| WANVAAYZAN

Aviva Broker
Collections Portal

Commercial Direct Debit set up user
guide



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

Gl broker

A Direct Debit illustration provides details of
n AVIVA Collections home  Mystatements My queries e inStalmentS/ChargeS for Credit

edward.macdonald@aviva.com

P e To obtain a Direct Debit illustration select Provide Direct
Debit illustration
Broker Collections

Statements )
View my statements
View statement sites aligned to your account

PolicyNumber

‘ Enter policy number ‘

Search
Quick Links
f y |
Queries EESY pirect Debit lllustration
View my queries Provide Direct Debit
Illustration

Terms and conditions Privacy policy Cookie policy Mangz
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Direct Debit payment illustration

MAVIVA  Collectionshome  Mystatements My queries * The Policy type screen with be displayed
e Ablue information box will be displayed sharing important
Provide Direct Debit Illustration Step 1 of 3 information around Credit eligibi“ty

. « Select the relevant policy type, either Personal policy or
Policy type Commercial policy, to continue

Important information

Customers that do not live in the UK are not eligible for credit.

Choose a policy type

l Eﬁ\] Personal policy l

l w;’ - \] Commercial policy l

Continue to policy details
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Providing a Direct Debit payment illustration

Provide Direct Debit Illustration Step2of 3

' AVIVA Collections home My statements My queries

Logged in as
CARTEDM

Commercial policy details

What type of payment illustration do you need?

[ () Customers new to monthly instalments

Existing customers renewing monthly instalments

Mid-term adjustment

Back Get 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

mAVIVA Collections hame My statements My queries

tion Step2of 3

Commercial policy details

What type of payment illustration do you need?

—

Existing customers rendwing monthly instalments

Mid-termn adjustment

o Before you continue, check who's eligible for monthly payments

Policy number

100123321CPO

Credit amount (GWP) @

Back Get payment illustration

Lagged b o
CARTEDM

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

Debit lilustration Step 3 o

- AVIVA Collections home My statements My queries m

3

Policy number

11 monthly payments of

llllllllllll

Payment illustration

&

Back to collections home

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

MAVIVA Collections home My statements My queries

ation Step3of 3

N

Payment illustration

Final payment

Important information

Back to collections home

The Pay_ment 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

e Interest rate

« Total payable

e 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

m AVIVA Collectionshome My statements My queries

e Fillin the relevant policy number

Provide Direct Debit lllustration Step2of3 . . .
e Select Find policy to continue

Commercial policy details

What type of payment illustration do you need?

l [ ) Customers new to monthly instalments

l. ) Existing customers renewing monthly instalments

Existing policy number

This must be a live policy number.
Enter an existing palicy number I Find policy
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Providing a Direct Debit Payment [llustration
Mid-term adjustment

T A P et o e This screen will display, providing an overview of your policy, with the
following information:
e Term end date

¢ Amount outstanding before mid-term adjustments

rovide Direct Debit Ilbustration Step 2of3

Commercial policy details

* Fillin the Policy amendment date and mid-term adjustment amount

» Select Get payment illustration to continue

56101433200 Find policy

Owverview

Term end date

24 May 2027

Amount ing before mid-ter ji

£224.00

Palicy amendment date €3

The date the palicy changes will hapen. ou can chacss today's date or a

Mid-term adjustment amount
Enter the value af the adjustment applied to the: palicy.

‘ou can enter posithie or negative numbers (for cxample, E100 ar £100).
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Providing a Direct Debit Payment [llustration

Mid-term Adjustment

MAVIVA

rovide Direct Debit [lustration Step 3of3

Paymentillustration

Palicy number

Palicy amendment date 16/0612006
Term end date

Total paid to date E106

Total outstanding amount after mid 30533
term adjustment

Number of payments remaining 1

First updated collection date i) 15/07/2006
Updated payment amoant

Finalinstalment amount 2163
Finalinstalment date 1502027

Total payable E32400

Download payment illustration ¥, | I

Important information

This lustratian is based an yau processing the mid term adjustment tody.

Back to collections hame

The Payment illustration screen is displayed based on information provided on
previous page
The following details are provided
e Policy number
* Policy amendment date
« Term end date
e Total paid to date
e Total outstanding amount after mid-term adjustment
* Number of payments remaining
» First updated collection date
e Updated payment amount
e Final instalment amount
e Final instalment date
e 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

L b

» Select the transaction you wish to set up on direct debit from the
L Statement view screen

Awtan Broker

Statement view

Statemant site; SI0000I010S
Credil cestreller name: Dhongade Aniket Ttal sestamding we el statument

Telsphons numbsr; 0113456789 Currene o g drea tetal Camim. batal Mot atal

Wierm paymesd Bisiory

@ Fitber, sort, print or export optiens

Tranisction status ican explained @

Dizplaying 1 to 10 of 2172 results Items e page: o 15 50 100

Effective Palicyholder & Comm. 5 Padicy - aross o Comm. 5 Mt 5 Status o Transaction o 150
dats rats s b ta Featus cod
‘terms

TransDate_29/04/2001 1 SGCAFLO01645 K35.00 .50 2715 Mot dise _“.:!ur

PAWS, Tt Conta 3 SECYBIOOTHLE e 2996 Mol Salact

PECYBLOGERLY e 11.00 45 oL g Lelect

PAWS Tt Contact F PELALIODSOZS 215, 217.11 Mot dise Selact

PAWS Tedd Contact 1 BEA2RETIECA 2199 454 1293 et e Salact

PAWS, Tewt ¥ ;. HECYBROOERLD T2.5 25 20, Mot dige Lelect

MECPIGSTATY 458833 L ik} T Mot e Select

[LESTLFETS T .56 500 1545 NOL dige Select
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How to set up a Direct Debit arrangement

BIAVIVA  Colictionshome  Mystatements My queries po--ee  The Transaction details screen will be displayed

Select Pay by Direct Debit

Transaction details

Palicyholder
TransDate_29/04,/2026

Policy number
960 %F 1001 RRE

OOOOOOO

Back to statement view
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How to set up a Direct Debit arrangement

Transaction details

MAVIVA Collectionihemwe My statemants My querie

Pay by Direct Debit

5 sthonm by Direct Debit, please select the Proces

Cumteanirs whs are ot domibclbed |

it UK are mot eligible for credin.

Back to statement view

Proeed to set up Direct Debit

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

MAVIVA  cosectinsbone by ey queries m e The Before you apply screen will be displayed

» This screen provides the following information
e Things to tell your customer
e Who can pay monthly?
Customer can’t pay monthly if

Before you apply

Things to tell your customer

e The blue information box highlights that if the customer doesn’t meet the
criteria, do not continue with the journey

Who can pay monthly?

Customers can't pay monthly if:

Seart application
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How to set up a Direct Debit arrangement

AN e m « The transaction details screen will be displayed

¢ The following fields will be prepopulated-
e Policy number
* Policy start date

Pay by Direct Debit Step 1of 4

Transaction details

* Agency code

e » Item code

o ppeee *  Premium - information icon for more information (see next slide)
;_g:mﬁ.;. | * Policyholder name

N * Address- information icon for more information (see next slide)

P — N —— e The Preferred payment day of the month should be selected from the
£336.0 drop down

Policyholder name

0/04/202¢ e Select Get payment illustration

Back Get payment illustration
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How to set up a Direct Debit arrangement

Loggedinm
BIAVIVA coleionboms  Mysstmants  Myauors

Pay by Direct Debit Step 1ofd

e Selecting either of the information icons will display the following
pop out information box’s

Transaction details

Credit controller nama: MUIBC Collections

Policy number

Policy start date

A

Agency code

804706

tem code
RN Insurance premium tax (IPT)
K > Insurance premium tax (IPT) is a tax on insurers, like VAT, that applies to most general UK insurance premiums.
Premi i I | e T} if applicabl |
remium lincludes Insurance | semium tax (IPT) it applicable) ) After your insurance provider collects the premium (the amount you pay on a regular basis for your insurance
£ ) policy) from you, the taxis paid directly to the Government
330
Policyholder name
1/202¢
»
address ) >
Aviva Uk Insurance Address
Po Box 6 This is the current correspondence address held by Aviva.
Nor

Preferred payment day of the month

Flease select w

Back Get payment illustration
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How to set up a Direct Debit arrangement

n AVIVA Collections home My statements My queries

Pay by Direct Debit Step2of4

Payment illustration

Credit controller name: NUIBC Collections
Policy start date T9/04/2027
11 monthly payments of

Final payment (month 12)

First payment date ) 10/05/2027
Final payment date 10/04/2028
Service charge 0.00

Total service charge

Total payable E£336.00

Full premium E£336.00

Download payment illustration &

Back Continue to set up Direct Debit

Legped in as °
CARTEDM

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

st et s A sk « Selecting either of the information icons will display the following
pop out information box’s

Pay by Direct Debit Step 2 of 4

Payment illustration

Credit controller name: NUIBC Collections

Policy start date 29/04/2027
11 monthly payments of £28.00 Close X
Final payment (month 12) £28.00 [\
.

First payment date

First payment date ) 10/05/2027 »
>
) ) We'll take future payments on your preferred payment date each month, or within 3 working days. We’'ll

Final payment date 10,/04/2028

confirm this in writing to your customer.
Service charge 0.00 %
Total service charge £0.00
Total payable £336.00
Full premium £336.00

Download payment illustration .,

Back Continue to set up Direct Debit
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How to set up a Direct Debit arrangement

MAVIVA Collections home My statements My queries

ectDebat Step 3 ef'4

Customer’s details to set up the Direct Debit

Policyholder details

Direct Debit details

Policy start date

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

Direct Debit Guarantes

The Direct Debit Guarantee is displayed

The Direct Debit Guarantee ﬂ)?ﬂﬂ

A declaration is displayed validating the account details provided
The Declaration box must be ticked

Click on Set up Direct Debit to proceed

Declaration

| confirm that |'ve resd snd | agres with the statemants

Bireot Bebit Masdae

Diswealigad & pagbr Direct Desit Mandste

Pledie be waate, it SIEhL Cese pour Doy
" A

noeption or rerewesl date, For mare information, resd the

Eroker Guide te Faper Mandates

Back B4 up Direct Dudin Cancel application

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
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How to set up a Direct Debit arrangement

M AVIVA c My

Stepdof 4

Confirmation

Eredit controller name: HUIBE Collections

ob, Direct Debit Mandate

ok, Payment lllustration

oF, Commercial Lines Paying Monthly Information Document

Back to statement view

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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Aviva Insurance Limited, Registered in Scotland Number SC002116. Registered Office: Pitheavlis, Perth PH2 ONH.
Authorised by the Prudential Regulation

Authority and regulated by the Financial Conduct Authority and the Prudential Regulation Authority.
Firm Reference Number 202153.

For use by UK Insurance Brokers only.
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