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1 Introduction 
 
The Irish Life Health Live application is designed to enable brokers to manage their schemes 
and/or individual policies. The functionality includes giving you – as an Irish Life Health broker 
– the ability to: 

o Purchase new policies and add members to your schemes and/or individual policies; 
o View your member listings, activities and financial statements; 
o View your members’ policy details and some of your members’ documents; 
o View your members’ policy premium details; 
o View your members’ policy activity history; 
o Edit some of your members’ policy details; 
o Change your members’ cover; and 
o Manage your own Irish Life Health Live user access. 

 
The Irish Life Health Live application is a software application that enables you to service your 
members and manage your book of policies. Learning to use it is easy, but it assumes that 
you are familiar with the health insurance regulatory framework governing private health 
insurance in the Republic of Ireland. 
 
This user guide presents an overview of the application’s features and gives step-by-step 
instructions for completing a variety of tasks. 
 
The link to this application is: www.irishlifehealth.ie\portal\ilhlive  
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2 Registering as an Existing User 
 

Note a) This is a once-off step to register for the Irish Life Health Live portal for 
existing portal users. All existing broker portal users must re-register unless 
they have an existing Irish Life Health member portal account. If you have 
an existing member portal account and are using the same email address 
for both applications follow the notes in point (b) below. 

b) Important: you may have already used the same email address to log in 
to the Irish Life Health member portal to access your own health policy as 
a customer. If you have, and are using the same email address for this Irish 
Life Health Live application, you do not need to re-register. Simply login 
using the email address and password you use for the member portal and 
enter your broker member number to access your portfolio of customers on 
the Irish Life Health Live application. 

c) If you do not have an Irish Life Health member portal account or you use a 
different email address to access your member portal from what you use 
as a broker to access your broker portal, please follow the steps below to 
register. 

d) Irish Life Health have introduced an extra step for our brokers to access 
your Irish Life Health portals to ensure every step is taken to keep all data 
stored safe and secure.The following slides are a step-by-step guide on 
how to set up multi factor authentication (MFA) if required. 
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2.1 Enter the Irish Life Health Live address in your addresss bar and press Enter.  

2.2 Enter your: 
 Email address 
 Create a password that matches the requirements listed: 

o At least 8 characters 
o Uppercase, lowercase & numbers 
o At least one special character 

2.3 Click Register account. 

  
Notes The email address being used to register must match what Irish Life Health has on 

record for you as a broker. 
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2.4 When logged in you will be prompted to complete the setup of a two-factor 
authenticator.  
This is a one time setup process. 

• If you already have an authenticator you can proceed to the next step. 
• If you don’t have an authenticator, follow steps to download.  

 
 

2.5 For the purpose of this guide we progress with a mobile device, Google 
Authenticator setup 
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N.B. Whichever authenticator app you choose, you will be subject to the Terms of Use of 
that provider. 

 
 
2.6 Download the authenticator on your mobile device.  

 
 
2.7 Open the app store on your mobile device, search for “Google Authenticator” and Install. 
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2.8 Download the authenticator on your mobile device. 
Open the app and select “Get started”. 
Next login with an either: 

1. An existing Google account, or 
2. “Use Google Authenticator without an account” 
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2.9 Success. You have downloaded the authenticator to mobile. 
    Click “Proceed” to progress to the Setup stage. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Irish Life Health Live User Guide V3.0_Brokers April 2021 15 

2.10 You can setup the authenticator by: 
1. Scanning the QR code, or  
2. Manually entering the 32-digit secret key 
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2.11 QR Code Option. 
Select “Scan a QR code” and give the app the appropriate permissions to use the camera. 
Use your mobile device to scan the QR code on the portal Two Factor Authentication setup 
screen. 

 
 
 
 
2.12 Setup the authenticator [Manual Option] 
Select” Enter a setup key” option 
Enter the account details requested and click Add.  
- Account Name: “Irish Life Health Live” 
 - Your Key: Enter the 32-digit secret key from the setup page 
 - Type of Key: Time based 
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2.14 Success. You have setup the authenticator. 
      The authenticator will immediately show a 6-digit code which will refresh periodically. 
      Click “Proceed” to move to the Verify screen. 
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2.15 Enter the 6-digit authentication code into the verification code box on the Verify screen and 
select “Submit”. 
If there is an error: 

1. Retry, confirming the correct digits are input, which match the code on the authenticator 
at the time of submission. 

2. Go to the previous page and re setup the authenticator. 
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2.16 Success. You have verified the authenticator and this one-time setup is complete. 
Keep your authenticator safe as you will be required to enter the 6-digit authentication code 
every time you login. 

 
 
 
The below is showing the set-up MFA on the Desktop. 
 

2 Login using your existing username and password as normal. 

2.1 Enter your: 
 Email address 
 Password 

2.2 Click Login. 
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Notes The email address being used to register must match what Irish Life Health has on 

record for you as a broker. 

 
 
 

2.3 When logged in you will be prompted to complete the setup of a two-factor 
authenticator.  
This is a one time setup process. 

• If you already have an authenticator you can proceed to the next step. 
• If you don’t have an authenticator, follow steps to download.  

 
2.4 For the purpose of this guide we will select the Desktop, Chrome Extension. 
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N.B. Whichever authenticator app you choose, you will be subject to the Terms of Use of 
that provider. 

 
2.5 The download page for the Chrome extension will open from the link.   
     Select the blue “Add to Chrome” button on screen. 
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2.6 Download the authenticator extension to your desktop. 
    Select the grey “Add Extension” button in the pop-up screen. 
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2.7 To open, this can be found in the extension toolbar to the right of the address bar at the 
top of the screen.   
Next you need to go back to the portal to complete setup. 
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2.8 Success. You have downloaded the authenticator to your desktop browser. 
    Click “Proceed” to progress to the Setup stage. 

 
 
2.9 Navigate to the browser extension toolbar and open the authenticator. 
This can be found in the extension toolbar to the right of the address bar at the top of the 
screen.   
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2.10 You can setup the authenticator by scanning the QR code or manually entering the 
32 digit Secret Key. 

• Click the icon for the scan QR code setup option. 
• Click the pen icon for the manual setup option.   
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2.11 QR Code Setup. 

Click the  icon in the authenticator toolbar to enable the scanning option. 
Select the QR code on screen by dragging the scanning square over the location of the 
code with your mouse as shown in the image. 
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2.12 Manual setup. 

1. Click     

2. Click  
3. Select “Manual Entry” 
4. Fill details: 
 - Issuer: “Irish Life Health Live” 
 - Secret: Enter the 32 digit secret key from the setup page. 
 - Click Ok 

 
 
2.13 Success. You have setup the authenticator. 
      The authenticator will immediately show a 6-digit code which will refresh periodically. 
      Click “Proceed” to move to the Verify screen. 
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2.14 Enter the 6-digit authentication code into the verification code box on the Verify screen and 
select “Submit”. 
If there is an error: 

1. Retry, confirming the correct digits are input, which match the code on the authenticator 
at the time of submission. 

2. Go to the previous page and re setup the authenticator. 
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2.15 Success. You have verified the authenticator and this one-time setup is complete. 
Keep your authenticator safe as you will be required to enter the 6-digit authentication code 
every time you login. 
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3 Logging in to Irish Life Health Live 
 

Note Enter the Irish Life Health Live address in your addresss bar and press Enter. 

1 Make sure you are on the Login tab. 

2 Enter your: 
 Email address 
 Password 

3 Click Login. 

  
Note If you have forgotten your password, use the Forgot password link to reset this. 
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4 Resetting your Password 
Note Enter the Irish Life Health Live address in your addresss bar and press Enter. 

1 Make sure you are on the Login tab. 

2 Click Forgot Password. 
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3 Enter your Email Address and click Reset password.  

 

4 Check your inbox for the password reset email and click Reset password. 
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5 Create a new password. 

Confirm this too. 

6 Click the Confirm button. 



Irish Life Health Live User Guide V3.0_Brokers April 2021 36 
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5 The Welcome or Home screen 
The home page provides a convenient hub to the different parts of the Irish Life Health Live 
application. 
 

  
1 Your user name. 

2 The email address and contact numbers for our customer service teams. 

3 Links to each page in the application (home, policy admin, quote & purchase, 
documents, reporting & my account). 

4 Log Out button. 

 
 

5.1 New Business and Reports 

Under New Business 

1 Click Create a Quote to jump from the home page to the Quote & Purchase page. 

2 Click Retrieve a Quote to jump from the home page to the Quote & Purchase and 
a list of active new business quotes for your clients. 

Under Reports 

3 Click View Reports to jump from the home page to the Reporting page. 

 
 
 
 

  

1 2 3 
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5.2 Search Policy 

  

1 Enter a full (not a partial) policy number to search for a policy by policy number. 

2 Click the Member Number radio button and enter a full member number in the 
Member Number box that will appear to search for a policy by member 
number. 

3 Click the Last Name and Date of Birth radio button to open Last Name and 
Date of Birth fields to search for a policy by these criteria.  
The Date of Birth must be entered in the DD/MM/YYYY format. 

4 Click the Staff Number radio button to open the Staff Number field. 

5 Enter your search criteria and click the Find Policy button. 

TIP You can also search for all policies on a scheme on the Policy Admin page. 
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6 My Account 
6.1 User Management 
1 Click the My Account tab from the main menu to view the User 

Management area. 

2 There are 2 tabs in this area – if you are logged in with ADMIN 
access: 

 User management, and  
 My details 

With the User Management tab selected, you can search for 
existing users, update an existing user’s details and/or create a 
new user. 
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3 The My Details tab view shows your own details, templates for 
download and a list of schemes available under your account. 

4 This page also gives you access to Useful Documents (the Health 
Remittance Template Excel). 

5 You will also see a list of any schemes – where applicable. 
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6.1.1 Search for existing Users 
1 With the User Management tab selected, type the user email 

address or click the Role drop-down list to search for users by 
user detail (email address) or by role type (user / agent). 

2 There are 2 types of users: 
 Admin roles have access to all functionality including 

reports and commission statements. Commission 
statements are password protected so Admin access can 
be given to users even if you do not want them to have 
access to the commission statements as these users will 
not be able to open a commission statement unless they 
have the password.  

 Agent roles have access to policy admin and quote & 
purchase functionality only. 

3 Click the Search button to see all users matching your search 
critera. 

4 The Reset button allows you to clear your search criteria and 
search again. 
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6.1.2 Update a User’s Role or Deactivate a User 
1 If you are an Admin role you will see a list of all users and their 

roles under Update User’s Role. 

2 Click the user radio button of the user you would like to update. 

3 The Update role panel appears. 

4 Click the role you would like to update the user to, i.e. admin or 
agent. 

5 Click the Update button to save the change to the user’s role. 

6 Alternatively, you could deactivate the user by clicking the 
Deactivate button. 
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6.1.3 Create a New User 
1 If you are an Admin role you will see the Create User area. 

2 Enter the new user’s name. 

3 Enter the new user’s email address. 

4 Click the role you would like to assign to the new user. 

5 Click the Create User button. 

Note The user will receive an email with a link to create a password. 
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7 Policy Admin 
7.1 Manage Policies 
7.1.1 Search Policy 
1 When you click the Policy Admin link at the top of the home page you will be 

directed to the Manage Policies screen.  
This screen has two tabs: 

o Search Policy, and 
o Policies by Scheme 

The Search Policy tab is a duplication of the search policy functionality on the 
Welcome/Home page. 

2 Click the Policies by Scheme tab to view lists of policies by scheme. 
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7.1.2 Policies by Scheme 
1 Click in the Select a Scheme field or box to see a list of all schemes 

allocated to your account on Irish Life Health Live. 
Select the scheme from the list. 

2 Click Find Policies. These results will be categorised by Live, Quotes & 
Cancelled. 

 
3 A full list of policies for the scheme will appear. 

4 If the list of members were multiple pages long, you would be able to 
navigate between pages in the list. 
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5 Type search criteria in the Search Within Results box to refine your 
search. 

6 Click the relevant policy number hyperlinked in blue to open the policy. 

 

 
 

7.2 Individual Policy Details 
1 When you click on an individual policy, the policy details for that policy displays 

5 / 6 tabs – depending on whether the policy is due for renewal: 
o Policy Details 
o Cover and Benefits 
o Documents 
o History 
o Premium Details 
o Renewal – this will display when a policy is due for renewal 

 
2 Under Policy Details you will be able to view the: 

o Start Date 
o End Date 
o Next Renewal Date 
o Status  
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The Renewal tab includes 2 tabs: 
 The Renewal Quote Details tab 
 The Pay Renewal tab 
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3 The next section under Policy Details shows the Members on the policy. 
This is where members can be added and deleted, member details like last 
name can be amended and plan type per member can be changed. 

 

4 The next section shows you the Addresses on Policy. 
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5 The last section shows you the Other Policy Details.  
In this section, the policy contact details, contact preferences and method of 
payment can be amended and updated. 
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7.2.1 Renew the policy by Credit Card 
Notes  This Pay Renewal tab will only display if the policyholder has 

chosen credit card (annual) payment as their payment method. 
 If a policholder wishes to switch from monthly payments to annual 

payments, an amendment to the policy method of payment will be 
required before the renewal can be paid for by credit card as 
shown here. To do this, access the Policy Details tab and access 
the Method of Payment tab under Other Policy Details to change 
the member from Credit Card to Direct Debit. 

 If any details need to be changed on the renewal – for e.g., if a 
plan change or member change is required – this should be 
carried out first before taking payment for the Renewal. 

1 Assuming all the details under the Renewal Quote Details are 
correct and no amendments are required before renewal, click the 
Pay Renewal tab to capture the member’s credit card details and 
process payment for the renewal. 

2 Check the amount to be charged is correct. 

3 Tick both boxes on behalf of the policyholder. 

4 Click Pay Renewal Now. 
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7.2.2 Add a Member 
1 Each member already on the policy appears as a separate tab. 

The policyholder will always display as the first tab. 
Other members of the policy are labelled as: 

o Name and surname 
o (Type) e.g. Policyholder or Partner or Spouse or Dependant etc. 

2 Click the Add Member button to add a new member. 

 
3 The Add Dependant screen opens. 

 
Notes  A red asterisk (*) indicates mandatory fields. 

 Complete the fields for the member.  
 If the policy is due for renewal, the effective date will be auto-selected 

to the renewal date and cannot be amended. 
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4 Complete the Lifetime Community Rating and Previous Health 
Insurance questions. 

Notes  The date of birth field will determine if the Lifetime Community 
Rating section appears or not. 

 Different sub-questions will appear depending on the answers 
given to each question according to the regulations for Lifetime 
Community Rating. 

 In this first example, the member is older than 35, so the Lifetime 
Community Rating sections and the Previous Helath Insurance 
questions must be completed.  
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In this scenario, as the member is under 35 in age, only the Previous Health Insurance 
section has opened up for completion. 
Notice that this member has not previously held private health insurance, so the Waiting 
Periods link is provided to prompt the conversation on these. 
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Where the member is under 35 but has had private health insurance previously, these 
details must be captured. 

5 Click Add Another Person to add another dependent to the policy.  

6 Click the Next button once all questions are answered. 
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7 The Add Dependent summary screen will appear showing the premium 
increase. 
In this example, the policy is due for renewal so the premium increase 
will not reflect here as it will reflect in the renewal tab once the member 
is added. This is because this member can only be added from the next 
renewal date. 
There is no cover for this member until the next renewal date, so there 
is no premium charge. 
This screen would show the premium charges and pro rata of benefit 
warnings if a member was added midterm. 
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8 The next screen is the waiting period confirmation screen. 
Each waiting period must be explained and acknowledged to process the 
change to the policy. 

9 Tick to confirm the Upgrade & Pre-Existing Condition Waiting Periods 
have been explained. 
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10 Do the same for the Downgrading Your Cover Section. 

11 Click Back, Close or Confirm. 

 
Notes: 

 Clicking Back will take you to previous steps in the Add Member process. 
 Clicking Close will cancel the Add Member process. 
 Clicking Confirm will save and implement the change – i.e., this will add the member 

to the policy. 
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7.2.3 Delete a Member 
Note You cannot delete the policyholder from a policy. 

1 Click the tab for the member you would like to delete. 

2 Click the Delete this member button. 

 

3 Enter an Effective Date. 

4 Click the Next button. 

 
  

3
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5 View the reduction in premium and click Next. 

 
5-7 Confirm and tick the impact cancelling has on each type of waiting 

period.  

8 Click the Confirm button to delete the member. 
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9 Click Close to view the updated policy. 
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7.2.4 Changing cover 
Note You can change cover for an individual member or for all 

members on a policy. 

1 Click the tab for the member you would like to change cover 
for. 

2 Click the Change Cover button 

 
3 Enter an Effective Date. 

4 Select the radio button to apply the change to all members 
(Yes) or only to the member selected (No). 

5 Select the plan from the Select Plan drop-down list 

6 Select Personalised Packages – where applicable. 

7 Click the Next button. 
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9 View the impact on the premium and click Next. 

 
10 Select the payment method and complete the details 
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11 Confirm and tick the impact cancelling has on each type of 
waiting period. 
Click the confirm button to change cover. 
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7.2.5 Update Member Surname 
1 Click the tab for the member you would like to update. 

2 Select and overwrite the existing name in the Update Last Name 
text box. 

3 Click the Update Last Name button. 

 
4 A message confirming the change will display. 
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7.2.6 Update Postal or Billing Address 
Note We can only keep one address for all members on a policy on 

file. 

1 Click the Postal Address or Billing Address tab as required. 

2 Overwrite the existing information. 

3 Click the Update (Postal / Billing) Address button. 

 

4 A message confirming the change will display. 
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7.2.7 Update Contact Details 
1 Under Other Policy Details, click the Contact Details tab. 

2 Overwrite the existing information or enter information in the 
relevant field. 

3 Click the Save button. 

 

4 A message confirming the change will display. 
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7.2.8 Update Contact Preferences 
1 Under Other Policy Details, click the Contact Preferences tab. 

2 Select the radio button for Electronic or Post as per the 
member’s preference. 

3 Click the Update button. 

  
4 A message confirming the change will display. 

 
 
 

7.2.9 Update Method of Payment 
1 Under Other Policy Details, click the Method of Payment tab. 

2 Select the radio button for Electronic or Post as per the member’s 
preference. 

3 Click the Update button. 

  
4 A message confirming the change will display. 
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7.2.10 Viewing Cover on a Policy 
 

Note This page is under the Policy Admin section and appears 
once you have searched for and clicked on a specific 
policy. 

1 Click the Cover and Benefits tab. 

2 View who is covered. Each member has an individual 
cover tab. 
Click the relevant member. 

3 Notice the links to the member’s Membership 
Handbook/s, Statement of Consumer Rights and Data 
Privacy Notice. 
Note: The Membership Handbook may differ for different 
policy members if they are on different plans. 
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4 Scroll down to view a summarised view of the most 
common everyday health cover benefits on the member’s 
current plan. 

 
5 Scroll down to view a summarised view of the member’s 

hospital cover on the member’s current plan. 
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6 Click the hospital list link to open the member’s hospital list 
document. 
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7 Scroll down to view the member’s full table of cover.  

 
8 Use the arrows to expand each section on the table of cover. 
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7.2.11 Viewing Policy Documents 
7.2.11.1 Viewing Documents for the Current Policy Year 
Note This page is under the Policy Admin section and appears 

once you have searched for and clicked on a specific 
policy. 

1 Click the Documents tab. 

Note This has two sub-tabs: 
 Current Year’s Documents 
 All Years’ Documents 

2 Click the Current Year’s Documents tab to see the 
documents relating to the most recent policy. 
Note: You will see some policy documents but not any 
documents relating to claims. 

3 Click the View button next to the document you want to 
open. 
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7.2.11.2 Viewing Document for Previous Policy Year/s 
 

1 Click the All Policy Years Documents tab to open policy 
documents from previous years. 

2 Click the Select a Policy Year drop-down list to choose 
the relevant policy year. 

3 Click the Get Documents button. 

4 Click the View button next to the document you want to 
open. 
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7.2.12 Viewing Policy History 
Click the History tab to open policy history. 

 
 

7.2.13 Viewing Policy Premium Breakdown 
1 Click the Premium tab. 
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8 Quote & Purchase 
8.1 Create a Quote 
1 Click the Qutoes & Purchase page from the main menu / toolbar. 

2 Click the Create a Quote button. 

 

 
Notice the 4 stages in the quote process. 

 
3 Click the Select a Scheme drop-down list and choose the relevant scheme. 

Alternatively, select Direct from the drop-down list. 
 

4 Select an Affinity – if applicable. 
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5 Complete the Policy Start Date.  

6 Choose the Plan. 

7 Complete the personal and contact details fields. 

8 Select the member’s preference for document delivery  
(Post or E-Doc). 

9 The option to suppress quotation documents. 
This is useful if you are creating a number of quotations and do not 
want multiple quotations to issue to the customer. 

 

 
  

6 
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10 Complete the Previous Health Insurance question/s and click the 
Waiting Periods hyperlink in need. 

11 Add more dependants using the Add Dependant button in need. 

12 Tick the marketing consent – if applicable. 

13 Tick the mandatory tickbox about the Membership Handbook and 
Terms of Business. 

14 Click Get Quote. 
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The quote displays. 
Note: you can create a new quote or edit the existing quote or purchase the quote. 

15 To purchase the policy, click Continue to Payment 
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16 Click the Direct Debit radio button if the policyholder is opting to pay 
monthly. 
Or click the Credit Card radio button if the policyholder is opting to 
pay annually in advance. 
Complete the details required.  

17 Tick the mandatory acknowledgement statements. 

18 Click Submit Payment. 
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8.2 Retrieve a Previously Created Quote 
Note Click the Qutoes & Purchase page from the main menu / toolbar. 

1 View the list of active new business quotes. 

Note You may the option to enter search criteria in the Search within 
results field to find a particular quote. 

2 Click the Policy Number hyperlink to open a previously created 
quote. 

Note You will have the option to create a new quote, edit the existing 
quote or purchase the existing quote. 
If you click Edit this Quote option, an editiable version of the 
quote opens and you can amend the quote following the steps 
already shown above. 
For example, if you suppressed the documentation the first time 
you created the quote, you can now issue the quotation. 
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9 Documents 
1 Click the Documents page from the main menu / toolbar. 

Note The period from and to will automatically have the last 12 
months dates as a preset setting. 

2 Choose the Scheme you would like to view documents for from 
the Select Scheme dropdown list. 

3 Change the Period From and Period To dates, if required. 

4 Click the Search button. 

5 You have the option to Search within the results using the 
Search field. 

6 Click the View button of the document you would like to open. 
This will open in a separate tab. 

7 There may be more documents on subsequent pages in the 
results table. 

 

2 
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10 Reporting 
 

10.1 Broker Reports 
10.1.1 Commission Statements 
1 Click the Reporting page from the main menu / toolbar. 

2 Click the Broker Reports tab to view the 4 tabs: 
 Commission Statements 
 Activities 
 Retail Members 
 Pre-renewal 
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3 The Commission Statements tab shows a list of your commisison 
statements to date. 
Note, you can search within the list using the Search box. 

4 Click the View button under the View Document column to open 
the Commission Statement. 

5 Click the Copy button to copy the Commission Statements list. 

6 Click the Excel button to export the Commission Statements list to 
excel. 

7 More documents are available on subsequent pages. 

Note Commissions Statements are password protected.  
Only users who know the password can open these. 
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10.1.2 Activities 
1 Click the Activities tab to view activities on your clients’ policies per 

month. 

2 Click to select the month. 

3 Click to select the year. 

4 Click the Get Policy Activities button. 
The policy activities for the month and year selected will be displayed. 

5 Click the Excel button to export the Activities list to excel. 
Click the Copy button to copy the Activities list. 

6 More activities are available on subsequent pages. 

7 Use the Search functionality to find a specific result. 

8 Click the Policy link to view the individual policy activity. 
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If you click the Excel button, the Activities List will be downloaded as an Excel document. 

9 Click the Excel document in the downloads folder. 

10 The Excel document will open showing all the activities for the year 
and month selected. 
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10.1.3 Retail Members 
1 Click the Retail Members tab to view a listing of all policies that are not 

categorised under a specific scheme. 

2 Click the Get Retail Member Listing button. 

 
3 Click the Excel button to export the list to excel. 

Click the Copy button to copy the list. 
You can also Search within the results. 

4 More activities are available on subsequent pages. 

5 Click the Policy link to view the individual policy activity. 

If you click the Excel button, the Activities List will be downloaded as an Excel document. 
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10.1.4 Pre-Renewals 
1 Click the Pre-renewals tab to view Pre-renewal Report for members 

who are not linked to a specific scheme. 

2 Click Get Pre-renewals button. 

 
3 The list of all your clients who currently have open Renewal invitations 

will be displayed. 

4 Click the Excel button to export the list to excel. 
Click the Copy button to copy the list. 
You can also Search within the results. 

5 More activities are available on subsequent pages. 

6 Click the Policy link to view the individual policy activity. 
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10.2 Scheme Reports 
10.2.1 Scheme Invoices report 
1 Click the Reporting page from the main menu / toolbar. 

2 Click the Scheme Reports tab. 

3 Click the scheme drop-down list and click a scheme to 
open the scheme report. 

4 Click the Show the Reports button. 

 
5 There are 5 reports – each displayed as a tab for schemes: 

 Invoices 
 Activities 
 Member Listing 
 Pre-renewal 
 Waiting Periods 
 End of Year Premiums 
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Note The first tab (Invoices) shows a list of invoices for the 
scheme. 

6 Click the Excel button to export the Scheme invoices list to 
excel. 
Click the Copy button to copy the list. 

7 Each invoice can be viewed at Member Level. 

8 Or at Policy Level. 

9 Click the Open button to open the invoice. 

10 More documents are available on subsequent pages. 

 
 

  

5 



Irish Life Health Live User Guide V3.0_Brokers April 2021 92 

10.2.2 Scheme Activities report 
1 Click the Activities tab to view activities on your scheme members per 

month. 

2 Click to select the month. 

3 Click to select the year. 

4 Click the Get Policy Activities button. 
The policy activities for the month and year selected will be displayed. 

 
5 Click the Excel button to export the Activities list to excel. 

Click the Copy button to copy the Activities list. 

6 More activities are available on subsequent pages. 

7 Click the Policy link to view the individual policy activity. 
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10.2.3 Member Listing Report by Scheme 
1 Under Scheme Reports, 

2 Select the Scheme, and 

3 Click the Member Listing tab, and 

4 Click Get Member Listing. 

 
5 You can copy or export the listing to Excel as with all other reports. 

Click the Copy or Excel buttons or Search within the results. 

6 Click a Policy Number to access that policy. 
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10.2.4 Pre-Renewal Report by Scheme 
1 Click the Pre-renewals tab to view Pre-renewal Report for the 

scheme. 

2 Click the Get Scheme Renewals button. 

3 The list of all the scheme members who currently have open 
Renewal invitations will be displayed. 

4 Click the Excel button to export the list to excel. 
Click the Copy button to copy the list. 

5 Click the Policy link to view the individual policy activity. 

If you click the Excel button, the Activities List will be downloaded as an Excel document in 
the downloads folder. 

 
 

  



Irish Life Health Live User Guide V3.0_Brokers April 2021 95 

10.2.5 Waiting Period Report by Scheme  
1 Under Scheme Reports, 

2 With the relevant scheme selected, 

3 Select the Waiting Period tab. 

Note Always advise the waiting period by member type. 
You can search by member type to view all waiting periods for 
that member type. 

If an entry has a 0 as a value for a type of waiting period, this 
waiting period is waived for the member type. 

If a waiting peirod entry has a value (e.g.1825) for a member 
type, this indicates that the waiting period applies for that 
member type. The value is given in days. So, for example, the 
pre-existing conditon waiting period is 1825 days in length – or 
5 years. 

4 Click the Excel button to export the list to excel. 
Click the Copy button to copy the list. 

5 More waiting periods data may be available on subsequent 
pages. 

If you click the Excel button, the Activities List will be downloaded as an Excel document in 
the downloads folder. 
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10.2.6 End of Year Premiums Report by Scheme  
1 With the Scheme Reports tab open, and 

2 The relevant scheme selected,  

3 Click the End of Year Premiums tab, and 

4 Click View Tax Rebate Report. 

 
5 Note that you can search within results, for example, by policy 

number. 

6 Click the Policy Number link access that policy. 

7 There may be more results on subsequent pages. 

8 Click the Export to Excel button to export the list to excel. 

If you click the Excel button, the Activities List will be downloaded as an Excel document in 
the downloads folder. 
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11 Troubleshooting 
1. Is it possible to delete a quotation? 

No. 
2. I get an error message when I try to view a policy. 

This error usually indicates that you do not have access to view the policy. 
Contact us and we can try to help you resolve this issue. 

3. I tried to carry out an endorsement or change to a policy and it wouldn’t go 
through. 

There may be an issue with the policy. 
Contact us and we will help you resolve the issue and carry out the change for you in need. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  


