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Overview

Our Aviva Broker Collections Portal is an online service providing you 
with an accurate online statement.

Data on our Aviva Broker Collections Portal is refreshed daily to make 
sure we’re presenting an accurate statement.

You can manage payment of your statement via our Aviva Broker 
Collections Portal.  

You can raise queries on our Aviva Broker Collections Portal - these will 
automatically be sent to the right team to look into.

You can also process customer Credit Card payments and set up 
customer Direct Debit arrangements on our Aviva Broker Collections 
Portal.
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Direct Debit payment illustration

• A Direct Debit illustration provides details of 
instalments/charges for credit  

• To obtain a Direct Debit illustration select Provide Direct 
Debit illustration
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Direct Debit payment illustration

• The Policy type screen with be displayed

• A blue information box will be displayed sharing important 
information around credit eligibility 

• Select the relevant policy type, either Personal policy or 
Commercial policy, to continue
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Providing a Direct Debit payment illustration

• The Commercial policy details screen with be displayed

• Select the relevant type of payment illustration to continue
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Providing a Direct Debit payment illustration
Customers new to monthly instalments

• Selecting customer new to monthly instalments will display 
this screen

• Customer eligibility for monthly payments link will display

• Fill in the relevant policy number and Instalment amount 

• Select Get payment illustration to continue
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Providing a Direct Debit payment illustration
Existing customers renewing monthly instalments

• The Payment illustration screen is displayed based on information provided 
on previous page

• The following details are provided

• Policy start date

• 11 monthly payments of

• Final payment

• Interest rate

• Total payable

• Full premium

• You can download the Payment illustration by selecting Download payment 
illustration 

• A blue information box will be displayed sharing important information 
around the illustration
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Providing a Direct Debit payment illustration
Existing customers renewing monthly instalments

• The Payment illustration screen is displayed based on information provided 
on previous page

• The following details are provided

• Policy start date

• 11 monthly payments of

• Final payment

• Interest rate

• Total payable

• Full premium

• You can download the Payment illustration by selecting Download payment 
illustration 

• A blue information box will be displayed sharing important information 
around the illustration
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Providing a Direct Debit payment illustration
Mid-term adjustment

• Selecting Mid-term adjustment will display this screen

• Fill in the relevant policy number

• Select Find policy to continue
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Providing a Direct Debit Payment Illustration
Mid-term adjustment

• This screen will display, providing an overview of your policy, with the 
following information:

• Term end date

• Amount outstanding before mid-term adjustments

• Fill in the Policy amendment date and mid-term adjustment amount

• Select Get payment illustration to continue
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Providing a Direct Debit Payment Illustration
Mid-term Adjustment

• The Payment illustration screen is displayed based on information provided on 
previous page

• The following details are provided

• Policy number

• Policy amendment date

• Term end date

• Total paid to date

• Total outstanding amount after mid-term adjustment 

• Number of payments remaining

• First updated collection date

• Updated payment amount

• Final instalment amount

• Final instalment date

• Total payable

• You can download the Payment illustration by selecting Download payment illustration 

• A blue information box will be displayed sharing important information around the 
illustration
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How to set up a Direct Debit arrangement

• Select the transaction you wish to set up on direct debit from the 
Statement view screen
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How to set up a Direct Debit arrangement

• The Transaction details screen will be displayed 

• Select Pay by Direct Debit
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How to set up a Direct Debit arrangement

• The Pay by Direct Debit screen will be displayed

• Select Proceed to set up Direct Debit
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How to set up a Direct Debit arrangement

• The Before you apply screen will be displayed

• This screen provides the following information

• Things to tell your customer

• Who can pay monthly?

• Customer can’t pay monthly if

• The blue information box highlights that if the customer doesn’t meet the 
criteria, do not continue with the journey
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How to set up a Direct Debit arrangement

• The transaction details screen will be displayed

• The following fields will be prepopulated- 

• Policy number 

• Policy start date

• Agency code 

• Item code 

• Premium – information icon for more information (see next slide)

• Policyholder name 

• Address– information icon for more information (see next slide)

• The Preferred payment day of the month should be selected from the 
drop down 

• Select Get payment illustration
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How to set up a Direct Debit arrangement

• Selecting either of the information icons will display the following 
pop out information box’s
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How to set up a Direct Debit arrangement

• The Payment illustration screen with be displayed

• This screen provides the following information:

•  Policy start date

• 11 monthly payments of

• Final payment (month 12)

• First payment date

• Final payment date

• Service charge  

• Total service charge

• Total payable

• Full premium 

• You can download a copy of the payment illustration by selecting 
Download payment illustration

• Select Continue to set up Direct Debit to proceed  
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How to set up a Direct Debit arrangement

• Selecting either of the information icons will display the following 
pop out information box’s
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How to set up a Direct Debit arrangement

• A blue information box will be displayed providing the private policy information, 
encouraging the customer to read

• The Customer’s details to set up the Direct Debit screen will be displayed

• The Policyholder name, address and start date fields will be prepopulated 

• The Bank account name, account number and sort code fields should be 
completed
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How to set up a Direct Debit arrangement
• The Direct Debit Guarantee is displayed

• A declaration is displayed validating the account details provided 

• The Declaration box must be ticked

• Click on Set up Direct Debit to proceed

• If the customer is unable to agree to the conditions of the declaration, the option to download a 
paper Direct Debit Mandate is provided by selecting the Download a paper Direct Debit Mandate

Note: Should the customer opt to submit a paper Direct Debit Mandate the completed Direct Debit 
Mandate should be sent to – GI Collections, Direct Collections, PO Box 3471, Norwich, Norfolk, NR1 
3FZ   
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How to set up a Direct Debit arrangement

• The Confirmation screen is displayed

• The customers bank details, Policy start date and Preferred payment day of the 
month are displayed 

• A blue information box will be displayed providing details of What happens next
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