Manage Automatic Payments
Personal Lines | Job Aid

This job aid will provide you with the steps to set up, update, cancel or suspend automatic payments.
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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 () my employment or contract
with Nationwide is terminated for any reason.
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This job aid will provide you with the steps to set up, update, cancel or suspend automatic payments.

Process: Accessing the Billing Account

Step 1

Action Screen

Welcome to Agent Center!

1. Locate the business billing account Commonly used links I

H N immediate y
by selecting the Make a payment / B fme farmpolicy il &,‘
View account under the Commonly Bt Juangcs W

used links in Agent Center.

Billing Claims Access now
Make a payment / View File a claim
cccccc t Check claim status

Agent News Center

Search for the client you would like to assist
2. Input search criteria for the client

Client search by Company name ZIP Code (optional)
and select Search. S

2
Clearfields -

Action Screen

1. Select the Select billing

; Search I
account button to view the carehrests
business billing account and policy — —-
number. e
2. Select the Billing account Search results
# hyperlink to access the S -

corresponding billing account.
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Process: Set Up Automatic EFT Payments
Step 1

Action Screen
The billing account summary will be Billing account summary
displayed. Select the manage auto Thomas H | Account: 520000
pay link under Payment method in
Billing information section. Account inforemation
Note: Manage auto pay will display ez o Bl

regardless of account status. : s etund reforance
Refund by Chase”
update
If agent is in one of five pilot states,
i i i Account history i i (%) Mow to manage saved payment]
they will see the upgrade message. Billing imformation I| | Paymentinformation
Billing status Payment method Unpaid balance Amount due
Active Direct bill $1.909.28 $450.60
due on 01/21/2026
Last payment
Pay plan $450.61
Monthly avail on 12/08/2025
update @ change due date (?) el BV
Scheduled payment 01/24/2026
Next invoice date $0.00 - -
01/29/2026 View bill details
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Step 2
Action Screen
Shown are two screens the Initial Setup

agent may see, depending on if

Automatic payments
the account currently has s D
automatic payments setup. S

No automatic payments on file

(%) Add automatic payment

Return to billing account summary

Already Setup

Automatic payments
Thomas H | Account: 520000

Manage an existing automatic payment method

Current automatic payment

(27 crames | [umpena ] [(Eoome |

Card type Mastercar d
Card number
Expiration date 01/20  (edit)

Last day to cancel payment Not currently available

Return to billing account summary
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Action Screen
Setting up a New Automatic Automatic payments
Paym ent Boyd T | Account: 588480
Choose automatic payment method. '
Select a new automatic payment method
’ () Credit/debit card ‘ = ‘ ‘ () Bank account (EFT) ‘@ ‘
(i |
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Action

Screen

M

Nationwide

Step 4 — Enter Payment Account Information

Setting up a New Automatic
Payment

When you add a bank account or
credit card to an account, key the
appropriate bank or card information.

If entering a credit card, you can key
the credit card billing address or prefill
from the client's billing account if
appropriate.

Bank Account

Automatic payments
Boyd T Account: 588480

romatic payment method

Select a new automatic payment method

7} Credit/denit card @ Bank account (EFT)

2]

Saved payment methods
New payment method - ‘ (i elete saved payment

[ ———

Account type Routing number

® Checking () Savings |

Account number Confirm

Use customer's billing information

account number

Payment method holder type

Checking: +se=+

® Person (] Business

First name. Last name

Address line 1 city
Address line 2 @ption) State

21P code

s

Save payment method Clear ‘

Credit Card

Automatic payments
Boyd T Account: 588480

Manage an existing automatic payment method

Select a new automatic payment method

@ Credit/debit card

=] | () Bank accoun! t (EFT)

i Deleta savad payment

Saved payment methods (7
New payment mathod -

[ —p——

Card number

Expiration vy

s st b
Use custamer’s billing information

Payment mathod holder type
®) Person Business

First name Last name

Address line 1 City

Save payment method | Cloar |

Address line 2 (peand State

Select state -

1P code
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Step 5 — Complete Authorization

Action Screen

Once completed, an Authorization Bank Account Authorization
agreement screen displays for you to

generate a pre-filled authorization form
to print and/or save to your desktop to
have the client sign.

Automatic payments
Boyd T | Account: 588480.

Manage an existing automatic payment method.

. Authorization agreement
Review the screen to ensure the

information is correct. If incorrect, or o o m—
you wish to cancel the process,

Choose Cancel and return to the Setup Routing number 073000228 - Unlisted Test Bank
e

Blairsville, PA 15717

Note: If you miss this screen, there is

Read and agree to the following terms and conditions. After checking these boxes, you need to download the filled-out

nO Way tO get baCk tO the p re'fl ”ed authorization form to continue.
version, but you can access a blank red ckocwiedgemas
. confirm | have received proper authorization from the customer who has agreed to sign the Electronic Deposit Authorization
form in Reference Connect. areement
understand that | must print this Electronic Deposit Authorization form, obtain the customer’s signature and retain a copy in the
gency’s files.

so acknowledge that you have (=] o] [t
received the proper authorization from oo [

the customer who has agreed to sign

the legal Bank account EFT or Credit ) ..
card authorization agreements. Credit Card Authorization

Step 4.2: Select the second Automatic payments
checkbox to activate the Print Boyd T | Account: 588480
Authorlzation form to generate. Manage an existing automatic payment method.

Authorization agreement

Requested change Set up new credit/debit card payment
Change effective date 06/11/20

Card brand Visa

Card number sees T

Expiration date 086/27

Payer information Boyd

Blairsville, PA 15717

Read and agree to the following terms and conditions. After checking these boxes, you need to download the filled-out
authorization form to continue

ed acknowledgements

1

confirm | have received proper authorization from the customer who has agreed to sign the Electronic Deposit Authonzation
jgreement.

understand that | must print this Electronic Deposit Authorization form, obtain the customer's signature and retain a copy in the

oency’s files.

<4 Download authorization
Cancel | Back Continue
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Step 6 — PDF Authorization

Action

Screen

>

Nationwide

The PDF authorization form should
automatically prefill and download
automatically into a new browser
window or to your computer. Obtain
the customer's signature and retain a
copy in your agency for legal
purposes.

Recurring Bankcard Payment

Nationwide Authorization and Stored Credentials Agreement
is on your side

We will process your recurring credit or debit card payments using:

+ Your Visa account ending

= For your premium payments, each in the following amount in U.S. Dollars: my payment amount as
shown on my billing statement

= Beginning on April 4, 2025 and continuing on the payment dates stated in my policy billing
statements thereafter

Please review your information for accuracy, read the below Authorization carefully

Authorization

| authorize Nationwide Mutual Insurance Company or any of its affiliates (“Nationwide”), on
the dates stated above (“Transaction Dates"), to initiate recurring credit or debit card
charges to my account stated above (“Bankcard”), for my policy payments, in the amount
stated in my policy billing statement, and for any additional taxes and charges in an
amount permitted by applicable law that may be assessed. | also authorize Nationwide to
credit my Bankcard for any refund** of any such policy payments, if appropriate. |
authorize Nationwide to store my Bankcard information provided above, to receive
updated Bankcard account information, and to use that stored Bankcard information (as
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Step 7 - Review Before Submitting

Action

Screen

Once the print authorization has been
generated and saved to your computer
or printed, the Review before
submitting screen displays.

Review the information to ensure the
information is correct.

If you cancel at this point, the
process stops and you are returned
to the billing account summary

screen. Select Submit to complete the
setup process.

Bank Review Before Submission

Automatic payments
Boyd T | Account: 588480

Manage an existing automatic payment method.

Review before submitting

Requested change Set up new bank account payment

Change effective date 08/1/20
Account type Checking
Routing number 073000228 - Unlisted Test Bank
Account number ===+ 7890

Payer information Boyd

Blairsville, PA 15717

[ Cancel ‘

(o]

Credit Card Review Before Submission

Automatic payments
Boyd T | Account: 588480

Manage an existing automatic payment method,

Review before submitting

Requested change Set up new credit/debit card payment

Change effective date 06/1/20

Card brand Visa
Card number cess T
Expiration date 08/27
Payer information Boyd

Blairsville, PA 15717
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Step 8 — Setup Confirmation

Action Screen

Confirmation of successful auto Bank Account Confirmation
payment setup displays on the

account summary. Billing account summary
Boyd T | Account: 588480

e Confirmation

You've successfully added an automatic payment on billing account 588480
Click here to change or enroll your client in bill receipt and reminder notifications.

Summary of the request:

Next payment amount $170.83 (actual payment amount may vary if policy changes are made)
Payment date 20 -10-21

Routing number 073000228

Account number weee 790

See loss

Print con Firmation

A The current invoice amount must be paid via a one-time payment Lo avoid cancellation

Account information

Credit Card Confirmation

Billing account summary
Boyd T | Account: 588480

° Confirmation

You've successfully added an automatic payment on billing account 588480
Click here to change or enroll your client in bill receipt and reminder notifications.

Summary of the request:

Next payment amount $170.83 (actual payment amount may vary if policy changes are made)
Payment date 200 -10-2

Card number ssss TN

Card type Visa

See bess

) Print confirmation

A\ The current invoice amount must be paid via a one-time payment to avoid cancellation

Account information

Copyright © 2026 Nationwide Mutual Insurance Company. Proprietary & Confidential.
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Process: Changing the EFT or CC Information

M

Nationwide

Step 1
Action Screen
When there is an automatic payment Bank account
already setup, agents will see this -
screen. They have the following Automatic payments
. Boyd T | Account: 588480
options:
« Change: update existing auto pay Tmmmm—
setup to a different payment method Current automatic payment
+ Suspend (EFT only): suspendthe | | [_—f== e
automatic payment for one month
» Delete: remove the automatic Fouting number
payment method from the billing
account. Defaults the account to
Direct bill to the insured.
. Credit Card
To change update an existing
automatic pay setup, Select the Automatic payments
Thomas H | Account: 520000

Change button on the automatic
payments screen.

Action

Manage an existing automatic payment mathod.

Current automatic payment

? change | | suspena | [ i petets |
Card type Mastercard
Card number
Expiration date 01/20  (edit)

Last day to cancel payment Not currently available

Screen

You will be prompted to select Credit
card or Bank account (EFT) for the
update.

Once selected, you will be prompted
to complete the setup steps (steps 4 —
8 starting on page 6) for that method.

another payment method.

Credit card payments are limited to $10,000. If monthly payments exceed that limit, ensure additional amount due is paid through

Set up automatic payments (

ol " " Pt
ok ey o

[ O Credit card = ] I O Bank account t(EFT) iy ]

Cancel
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Credit Card Only: Edit Expiration Date

Action Screen
Edit Expiration date . !
The agent has the ability to update just Automatic payments
.. . , Boyd T | Account: 588480
the expiration date of the client’s
credit/debit card used for the rionege s SxSng ademste pament mettod
aUtomatiC payment proceSS. Current automatic payment
] [ crange | [[Suspena | [ ootre |
» Select “edit” to open a modal to cord type oo
update the date. s -
» Select “continue” provides a e E2
confirmation screen for review of
the change.
e Select “submit” to submit the
Change. Edit expiration date
. A success message will display on Upca e expraion deof your clants e cardandcck conirue (0
the modal, then the agent can o
select “close” to return to the o2

Use this format: MM/YY

Cancel

main automatic payment screen.
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Process: Removing the CC or EFT

Considerations Before Removing Automatic Payment

button. Once selected, the card or
bank account are removed
immediately from the billing account
and you will be returned to the
account summary page and see the
success message.

Select Cancel if you do not wish to
remove the payment method.

When removing a recurring bank
account (EFT) or credit card payment
method, it is important to take note of
where the client is in their billing cycle. If
there is no money currently due, the
next invoice will simply be mailed out
with the scheduled installment fee.

However, if the current date is the day of
or the day before their due date, then
the current installment will still be
withdrawn from their bank account or
charge to the credit card. Future
installments will be invoiced as
scheduled.

If the current date is 18-20 days before
their billing due date, then an invoice
WILL NOT be mailed out, but the
customer must still find an alternate
method of payment in order to avoid a
notice of cancellation..

The Remove button may not be
available due to the account being in
warning status, or if the current month’s
draft has been sent to the banking
institution or in process of charge on the
credit card.

Manage an adisting automatic payment method.

Current automatic payment

(=) (==

Bank or financial institution
Bank account type Checking
Routing numb-er esnn Q228

Account number ssee FEOO

Retwrn to billing account summary

Credit Card

Action Screen
BE AWARE that this is an immediate Bank Account
and automatic removal when you
select the Remove button. To Automatic payments
continue, select the Remove Boyd T | Account: 588480

Wielis Fargo And Company

Thomas H

Manage an sosting automatic payment method,

Current automatic payment

Card typs Mastercard
Card number
Expiration date oV2¢  (edit)

Last day to cancel payment

Automatic payments
| Account: 520000

Not currently available
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Process: Confirmation of the Removal

Action Screen
Once the confirmation message Billing account summary | '
displays the account will return to © connemation
direct bill method after an overnight e ————

process.

A\ The Current invoice amount must be paid via a one-time payment to avoid cancellation

Account information

Insured information Associated policies

Copyright © 2026 Nationwide Mutual Insurance Company. Proprietary & Confidential.
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Process: Suspending the CC or EFT

Considerations Before Suspending Automatic Payment

Action

Screen

BE AWARE that this is an immediate
and automatic suspense of the bank
account (EFT) payment when you
select the Suspend button.

Select “Return to billing account
summary” if you do not wish to
suspend the payment.

To continue, select the Suspend
button. Once selected, next payment
will be suspended immediately, and
you will be returned to the account
summary page and see the success
message.

The Suspend button will not be active
if the draft cannot be suspended. That
draft may have already been initiated to
the banking institution. This occurs two
(2) business days before the billing due
date

Automatic payments that were set up
with a credit card CANNOT be
suspended.

Note: To stop the next credit card
payment from automatically occurring,
remove the automatic payment setup
and then, if needed, re-add in the
future.

Suspending the bank account (EFT)
payment will prevent the withdrawal
one-time only and will resume normal
operation the following billing cycle. Do
not suspend a draft if the customer
needs to make changes to their
banking information as this may create
future billing concerns. Banking
information can be updated, without
suspending the draft, right before the
draft is initiated.

Automatic payments
Boyd T | Account: 588480

Manage an existing autcmatic payment method

Current automatic payment

Bank or financial institution Wells Fargo And Company
Bank account type Checking
Routing number sess 0228

Account number === JTRSO

Return to billing account summary

Manage automatic payments | )

Automatic payments that were set up with a credit card cannot be suspended. To stop next credit card payment from
automatically occurring, remove the automatic payment setup and then, if needed, re-add in the future.

Current credit card information

Card number
ceee M

Card type

lil Remove & Change

Copyright © 2026 Nationwide Mutual Insurance Company. Proprietary & Confidential.
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Process: Confirmation of the Suspension

Action

Screen

Once the confirmation massage
displays the account will be
suspended until the next billing cycle.

Billing account summary (.

'~~)

° Confirmation
You've successfully suspended payments for billing account

‘= Print confirmation

A The Current invoice amount must be paid via a one-time payment to avoid cancellation.

Account information

Insured information Associated policies
Bt

8is
Bt

=~}

Show more

Process: Billing Deduction Schedule

Action

Screen

Automatic deduction schedule

If the client is currently signed up for
automatic payments a link to update
the auto pay deduction schedule will
display on the Billing account
summary page.

Once on the Automatic deduction
schedule page, the agent may see
basic info and a link to stop the
transaction if within the proper
timeframe.

Statuses you will see:

e Completed — Shows the date the
payment was drafted or charged.

* Pending (Waiting) — Indicates the
transaction is scheduled but not
yet processed.

o A Stop Transaction link will be
available to suspend or remove
the payment before processing.

Billing account summary

| Account:

Account information

Insured information Associated policies

update
Refund preference
Automatic payment
update
Billing information Account history Payment information
Billing status Payment method Unpaid balance Amount due
Active = $0.00 $0.00
upda uto pay
deduction schedule Last payment I‘Iaku 2 payment
e — $33.00
Pay plan Due date ©on 11/04/2025
Monthly Unavailable
update (7) change due date (3) Scheduled payment

$0.00
Next invoice date
None

Automatic deduction schedule

| Account:

The deduction schedule provides the last 13 months of history on the account.

e | e e

06/01/2025  Waiting

515000 [ st
Visa 03/01/2025  03/05/2025 515000

Mastercarg o 01/01/2025  Stopped on 12/15/2024 $150.00

If automatic payments were removed from the account and changed to dircct to insured for multiple months, those dates do not display in th table.

Back to billing summary
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Process: Billing Deduction Schedule

Billing account summary

| Account:

 Stopped — Appears when a
scheduled payment has been
suspended or removed.

Account information

Insured information Associated policies

move policies

If the client is not signed up for oy

Refund preference

automatic payments, or they have e

removed auto pay, the update the auto
pay dedUCtlon SChedU|e link will not Billing information Payment information

H Billing status Payment method Unpaid balance Amount due
IS p ay Active Direct bill $25517 $25517
add auto pay due on 02/06/2026
— Last payment

Pay plan Due date $27018

Monthly 6th of the month on 01/10/2026

update (3 change due date joaroidalateiiceipaviuy
Scheduled payment 02/09/2026

Next invoice date $0.00

02/11/2026
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