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Getting to know the Travel Portal 
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What is the Travel Portal? 
 
The Travel Portal will allow you to issue Travelsafe Policies 
(Official Confirmation of Coverage) online. Convenient and 
user-friendly, Travel Portal is an internet-based system that 
will improve the way you do business.  
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I want to use Travel Portal.  What do I need to do? 
 
Accomplish an Enrollment Form.  

T R A V E L  P O R T A L  E N R O L L M E N T  F O R M  
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Using  Travel Portal for the first time 
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How do I begin using Travel Portal? 
 
When using Travel Portal for the first time, you must first 
enter the username and default password issued to you. 
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How do I change my password? 
 
Enter your current password, followed by a new password of 
your preference, then type your new password again to 
confirm.  To finalize, click Change Password. 
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How do I set-up my Account? 
 
It is important that you provide the required security 
information and a valid email address. You will need these in 
case you forget your password.  
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What do I do in case I forget my new password? 
 
In case you forget your password, click Forgot Password on 
the Travel Portal Home Page. 
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You will then be prompted to provide your username and to 
answer a security question.  Once you’ve provided the 
correct answer, click Send me new password.  Your new 
password will be sent to the e-mail address you provided in 
your Account information.  
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Issuing a Pacific Cross Travelsafe Official Confirmation of Coverage (OCC) 
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STEP 1:  Click Issue OCC. 
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STEP 2:  Provide the client’s travel information by clicking 
the appropriate tick boxes.   
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STEP 3:  Fill out the online application form by typing in the 
required information, or clicking the appropriate tick boxes.  
Once completed, click Next. 
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STEP 4:  Review the 
Travelsafe Insurance 
Coverage Summary.  
If everything is in 
order, click Confirm.  
If there are errors, 
click Back and edit 
details as needed.  
To be safe, you may 
opt to just cancel 
and close the 
summary window, 
and begin your 
transaction again.  
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STEP 5:  Email OCC, View the OCC, TACTIC and Application 
Form by clicking the appropriate links.  
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STEP 6:  Print the Application Form and have the applicant 
sign on the appropriate space.  The Travel Agent who issued 
the OCC should also sign. 
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STEP 7:  Print the OCC and give the client a copy.  You may 
also save it in your computer, then send it as an attachment 
via e-mail.  
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Retrieving an OCC 
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Click OCC Retrieval. 
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The OCC Retrieval module will allow you to search for an OCC 
in several ways.  You may select one category, or a 
combination of categories to help you look for an OCC. Once 
you select your categories and provide the corresponding 
information, click Search.  To start a new search, click 
Refresh. 
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You may also view OCCs you have issued by clicking Download. A “.csv” 
file (which you can open in Excel) will then be made available.  If you 
leave all the search fields blank, clicking Download will show you all the 
OCCs you have issued so far.  You may narrow down the scope and output 
of your Download file by selecting a category and plugging in the 
required information. 
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Cancelling an OCC 
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OCC Cancellation can be done through the following options: 
 
OPTION 1: Click Cancellation button under Transaction tab 
 
NOTE: When going through this cancellation process, please make sure that you have 
already created the replacement OCC, before proceeding to the Cancellation Screen. 
The OCC number of the replacement OCC (“OCC Replacement”) is a required field in 
the Cancellation Screen. Without it, you will not be able to complete the cancellation 
process. 
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Search for the OCC you wish to cancel.  Once found, click Cancel. 
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After you click Cancel, a Cancellation Screen will be shown. Provide the OCC 
number of the Replacement OCC and the reason for cancellation (e.g. 
change in coverage period). 
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OCC Cancellation can be done through the following options: 
 
OPTION 2: Click Issue OCC button under Transaction tab 
 
NOTE: When going through this cancellation process, please make sure that you have 
the OCC number for retrieval. Once new OCC is issued, the previous OCC will be 
automatically cancelled and no need to do OPTION 1 cancellation process. 
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In the question “Is this a replacement OCC?” select “Yes” then input OCC number 
and click RETRIEVE button. 
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Cancelled OCC 
Please note that the Cancellation link allows you to cancel an active OCC.  
On the other hand, the Cancelled OCC link allows you to view and search 
for details of OCCs that are already cancelled.  
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Important Reminders 
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1. For cancellation on the 4th day onwards from date of OCC 
issuance (the date of issuance is counted as day 1):  The Travel 
Agent must cancel the OCC in Travel Portal.  
 

2. Cancellation on the departure date is not allowed.  
 

3. Cancellation after the departure date is not allowed.  
 

4. For Family Plans:  Please note that if an Insured Person is below 
6 years old, you will not see a corresponding PA Beneficiary Field 
for said Insured Person until further notice. 
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Contact Details 
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For cancellation approval, questions and other concerns regarding Travel 
Portal, please get in touch with your Pacific Cross Business Development 
Specialist.  You may reach them through the following: 
 
Telephone Numbers: 
(632) 899-8001 local 5003 (Mondays to Fridays, 8:30 a.m. to 5:30 p.m.) 
 
E-mail address: bctap@pacificcross.com.ph 
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THANK YOU! 


