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Step 1. Locate the tile of the policy 
you wish to update on the homepage 
(in the ‘My policies’ tab).

Step 2. Click ‘More actions’ and 
select ‘Update policy’.
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Step 3. Make the necessary changes to the policy, 
clicking ‘Continue’ on the bottom right-hand side 
to progress through the screens.
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Step 5. When you are happy to proceed, 
read the declaration and select the 
checkbox to declare you understand..

Step 4. Before submitting, you will be prompted 
to review your changes. Select the heading 
‘Update highlights’ to view the changes. 

Step 6. Click ‘Submit’.

August 24



OFFICIAL

OFFICIAL

How do I update an existing policy online?

4

Step 8. From the portal homepage, 
scroll down to the ‘My tasks’ tab.

Step 9. Click on the relevant 
Reference ID to access the quote.

Step 7. If VMIA don’t need to review the update request, your 
quote will be available immediately for your review.

If VMIA need to review your policy updates, you’ll receive an 
email from us when your new quote is ready for your review. 
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Step 10. If you are happy with the quote, 
click ‘Accept Quote’ and click ‘Submit’.
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Note: If you wish to discuss your quote further with VMIA, 
we recommend calling/emailing VMIA directly rather than 
selecting the option ‘Discuss with VMIA’. Your query will 
likely be resolved faster if you contact VMIA directly than if 
you arrange a time to discuss with VMIA via the portal. 

If you don’t want to proceed, click ‘Actions’ and select 
‘Withdraw Application’ to withdraw your application.
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