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1. Browser Setting (For printing purpose) – Please set this once before start printing any Travel PA documents. 
 

a) Internet Explorer 
 

i) Click on File -> Page Setup… 
 

 
 
 
ii) Make sure the “Header” and “Footer” is blank. 

 
iii) Set the following margins: (This setting is only applicable to Internet Explorer version 7) 
iv) Left : 0.35  
v) Right : 0.43 
vi) Top : 0.2 
vii) Bottom : 0.13 

 

 
 
 

 



 

 
viii) Set the following margins: (This setting is only applicable to Internet Explorer version 8) 

Left  : 8.5” 
Right : 10.6” 
Top  : 5” 
Bottom : 3.56” 

 

  
 
 



 

 
2. New Business 
 

a) In the new business screen, select “Travel Personal Accident”. The page contains 3 sections, which are insured 
particulars, nominee particulars and plan type  

 

 
 

 
b) Screen below is the Insured Particular section. Fields marked with * are compulsory to generate the 

quotation/cover note. 
 

 
 
c) The screen below is the Nominee Particular section. Fields marked with * are compulsory to generate the 

quotation/cover note. After all the nominee details have been fill up, user need to click “Add” button to include 
the name in the Nominee Details. 

 



 

 
d) Below the nominee menu is the Question column. For the insured that is planning to travel on one way only, 

user need to select the One way travel as Yes. (*One way cover is applicable to journey up to maximum 3 
day period only) 
 

 
 
 

e) The screen below is the Plan Type section. In here user can select the plan type according to the scheme and 

category type. After choosing the scheme and category, user needed to enter the insured detail screen and 

click “Add” button. If policyholder is the same as insured, user just need to tick the “Please Tick if same as 

Policy Holder” button and add the insured without re-keying all over again 

f)    For plan type selection, user may only be allowed to add insured as per below : 

a. For individual scheme, only 1 insured is allowed to be added 

b. For individual & spouse, only 2 insured are allowed to be added 

c. For individual & children or Family plan, no limitation to then number of insured 

 

 
 



 

g) Quotation Screen: 

 



 

3. Documents 
 

a) Certificate of Insurance  (Note that the CI number will always start with KL-P-B1-D-000002, regardless which 

branch you are) :  

 
 
 

b) Jacket : 

 



 

c) Debit Note (Customer  Copy):  

 
 



 

 
d) Debit Note (Agent  Copy):  

 
 


