
 

 

 

Step 1 

After logging in. Select Policy 
Documents & Invoicing from the 
Insurance Form and Documents 
menu as highlighted below. 

 



 

Step 2 

You can access your documents 
from the Policy Documents screen. 
Clicking on the top checkbox will 
select all options on the tab you are 
in as indicated on the left. Or you 
have the option of making 
individual selections as needed. 

 



 

Step 3 

Once you have selected the 

documents you would like to 

download you will need to press the 

download button, as indicated and 

save them to a location on your 

device.  



 

Note: 

Historical documents are stored in 

tabs and arranged by financial year. 

To obtain documents from a 

particular financial period select the 

relevant tab for that financial year 

as indicated. 


