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Quick Reference Guide

For additional help with topics not outlined in the following pages:
Policyholder: Please contact your broker.
Broker: Please contact your Carrier.
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Navigating

» Using your internet browser, go to www.billitnow.com
» Enter your username and password in the Login dialog box and press <ENTER> to access the Welcome Page.

3 Producers are provided with their login credentials from the Carrier. Policyholders will need to register as new
users.

Username | |

Pas=word | |

|:| Remember me on this computer

Mew User? Register Here

Forgot Password? Click Here

Policyholders click
here to register
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New User Registration

»

»

»

»

»

Click on the “New User? Register Here” link on Home Screen

Enter the requested information below directly from your statement. Use the zip code of your physical
address, not the mailing address if they are different. If the statement shows the zip code with a dash and
four digits, enter this as the full zip code.

The email address you enter will be used to send password information.

Select <Submit> when all information is entered. An email will be sent to you with your username and
password. Login to the system with this information. You will then be prompted to set up security
qguestions. Follow prompts to finish login registration.

At any time you can update your username and password by clicking on “Change Username and Password”
link which is found under the Tools section on the Home Screen (see next page).

New User Registration [4] Back

Please enter the information exacthy as as it appears on your statement or your insurance declarations page.
Your email address will be used to deliver your temporary username and password. Please be sure to check your Junk Email folder if you do not receive your temporary
password.

Policy Number
Effective Date

|
[H]

| Exactly as it appears on your statement

Name
Zip Code

Email Address

Confirm Email Address

Csuom | conce |
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Welcome Page

The Welcome Page provides links to various options. The Accounts section provideslinks to your policies and
other entities. Select the Policy Holder or Policy link to search or browse these levels.

The Tools section provides links to settings and actions.
To make an online payment, you can either:

click on ‘Policy’ underthe Accounts Section and then click on the policy number for the policy you are
making a paymentfor.

click ‘Pay Policy Online’ underthe Tools Section.
Continue to Page 13 for furtherinstructions on making an online payment.

B Issuing Company (1) =B Pay Policy Online

B Broker (1) B View My Profile

B Loss Payee (0) B Change User Name and Pazsword
= = Policy Holder (1) B Go to My Policies
Fu  Policy (3) = Prior Statements

B Scheduled Payments
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Policy Holder Screen

Selecting the Policy Holder link (shown on prior page) will display the Policy Holder Screen, as shown
below. To search for a specific policy, enter all or part of the policyholder name in the search box and
click on <SEARCH>.

Alternatively, you can scroll through the list of policy names by clicking on the page numbers located
under the search box.

Click on the policy policyholder name to pull up the Policy Holder Detail Page.

12345678910
Hame Address

PUEBLD WEST . CO-B1007
DENVER . CO-80236
AURDRA - CO-B0012
THORNTON . CO-80229
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Policy List Screen

Selecting the Policy link will display the Policy List Screen, shown below. To search for a policy, enter all or
part of the name or policy number in the search box and click on
<SEARCH>. You can also filter your search further by using the selections on the drop down menus to the

right of the search box.

Alternatively, you can scroll through the list of policies and click on the desired policy number or policyholder.
Click on the POLICYHOLDER to see the Policy Holder Detail Screen

Click on the POLICY NUMBER to see the Policy Detail Screen.

. | '
Home Reports Help Log Out

. | .
EEE——————————
Policy List [+] Back

|[Show Al Policies |~ | [Sort by Policy Holder | | (el

Policyholder Effective Date Expiration Date ; Total Premium
Joe Poicyholder 101872015 10182016 INL MARMNE 169.00
Joe Policyhokder 10182015 10182018 LIABILITY $12.00
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Policy Holder Detail Screen

The Policy Holder Detail Screen displays policyholder contact information, as well as information on the
issuing company, carrier, MGA and broker. The policyholder’s policies can be accessed from this screen by
clicking on the link located in the upper left hand portion of the screen. If multiple policies are held by the
same insured, the policy link will bring you to a Policy List of all policies associated with the insured.
Transactions can be viewed at the account level (all policies) by clicking the ‘Account Transactions’ link.

If any of this information needs to be updated, please contact your broker.

Home Reports Help Log Out

Joe Policyholder (Policy Holder) [+] Back
B Policy (2) % * Required field
& Account Transactions System D !
8 Account Invoices Clent )
Name * |
InsuredDBA |
Issuing Company — -
Address * |70 |
! [
City " [Westbrook |
I ; -
< State * 1
—
Broker o e |
TEST BROKER Country | 1
TEST BROKER ROAD, Phone 1 ]
WESTEROOK I. 3
CT-06498 USA Phone 2 | |
Fax ]
Emai * [; ]
ARernate Emai |
User Contact Type | 1
Logn © oo ]
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Policy Detail Screen

The Policy Detail Screen provides detailed billing information for the policy.

Link to make
Online Payment

. / View online
i f - [ Back
Policy [5}30.'201?. 5/30/2019) 4| bac Y payments that are
Pay Online/ already scheduled.
A View Scheduled Payments
POIICy term Set policy email ;ettings
MGA ID#: 316911 Total Premium Amount $20.785.00 Set preferences for
Policy Type: Package Current Balance Due: $4,159.00 ema” a|erts_
Click any linked Tvpe Hamc COmTEz 30
t. t . d t | Policy Holte
e 'Bssuki”gCWW"Y Total Premium
roker
Date Description Notes Reference Amount Balance BOOked
06/06/2018 Mew Paolicy 1 Direct Billed 20,795.00 20,795.00
06/06/2018  Taxes Applied Taxes. Ef‘rsﬁaargis 0.15 2079515 Current Balance
Transaction 06/07/2018 Premium Statement To Policyholder - Due 6/25 1857969 0.00 20,785.15 Due
History T 2002018 Payment Recsived Payment received C20185DSML -2,079.65 18,715.50
07/20/2015 yent Received Payment received C2018FESGM -2,079.50 16,636.00 The ||nk at the end of a
08/20/2018 Payment ReT > Payment received C2013QTWHS -2,079.50 14,556.50 transaction prOVideS a
08/20/20158 Payment Received Payment received C20180CHTT -2,079.50 12.477.00 PDF co tO download
10/20/2018 Payment Received Payment received C2018JMJEP -2,079.50 10,397.50 . py 3 .
11/2002018  Payment Received Payment received C2018013K1 -2,079.50  3,318.00 Avallable for C_redlt Card
12/20/2016 Payment Received Payment received C2018U5290 207950 6,238.50 / payment receipts and
Payment Due 01/20/2019 Payment Received Paymeant received C2019FGVQ2 207950 4159.00 Statements_
Date ’
\ Statement Payment Amount Stmt. Delivery _Del_lvery MethOd
ue ot oue S | | indicates if a statement
1 72018 6/28/2018 2079.50 015 -207950 015 -2,079.65 0.00 Sent Paperk_____F‘_aid——-—-—“‘ . I d
SChedUIed 2 Q042018 TI30/2018 2079.50 000 -2,079.50 0.00 -2,079.50 0.00 Withheld Email Paid IS_ mal e_ (paper) or sent
Statement 3 81102948 §/30/2018 207950  0.00 207950 0.00 -2,079.50 0.00  Withheld Email Paid via email.
T e \\4\ 2/10/2018 9/30/2018 207950 0.00 207950 000  -2,079.50 0.00 Withheld ~ Email Paid
3 10/10/2015 10/30/2015 2,079.50 000 -2,079.50 0.00 -2,079.50 0.00 Withheld Email Paid P t St t o d t f
[ 11/10/2018 11/30/2018 2079.50 000 -2,079.50 0.00 -2,079.50 0.00 Withheld Email Paid X mt. a us_ n I(':a ?S Iran
7 12/10/2013 12/30/2018 207950 000  -207950 000  -2,079.50 0.00 Withheld Email Paid |+ installment is paid, in full
8 1/10/2019 1/30/2019  2,079.50 0.00  -2,079.50 000  -2,079.50 0.00 githheld Email Paid 4 | or partially, or if recurring
Links are i R T A e S T ol [sEymeis 21
. . 1104 1304 079, X X L . { g ithhe! mai chedule
hlgh“ghted when 20795.00 ~16636.00 4159.00 scheduled.
prlOf/neXt term I~ Past Amount Due: $0.00
3 Current Amount Due: $0.00
eXIStS for the same \ Minimum Amount Due: 50.00 9
p0|icy number. << Previous Term  MNext Term >> Account Level Schedule

Stmt. Status indicates if an installment statement has been sent, disabled or withheld. They
will indicate withheld if the delivery method is via email.
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Policy Detail Screen

You can download a copy of a statement from the Policy Detail Screen by clicking on the
link to the far right of the Premium Statement transaction. Depending on the volume of
statements to load to the website in a given day, it may take a several hours for a
statement to be available online for download.

Policy (5/30/2018 - 5/30/2019) [<] Back

Pay Cnline
View Scheduled Payments
Set policy email setfings

MGA 1D 3691 Total Premium Amount: $20,795.00
Policy Type: Package Current Balance Due: 54,159.00
Type Name Commission
Policy Holder
Issuing Company
Broker
Date Description Motes Reference Amount Balance . .
06/06/2018 MNew Paolicy Direct Billed. 20,795.00 20,795.00 c“(:k on the “nk here
06/06/2018 Taxes Applied Taxes. Er 015 2079515 AN to pu Ilu p a copy of the
06/07/2018  Premium Statement To Policyhelder - Due 6/28 1887969 0.00 20,795.15 Statem ent
06/20/2018 Payment Received Payment received. C2018SDSML -2,079.65 18,715.50 h
07/20/2018 Payment Received Payment received C2018FESGM -2,079.50 16,636.00
08/20:2018 Payment Received Payment received. C2018QTWHS -2,079.50 14,556.50
09/20/2018 Payment Received Payment received C20180CHTTY -2,079.50 12 477.00
10/20/2018 Payment Received Payment received. C2013JNJGP -2,079.50 10,397.50
11/20/2018 Payment Received Payment received C2018013K1 -2,079.50 8,318.00
12/2042018 Payment Received Payment received. C2018US29Q -2,079.50 6,238.50
01/20/22019 Payment Received Payment received C2019FGVQ2 -2,079.50 4,159.00
5imt Statement Payment Prem Fees Prem Fees Total Amount Stmt. Delivery Pmt
No. Date Due Date Due Due Paid Paid Paid Due Status Method Status
1 672018 B/28/2018 207950 015 -2,079.50  -0.15 -2,079.65 0.00 Sent Paper Paid
2 T10/2018 Ti3012018 207950 0.00 -2,078.50 0.00 -2,079.50 0.00 Withheld Email Paid
3 8/10/2018 B/30/2018 207950 0.00 -2,079.50 0.00 -2,079.50 0.00 Withheld Email Paid
4 9/10/2018 9/30/12018 207950 0.00 -2079.50 0.00 -2,079.50 0.00 Withheld Email Paid
5 10/1042018 10/30/2015 207950 0.00 -2,079.50 0.00 -2,079.50 0.00 Withheld Email Paid
[} 11/10/2018 11/30/2018 207950 0.00 -2,078.50 0.00 -2,079.50 0.00 Withheld Email Paid
7 12/1052018 12/30i20158 207950 0.00 -2,079.50 0.00 -2,079.50 0.00 Withheld Email Paid
3 1/10/2019 1/30/2019 207950 0.00 -2,079.50 0.00 -2,079.50 0.00 Withheld Email Paid
9 2182018 202812019 207950 0.00 0.00 0.00 0.00 2,079.50 Withheld Email Scheduled
10 3/M0/2019 3/30/2019 207950 0.00 0.00 0.00 0.00 2,079.50 Withheld Email Scheduled
i 1 4159.00
Past Amount Due: $0.00
Current Amount Due: $0.00
Minimum Amount Due: $0.00
<< Previous Term Next Term >> Account Level Schedule
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Payroll Reporting

For monthly payroll reporting policies, you can enter the monthly payroll directly online.
Select Report Payroll under the Tools Section and then select the invoice number which will
bring you to the Payroll Details Screen.

oo,

a  lssuing Company (1) & Repor Payroll  “dfemm—
a Broker (1) o Pay Policy Online
o Loss Payee (0) B View My Profile
B Policy Holder (1) B Change User Name and Password
8 Policy (1) B GotoMy Policies
B Prior Statements
B Scheduled Paymenis
& Update Payment Information
B View Payments
Invoice No Invoice Date Status Payment Date
2060454 102372018 Paid 102372018
2094108 1152018 Paid 10/26/2018
2140437 12152018 Paid 010372019
2184388 1252018 Paid 010372019
2186430 52019 Paid MA42019
2209529 12152018 Paid 01032019
2233996 021152019 Paid 02/07/2019
2279451 <effmm— 03152013 Unpaid  fm—
Show more

You can also get to the Payroll Details Screen from the Policy Details Page. Just click on the
link next to the statement number. Note: If there is an outstanding payroll report that needs
to be entered, the status on the bottom right of the screen will display “Awaiting Report”.

Stmt Statement  Payment Prem Fees Prem Fees Total  Amount  Stmt  Delivery Pmt
No. Date Due Date Due Due Paid Paid Paid Due Status Method Status.
1T 9/1/2018 4,576.00 1,729.00 -4,576.00 -1,729.00 -6,305.00 0.00 Disabled Paper Paid
2 1032018 10/232018  2,919.34 0.00 291934 000 291934 0.00  Sent Paper  Paid
3 1012612018 1171572018 3,102.79 0.00 -3,102.79 000 -3,102.79 0.00 Sent Paper Paid
4 111252018 121152018 2,907.22 0.00  -2,907.22 000 -2,907.22 0.00  Sent Paper  Paid
5 121262018 1152019 4,553.46 000  -4553.46 000  -4,563.46 0.00  Sent Paper  Paid
8 12602019 201572019 483211 0.00 433211 000 48321 0.00  Sent Paper  Paid
7 21232019 3152019 0.00 0.00 0.00 0.00 0.00 0.00  Sent Paper
8 3262019 411512019 0.00 0.00 0.00 0.00 0.00 0.00 Paper
E] 41252019 5M5/2019 0.00 0.00 0.00 0.00 0.00 0.00 Paper
10 5/262019  6/15/2019 0.00 0.00 0.00 0.00 0.00 0.00 Paper
1 61252019 7M5/2019 0.00 0.00 0.00 0.00 0.00 0.00 Paper
12 71262019 8/15/2019 0.00 0.00 0.00 0.00 0.00 0.00 Paper
Tolal. 2289092 1729.00  -22890. -1729.00
Past Amount Due: $0.00
- _Current Amount Due: Awaiting Report
Minimum Amount Due: Awailing Report
<< Previous Term  Next Term >> Account Level Schedule
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Payroll Reporting — Payroll Details Screen

Enter the monthly payroll figures into the appropriate class codes. When finished, you
can either save the payroll information to access it later online or finalize the payroll
report (submit). If you select the option to save it, please be sure to update the saved
information and Finalize Payroll Report by its due date.

Payroll Details [4]Back
Invoice Number 2279451 Status Unpaid Policy Number
Payment Due Date 3/15/2019 Reporting Period 21172019 - 2/28/2019
Payroll Reporting
Class Code Description Actual Payroll Net Rate Amount Due
7382 Bus or Limousing Operations 10.747 50.00
310 Clerical Office Employees, Draftspersons 0481 50.00

8742 p - Outside, B -Sa /
Payroll Reporting Subtotal: 50.00

Additional Amounts

Class Code Description Amount Due
Mo records found

Subtotal: 50.00
Prior Balances
Prior Balance: 50.00
Grand Total
Total Amount: 50.00
[Cance |

Once finalized, you can either pay the premium due online (see Pay Policy Online on the
following page) or you can mail in a check with the payment coupon that came with your
statement or can be printed from the system.

12
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Pay Policy Online

To pay a policy online, click the Pay Online link from the Policy Detail Screen (as shown on the prior page in

the upper right hand corner). This will take you to the Online Payment Screen.

You can pay for the policy you selected by clicking on the first option which shows the policy number (Policy
Level). If you have multiple policies , select the second option to pay toward the entire account.

Offered payment methods (ACH and/or Credit Card) will be available once the policy is selected. Select

desired payment method that is offered and then click on <Next>

Online Payment

[«] Back

Payment Mode

| weould like to submit a payment for a:

'@} Policy or account present in the system Click here to select one
(®) | want to make a payment only for policy policy from drop down menu
A
':::' | wiEt to make a payment toward the entire account

| would like to submit a payment by:

— [ Click here to select all
() Credit Card

policies for insured.

() Electronic Check (ACH)
Privacy and Security

Next

VISA |PSCoVeR
| Sl v

Quick Reference Guide

)



Online Payment Screen - Checking Account

To make a payment with a checking account, click the radio button for Electronic Check (ACH).

Select the New Checking Account radio button. Select applicable Personal or Business Checking option. If a
checking account has been previously saved under the login id, select Saved Checking Account.

Press <Next> to continue to the New Checking Account Screen

Online Payment

[<] Back

Payment Mode
I 'would ke to submit a payment for a

® po Ecy or account present in the system

() 1 want to make a payment only for policy

(®) | want to make a payment toward the entire account

I'woukd Bee to submit 8 payment by

(®) Electronic Check (ACH)
W
(%) New Checking Account
~
\_! This will be a Personal Checking Account

@) This will be a Business Checking Account

Privacy and Securiy
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Online Payment Screen — New Checking Account

Fill in the blank fields with your checking account information. If the billing address on the account is the
same as the policy address, clicking ‘Yes” will use the address shown. If the address is different, then select
‘No’ and enter applicable billing address for checking account.

When ready, click <Next>.

online Payment [*] Back

Hew Online Payment

Policy Holder: Joe Policyhokder
Total Balance Due:  None
Itinimum Balance Due-None
Policies:

Payment Details
Kame of Account Holder

What's this?

Account Number (repeat)

Routing Number:

|
Account Number: l
|
|
Routing Number (repeat): |

|
|
|
| What's this?
l

Billing Address our current address information is
Address]

Address?:

[70 Esvex Road |
| |
City [Westbrook ]
[ |
(64 |

State

Zipe

2.0 Zip 45454 Or 45432-3433
Is this also the account biling address?
O ves
One

Note: A charge of §25.00 will be assessed for any returned electronic checking transaction. Transactions may be returned as a result of insufficient
funds, or improper routing/account numbers.
Only U.5. bank accounts are accepted.
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Online Payment Screen — New Credit Card

»

To make a payment with a credit card (if this is an offered payment method), click the radio button for
Credit Card.

If a credit card has been previously saved under the login id, select Saved Credit Card.
» Press <Next> to display the New Credit Card Screen

»

Online Payment

[4] Back

Payment Mode

| weould like to submit a payment for a:

'@' Policy or account present in the system

'@:' | want to make a payment only for policy

Pt
]

\_/ 1 want to make a payment toward the entire account

| would like to submit a payment by:
(®) Credit Card

&L
Masteréarc) I /AY:| DISCOVER

L

aved Credit Card

A

-

@' New Credit Card
~

() Electronic Check (ACH})

Privacy and Security
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Online Payment Screen — New Credit Card

» Fill in the blank fields with your credit card information. If the billing address on the account is the same
as the policy address, cIickinF ‘Yes’ will use the address shown. If the address is different, then select
‘No’ and enter applicable billing address for credit card.

» If you would like to save the credit card information for future payments, click on the box and then
enter a descriptive name. Be mindful of the expiration date when making future payments.

» When ready, click <Next>

Online Payment [#]Back
New Online Payment
Policy: «

Total Balance Due:  None
Minimum Balance Due:Mone

Payment Details

Card Type: IDisco\rer -
Expiration Date May 2016

Mame as it appears on card: | |

Biling Address: *our current address information is
Address1:

City:
State:

I
Address2: |
|
|
|

Zip:

e.g9.Zip 45454 Or 45432-3433

Is this also the account biling address?

Oves <

® o
Address1: | |
Address2: | |
ciy | |
State:
Z: | |

e.g9.Zip 45454 Or 45432-3433

I save this account so | can use it next time.

T

Quick Reference Guide
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Payment Options Screen - One Time Payment

Select ‘Make One-Time Payment’ if you are making a single payment.

If the amount you wish to pay is different from the amount displayed in the Amount to Pay field,
change it at this time. The Pay On field defaults to the current date or the due date. If this is not the
date you wish to use, change it at this time. When you are finished making changes, press <Next>.
The Payment Review Screen will display.

Online Payment [4] Back

Payment Options

Policy Holder: Joe Policyholder -
Total Balance Due: _ None Amount due will show here, You can
Minimum Balance Due Hone change the amount to pay in the box.

Policies:
Payment Options /
(®) jiake One-Time Payment

Amount to Pay: 50.00 | rayon:[3/372016 jug)|
':::' Set up Recurring Payments

T
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Payment Options Screen - Recurring Payments

Select ‘Set up Recurring Payments’ if you want to set up recurring payments based on your installment
schedule.

A suggested schedule will be presented to you according to the installment schedule set forth by the
carrier. You may accept this or change any amount or date. You can select a day of the month to
enter in the box to have all payments made on a specific day of each month. Review the presented
schedule and the terms and Conditions. If you agree with the schedule as outlined, click <Next>.

Online Payment [+] Back

Payment Options

Palicy Holder: Joe Policyholder
Total Balance Due Hone
Minimum Balance DueNone
Palicies:

Payment Opions

() Make One-Time Payment

®) setup Recurring Payments
A suggested payment schedule is below. You may medify the dates and amounts as needed

Date Amount Min Due Balance

Mo records found

Add New

Set all payment dates to be on day I:I

Quick Reference Guide
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Payment Review Screen

Validate the information that you have entered for accuracy. Read the Terms and Conditions field
and check the box to accept the terms.

If scheduling recurring payments, you can also:
Select to receive notification if there are premium changes on the policy.
Pre-authorize any premium changes to adjust your scheduled payments accordingly.

Pre-authorize all future policy renewals to continue to draw as per the installment schedule set
forth by the carrier.

When ready, click <Pay Online> to process the payment.

Online Payment [«] Back

Your payment is not yet complete.

Please review the information below and click ‘Pay’.
Policy:

Total Balance Due:  None

Hinimum Balance Dus:Hone Review all information for
Account Information

Pay with Card: accuracy.
Expiration Date:

Biling Address

Address1:

City:

State:

Zip:

Payment Detailz.

PolicylD:

Total amount:

Recurring Payments: [aly ity Amount

SMS2016 50.00

Terms and Terms znd Conditions That Apply to 211 Transactions:
Condition: ~
Please note that these terms and conditions may not be the only terms
and conditions applicsble to your insurance coverage. These terms are
applicable only to the collection of premiums and fees related to your
insurance policy. Your insurance carrier, broker, and/or agent govern &y
Se'ec‘[ all coverage and underwriting decisions. ¥Your insurance carrier may
Opthl’lS D | have read and agreed to the terms and conditions.

D Notify me if there are premium changes on this account.
D | pre-authorize any premium changes to adjust these recurring amounts as needed
D | pre-authorize all future policy renewals and endorzsements to be charged as per the instalment schedule set-forth by the insurance company.

D I no longer wish to receive paper invoices in the mail for scheduled amounts.
’ If acceptable, click Pay Online.
When ready to submit payment, please click the below byl Onl\}.r Click Once.
[ pack | :
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Payment Confirmation Screen

From the Payment Confirmation Screen, you may print a copy of the confirmation for your
records. When ready, click <Return to Account> to return to the Policy Detail Page.

PAYMENT AUTHORIZED
Thanks for your pavment. Your payment 1s scheduled on 4/9/2018 12:00:00 AM. Following are the
details

Login User Name Joe Policyholder
Login User ID JoeH
Merchant Merchant Name Appears Here
Cardholder Name Joe Policyholder
Card Number IOOOOOOOOOOO1234
Authonization Code 634321

Policy Holder Name Policy Fees | Amount Order Number

Joe Policyholder 123456789101112 S0.00 |52577.00 C2018IDXECD
Scheduled on Date 4/9/2018
Scheduled Date 4/9/2018

© Billing Management Services. LLC.
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Modifying Scheduled Payments

From the Policy Detail Page, click on the ‘View Scheduled Payments’ link on the upper right of the screen. See
page 8 for screenshot of Policy Detail Page. To edit the amount or scheduled date of a payment, click ‘Edit’.

[4] Back

Scheduled Payments

Policy {5/30/2013 - 5/30/2019)

Total Balance Due: 54.159.00
Minimum Balance Due: 32.079.50 l
Scheduled Payments
Amount Scheduled Date Payment Type Payment Method Account Number (last 4) fs Account Level
32, 111.40 2120/2019 Recurring Credit Card True Edit X
$2,111.40 32012019 Recurring Credit Card True Edit X

Change the schedule payment option
[« pre-authorize any premium changes to adjust these recurring amounis as needed
o] pre-authorize all future policy renewals and endorsements fo be charged as per the installment schedule set-forth by the insurance company.

11 no longer wish to receive paper invoices in the mail for scheduled amounts.

Enter the updated information and then click SAVE.

Scheduled Payments
Account Number (last 4) ' “;ﬁ:::‘:;em

Scheduled Date Payment Type  Payment Method
Recurring Credit Card True Save Cancel '}(
Recurring Credit Card True Edit }(
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Deleting Scheduled Payments

If the scheduled payment has a black X at the end of it, you can delete this payment. If the payment does not
have an X at the end, it means that the transaction is processing. Credit card payments made for the same day
cannot be deleted. Click on the black X to delete the payment.

Scheduled Payments [«] Back

Palicy | (543072018 - 5/30/2019)

Total Ealance Due: 4 159.00
Minimum Balance Due: 52.079.50 l

Scheduled Payments

I= Account Level

Scheduled Date Payment Type Payment Method Account Number (last 4) e
52.111.40 27202019 Recurring Credit Card True Edit }(
52 111.40 32002019 Recurring Credit Card True Edit

Change the schedule payment option
[+ pre-authorize any premium changes to adjust these recurring amounis as needed
) pre-authorize all future policy renewals and endorsements o be charged as per the installment schedule set-forth by the insurance company.

AT lomger wish to receive paper invoices in the mail for scheduled amounts.
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Reporting at Your Fingertips

Please note: This section is not applicable for policyholders.

In addition to providing agencies with detailed policy and policyholder information, the billing system
provides many reports, including commission reports, pending cancellation reports, overdue payment
reports, etc. Access to reports is based on your login permissions. Sample reports include:

Commission reports can be run to forecast future disbursements, and past commission statements can
be viewed by clicking ‘View Earlier Reports’

The Pending Cancellation Report provides a detailed Iisting of all policies for which a cancellation
notice has mailed, but have not yet been paid or cancelled.

The Billed Balance report can display all amounts billed, billed and not paid, or billed and now overdue.
All reports feature custom sorting.

AI!creports can be exported and saved to PDF, Excel, or Word files for easy manipulation, storage and
reference.

To access the available report listing, click the Reports link, located on the main menu bar (shown below),
which is displayed on all screens.

If you need a report that is not listed, please contact your carrier.

Home Reports Help Log Out

Reporting at Your Fingertips

The Biling Management Services reporting engine makes managing the process zimple. One click gets vou account details, payment activity, commiz=ion statements, pending
cancellation reports, and more. Below is just a short list of the many repors already available. Need a specific type of report for your specialized agency? We can make it
happen. We can custom build any report vou need to track your data.

)
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Available Reports Screen

This screen displays a list of permission based reports. Click a report link to access the Report Criteria
Screen for the report you wish to run.

Home Reports Help Log Out

Reporting at Your Fingertips

The Billing Management Services reporiing engine makes managing the process simple. Cne click gets you account details, payment activity, commission statements
pending cancellation reports, and more. Below is just a short list of the many reports already available. Meed a specific type of report for your specialized agency? We
can make it happen. We can custom build any report you need to frack your data.

Available Reporis

ReportMame Description
Commigsion
Broker Commission Broker Commission
Paymeni
Billed Balance Report Billed Balance Report
Future Receivable Report Future Receivable
Installments Report Installments
Payment Transaction Report Payment/Refund Report
Pending Cancellation Report Pending Cancellations
Palicy Holder Report Active PolicyHolder Report
Puolicy Report Active Policy Report
Policy Balance
Policy Balance Due (Active) Policy Balance Due (Active)
Policy Balance Due (Inactive) Paolicy Balance Due (Inactive)
Underpaid Paolicy Report Underpaid Policy Report

Quick Reference Guide
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Report Criteria Screen

The Report Criteria screens differ slightly depending on the report selected. Typically you will need to specify
the date range, print to option and sort option. If you would like to download the report right away, please
select PDF, Excel or Word. Click the’ View Report’ to return the results.

Report Criteria [«] Back

Report Payment/Refund Report
From Date 01/01/2019 BEl
Ta Date 013172019 Bl
Print To ® Sereen (O PDF ' Excel O Word
Sorting PolicyMNo N PolicyHolder N

PolicyHolder

Effective Date

- -

View Report| Cancel

If you chose to print the report to the screen, you can initially view the report on your screen. The report can
then be downloaded by selecting the Export To function at the top left of the report. Export the results to the
file options given by clicking on the drop down box and then clicking “Go”, as shown below. Once exported,
the document can be saved.

Export T

o [roF <+
Excel
Word

) =
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