Email Address

User’s Phone Number*

User’s State of Residence*

User’s DBA Agent Name*

* Indicates optional field

Add User

Select the role Select the agency Select the branch

First Name Last Mame

Phone Mumber Select the agent state DBEA Agent Name

| SAVE | | CANCEL

Click “Save” to create a new user.
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Agency Agent ABC Travel Select the branch
test_emails@worldtrips.com

371231234 Indiana Test DEA Name

SAVE | | CANCEL

The user will receive an email from OKTA to activate their account and set up their login credentials.
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Revision Log

e WorldTrips

Document Version |Revised By Changes

10/5/2021 Original

02/28/2022 Paulina Stremplewska |Added Banner Ads section

07/25/2022 Paulina Stremplewska |Updated screenshots. Updated Policy Details and Trip
Details with fields that moved or were added (Primary U.S.
Destination). Updated Policy Updates with revision mode
changes. Updated Total Trip Cost rules description.

09/22/2022 Emma Probst Removed information unnecessary to the Agent role.
Removed login instructions. Organized quoting
information for a simplified approach to getting a quote,
searching for a policy, and making modifications to a
policy.

10/27/2022 Emma Probst Updated screenshots

08/29/2023 Emma Probst Added information regarding electronic consent

09/07/2023 Emma Probst Updated agent registration screenshots
Added sections to capture CTP Group information

01/11/2024 Emma Probst Added minor endorsement enhancements and additional
search fields information
Updated relevant screenshots

05/06/2024 Emma Probst Updated screenshots relevant to destination field changes

12/02/2024 Emma Probst Updated screenshots relevant to “Add a User” changes

03/03/2025 Emma Probst Changed CTP contact email address
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