Make a Payment

Personal Lines | Job Aid

This job aid provides detailed instructions for making payments through Agent Center, including guidance on
handling payments for specific policies, account-level transactions, Agency Sweep and collections.

Action Screen
There are several ways to make a payment: ot soarch by e o
a. From the drop-down, select how you want to a
search for your customer and select “Pay bill.” | | Welcome to Agent Center!
Proceed to Step 3.
Commonly used links
b. From the commonly used links > under the Polley Qudts) gj‘;;ﬁ,g‘i‘gmg
Billing section > select “Make a payment/View Gome nenter e protection.
account.” Proceed to Step 2. View 2 polcy

Billing Claims

b
Make a payment / View File a claim Access our appetite guides and fliers
account Check claim status

Access Agency News

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) Iacknowledge 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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Make a Payment

Personal Lines | Job Aid

Action

Screen

Select how you want to search.

» Complete the required information
and select the “Search” button

» The “Search results” will be
displayed. You will be able to see the
account information. Then, select
“Select billing account”

* Then you need to select the billing
account number associated with
policies the customer would like to
make a payment upon

F l Nationwide” & Emily Andrews EEA020, 29917 v/

Personal Commercial & Agribusiness Private Client Billing & Claims Agency Learning Center

(2) / Make a payment

Search for the client you would like to assist

Client search by Last name First name (optional) ZIP Code (optional)
Individual name v
Individual name

Company name
Billing account

For other policy types, use the following links:

« California Earthquake
* Classic car

« Surety & Fidelity Bonds (?)

Search results
OO0 i;f’.';(l:;(;:: Select billing accoun
H0000C000M0000MK Contact Infe:
Marictt HOOO000CCO0 a gmail com
(TA7) 20002000
Search results
JOOCOOOOOOONKX Birth date
RVt 1000000000
HOOOOOOONNN0000 Contact Infa: R ST RRRRRD
Marsott A a CTI7) 33000
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Make a Payment

Personal Lines | Job Aid

Action

Screen

» This takes you to the “Take payment”
screen

» Then proceed to Step 4

Take payment

| Account:
$ Billing account details
Current due date Amount due Payment plan Policies
Unavailable $0.00 Monthly a
X
Last payment received Last payment Payment method
08/3/2026 $17618 Recurring bankcard

1. Select amount, or pay per policy

balance

Pay minimum amount % () Pay total remaining
$635.16

To cover the remaining

s

(@ Pay other amount

Amount

[0 |

() Pay on a specific policy $
Select policy

Select -

2. Select payment method

$1.00 $1.o0

Credit/debit card B ‘

(") Bank account (EFT) ‘Iﬁ ‘

3. Enter payment details

Saved payment methods (7

‘ New payment method - I ] Delete saved payment J

o Saved Cands 0 M.

Card number

Expiration cwv

Usa this format: MM/YY

Use customer's billing information

Payment method holder type

@ Person Business

First name Last name

Save payment method

ZIP code

o

FS Accepted cards  VISA @) w e

Cancel
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Make a Payment

Personal Lines | Job Aid

Action Screen

The client summary displays. There are & clen summory
multiple ways to get to the “Take payment” Glientsummary
screen. e contin | e [

Name
a. Through the “Billing accounts” tile/ “Billing 8 contatinormatn T Y——

Account Summary’/ “Make Payment” e ot el

Street Address
City, State Zip

elivery preference

Scroll down the page to “Billing accounts”

b. In the “Billing accounts”, select “make Active policies i
payme nt” @ ;‘ual:n)(eXXXXXXXXXXX % :‘:’;‘O‘:ﬂ Umbrella XXXXXXXXXXXX

OR

c. Select “View billing account”

@ Name
Home Owner XXXXXXXXXXXX

Selecting “b” or “c” will take you to the “Billing
account summary”. Select “Make a payment”
to complete your transaction. Proceed to
Step 4.

Billing accounts

Billing account summary (S ig)

Account information

Insured information Associated policies
o
@

update Show more
move pol

Billing information

Billing status Pay plan Due date
Active Monthly Unavailable
pdate ()
Next invoice date
None
Payment information 3 Remove saved payment methods
Unpaid balance Last payment Scheduled payment Amount due
$2,896.86 $100 5000 000

view bill details

Notifications

Bill reminders
Unavailable
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Make a Payment

Personal Lines | Job Aid

Action

Screen

The “Take payment” screen displays with the
billing account.

If there is more than one policy on an
account, it is recommended to take the
payment at account level by choosing the
"Pay minimum amount" tile or "Pay total
remaining” tile. Agent Center Billing knows
to spread the payments to each policy.

To pay on a specific policy, choose the policy
from the tile drop-down.

Note: Policy-level payment should be made
if:

e  Only one of the policies is past due
(currently in non-pay status) OR

e  The customer wants to pay more than
the minimum and they would like the
overpayment to be applied to a
specific policy

If you choose account-level to pay, any

overpayment will go to the account or toward
future bills.

Note: If the account or policy is in
“Cancelled” status and has a collection
amount due, you can make a payment on it.

If there is no collection amount and you try to
make an account-level payment for a
cancelled billing account, you will receive
messaging that no payment can be
accepted. You will then need to contact the
Service Center.

Take payment

$ Billing account details

Current due date Amount due
Unavailable $0.00

Last payment received Last payment
08/31/2026 $176.38

| Account:

Payment plan Policies
Monthly &

Payment method
Recurring bankcard

1. Select amount, or pay per policy

m amount S () Pay total remaining 3

$635.16

(@ Pay other amount

Amount

Ta cover the remaining
balance

|s|oo

() Pay on a specific policy $
Select policy

Select -

2. Select payment method

Credit/debit card B
®

(") Bank account (EFT) e

$1.00 $1.00

3. Enter payment details

Saved payment methods (7

| New payment method - ‘

N saved cards o0 file

Card number

Delete saved payment

= Accepted cards  VISA @) J} secovn

Expiration

cw

Usa this format MM/YY

Use customer’s billing information

Payment method holder type
® Person Business

First name Last name

Exp /

ZIP code
Save payment method Clear

Cancel
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Make a Payment

Personal Lines | Job Aid

will need to answer is “Select amount or pay
per policy.”

a. To make a payment, select “Pay
minimum amount”, “Pay total remaining”
or “Pay other amount” (Ex: The
customer would like to pay more than
the minimum amount.)

b. Choose how you want to pay, either:

i. Agency sweep (continue to Step
6a)

ii. Credit/Debit card (continue to Step
6b)

iii. Bank Account - EFT (continue to
Step 6¢)

Action Screen
If you choose Policy-Level to pay, options
for minimum or total balance due are Take payment
displayed. Any overpayment will go to the | Account
policy balance only. $ Biling account details
Once you have selected where you want the i o oy il
money to be applied, the next question you e e i it

1. Select amount, or pay per policy a

Pay minim mount

() Pay total remaining $

(@ Pay other amount

$ $635.16
To cover the remaining fumount
balance ‘ $ 100 ‘
(") Pay on a specific policy $
Select policy
Select -
2. Select payment method
@ Credit/debit card = [ () Bank account (EFT) | it
$1.00 $1.00
3. Enter payment details
Saved payment methods
New payment method - | Delete ﬁaVEjsfymen!
Card number = Acceptedcards VISA @ [

l

Expiration

cw

Use this format: MM/YY

Use customer’s billing information

Payment method holder type
®) Person Business

First name Last name

Exp /

ZIP code

Save payment mathod
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Make a Payment

Personal Lines | Job Aid

Step 6a — Agency Sweep

Action Screen
If you havg set up an.Agency Sweep P T T———— T
account with Nationwide, you can select your I m o B[ e =
account from the agency account drop-down. ok s100 ‘ 100
You can accept cash, check or money order 4. Enter payment details
payment. Complete the appropriate fields S et =]
and select the “Continue” button. e s o
Agency
! DO68E - Insurance Headquarters, inc I v I
Customer pay option Rout
= ]
Back to summary Back Iml

Action

Step 6b — Credit/Debit Card

Screen

Next enter payment details.

You can select a saved credit/debit card
or input a new card number.

a.

To "Use the customer’s billing
information”, select the checkbox. The
billing information automatically prefills
the billing information on record. OR

Complete the credit card information.
c. Select the “Continue” button.

Nationwide accepts the following credit

cards:

v Visa

v" MasterCard
v" Discover

v

American Express

$1.00

a 3. Enter pavment details
?aved payment methods
New payment method v ‘ Delete saved payment

Mo saved cands. on fie.

Card number

S Accepted cards VISA @)

Expiration

b Use this format: MM/YY

O

I Use customer's billing information I

Payment method holder type

® Person Business.

First name Last name

ZIP code

‘ Save payment method ‘ I Clear ‘

Cancel
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Make a Payment

Personal Lines | Job Aid

Step 6¢ — Bank Account (EFT)

Action Screen

The “Bank account (EFT)” screen displays. 2. Select payment method

=

O Credit/debit card
$1.00

a. You can select a saved bank account
from the bank account drop-down or
enter new banking information.

3. Enter payment details

b. To "Use the customer’s billing
information”, select the checkbox. The
billing information automatically prefills
the billing information on record. OR
Complete the bank account information.

. ‘ [

c. Select the “Continue” button.

Step 7 — Payment Confirmation

Action

A “Payment confirmation” screen displays
specifics on the amount and account Take payment
information for all payment types. If | Account

inaccurate information is found, select the S Mg BecoUn: deralle

Cwrrent due date Amcsunt due

“Back” button. If the information is accurate, o6rmyaozs st 30

Last payment Feceived Last payment

select the “Submit” button. P =

Payment confirmation
Billing sccount

Policy Aumberii)

Payment daie

Total payment amount
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Make a Payment

Personal Lines | Job Aid

Step 8 — Successful Payment Message

Action Screen
A.successf.ul tra.nsactlon message displays Take payment
with a confirmation number and a button to | Account:
print the receipt. © Payment successtul = Print receint
The payment amount of $1.00 will be applied to billing account on D6/06/2025.
IMPORTANT - Print the receipt and retain
the information for your records. . Elingiaccolnt deislle
06/1/2025 $192.39 M?rrr::‘ e ;;“des
Note: Once you leave the Pay Bill page, the e E———
transaction message with the “View Receipt” .
. i i “ e Payment confirmation
link will no longer display. Select the “View et sccoune
Receipt” link in Billing Account History to i pereren
display the Conditional Receipt. It provides S

Routing number 073000228

basic payment information, date submitted,
account number, amount received, type of

Account number +eee 1987
Account type Checking

Payer name

payment, insured information, agent and o
approval code. Print and retain the

information for your records.

If you're made aware a payment is going to
return (but it hasn't yet), please contact the
Service Center for guidance on how to
handle the transaction.
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