Client Search & View Client

Summary in Agent Center

This job aid will walk you through searching for a client on the Agent Center Workspace home page and
includes steps to view the Client Summary.

Client Search

Agent Center Home Page
Action Screen

You can search for a client several ways.
To search by individual name, select
“Individual name” from the “Client Search
by” drop down. Enter the individual name
(last name required) and zip code and
select “Search.”

Policy number (7)

Client search by

Policy number v

Individual name

Company name
Policy number

} Agent Center!

Billing account

Claim number

To search by Company (Commercial or
Farm), select “Company name” from the
drop down, enter the company name and For appropriate Policy, Billing account and Claim number format, select
zip code and select “Search.” the question mark.

To search by Policy number, select
“Policy number” from the drop down, enter
the policy number and select “Search.”

To search by Billing account, select
“Billing Account” from the drop down,

enter the Billing Account number and

select “Pay Bill” or “Search.”

To search by Claim number, select
“Claim number” from the drop down, enter
the claim number and select “View claim.”

By accepting a copy of these materials:

(1) I agree that | am either: (a) an employee or Contractor working for Nationwide Mutual Insurance Company or one of its affiliates or subsidiaries (“Nationwide”);
or (b) an Independent Sales Agent who has a contract and valid appointment with Nationwide; or (c) an employee of or an independent contractor retained by an
Independent Sales Agent; or (d) an Independent Adjuster who has a contract with Nationwide; or (e) an employee of or an independent contractor retained by an
Independent Adjuster.

(2) I agree that the information contained in this training presentation is confidential and proprietary to Nationwide and may not be disclosed or provided to third
parties without Nationwide’s prior written consent.

(3) I acknowledge that: (i) certain information contained in this training presentation may be applicable to licensed individuals only and access to this information
should not be construed as permission to perform any functions that would require a license; and (ii) | am responsible for acting in accordance with all applicable
laws and regulations.

(4) I agree that | will return or destroy any material provided to me during this training, including any copies of such training material, when or if any of the following
circumstances apply: (a) my Independent Sales Agent agreement with Nationwide is cancelled or | no longer hold any appointments with Nationwide; (b) my
employment with or contract with a Nationwide Independent Sales Agent is terminated; (c) my Independent Adjuster contract with Nationwide is terminated; (d) my
employment with or contract with a Nationwide Independent Adjuster is terminated; or (e) my employment or contract with Nationwide is terminated for any reason.
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View Client Summary
Step 1

Action Screen

The Client Summary page displays based
on a client search. You can view either by
scrolling through the client summary, or

by selecting the information in which you & Contact information @ Associated clients
are most interested in the “Jump To” bar. . . -5 B " o
Preferred address Preferrod email .
* The client’s “Contact Information” >
displays in the first tile based on the S :
name entered in the “Individual Name”
or “Company Name” search. e e o & ey et U v )

» The “Edit Profile” link is directly under
the “Contact information section. + Selecting a different name in the “Associated clients” tile will

o Note that this link is only available display the client summary for that individual.

on individual names or contacts. » Edit/update as needed.

o Changes made in “Edit Profile” do
not change the PL billing and
policy document address.

Action Screen
The “Policies” tiles will display any active .
- . . Policies
policies for Personal Lines, Commercial
Lines and Agribusiness. Each policy tile () Clent name g Client name

will have action items that you can take on

the policy such as “View Policy,” “Change View policy
PO”CY," “POIICy DocumentS," and Change policy o < Change policy Document uploads
; Drivers (2] girth date
“‘Document Uploads.” Commercial and Client #1 name Y0404/ 000K Driver #1 name O30 /000K
. . . . . Client #2 name 00 X000 Driver #2 name YO0 XX/ X000
Agribusiness policies will display by
Property address Torm premium Vehicles [2] Term premium
aCCOUHt Ievel Client address $169659 Vehicle make & model $1246.72
City, State, ZIP Vehicle make & model

Below the Policy tiles:

Client name
* You can also select a drop-down for -
any “Inactive Policies” if applicable.
View policy Policy documents
* Links are provided for any “Bond” or Change policy Document ugioads
“Life” policies the client may have. Driver 1 vame XX 00K
Driver #2 name 0000
Driver #3 name 0000 OO
Vehicles [1) Term premium
Vehicle make & model $987.34

Inactive policies _
Don't sce all the policies you are looking for? (7
For Bond policies, visit Surcty Choice . For Life policies, visit NF Financial
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Step 3

View active “Billing accounts” by scrolling
down or by selecting the “Jump To” link.

Common billing actions are available via
the tile such as “Make Payment” and
“Update Payment Method.” Additional
tasks can be accessed through the “See
All Billing” link.

NOTE: You can also select a drop-down
for any “Inactive Billing Accounts” if
applicable.

Billing accounts

$

Unpaid balance:
Amount due:
Last payment:

Next invoice date: No next invoice at thi:

Payment method:

Policies:

Action Screen
View “Claims” by scrolling down or by
selecting the “Jump To” link. Claims
[vemcon
You will have access to both “Open” or
“Closed” claims by selecting the links for e o
details. Common information is viewable Diserpo: s a2 cun o 42 s e A
for the tile such as “Loss Date” and
“Description.” Additional information can
be accessed from the “View claim” button.
NOTE: You can also select a drop-down
for any closed claims if applicable. R .
y pp
soft metals damage.
View claim
Loss date: 03/05/2022
Description: V1 was damaged by hail storm
3
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Action Screen

The “Client Summary” screen also has a
section for the most recent “Contact : End Date
hiStory” with the client. 01/01/2023 B ns0/2023

Jse this format: MM/DD/YYYY Use this format: MM/DD/YYYY

You can search and sort results by “Start el i) .
Date,” End Date,” “Category,” and “Topic.” _ L

Date: 09/22/2023 Description:

TO see more Contacts, edlt the date range Client name: Insured Name A Payment was received via mail for $3,132.55 on 09/22/2023. Payment will be
and select “Search history.” ek [T AL

Category: Billing

Toplc: Make payment

Date: 07/19/2023 Description:

Client name: Insured Name A Consumer Interest Engagement email was sent on 07/19/2023 to
Reference #: for a corporate marketing campaign. Disclaimer: The customer would not
Comor Matkatd have received this communication if the email address is invalid.
Tople: Offer

Date: 04/17/2023 Description:

Client name: Insured Name Effective 04-17-2023 Preferred phone number change:

Category: Administrative

Topic: Non-address profile update
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