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Benefits • Provides details on how to make a payment, setting up auto pay and bill schedule/auto pay 
changes

• Ability to select existing bank account or add/save a new bank account
• Ability to choose auto pay draft date for monthly, semi-annual and annual modes (Note:  

Quarterly mode is currently not available for auto pay)

Making a Payment  

Notes:  
• Screens displayed  

are from the Client 
Website and may 
differ slightly from 
the Client Mobile 
App

• After making a 
successful payment, 
client will receive a 
payment 
confirmation via 
email

Access Client Mobile App and/or Website and then follow the below steps to make a payment
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Summary: This guides provides details on how to make a payment, setting up auto pay and bill schedule and/or Auto Pay 
changes.  Payment may be made via Client Mobile App and/or Website.

1. Select policy (s) to pay
2. Select Options
3. Select any additional or 

optional payments
4. Select Bank Account
5. Choose existing bank 

account (if available)  
and/or select Add Bank 
Account

6. If user selected Add Bank 
Account, complete 
additional screen prompts 

7. To save the bank 
information for a future 
payment, select “Save the 
account for future 
payments”

8. Select Add Account
9. Select box to agree to 

terms and conditions
10. Select Make Payment
11. Payment Confirmation 

displays
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Accessing Auto 
Pay/Bill  Schedule

After accessing Client Mobile App and/or Website, client may access “Auto Pay and/or Bill 
Schedule”  via one of the two methods shown below.

Method 1

Important Things to 
Know about Auto Pay
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1. Overview :  Select Policy number 
hyperlink

2. Policy Details:  Select Change for either 
Bill schedule or Auto pay
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• Auto Pay is an option available for all modes except Quarterly 
for the following:

o Loan Interest (Annual )
o Premium (Monthly, Semi-Annual & Annual)
o Loan Principal (Monthly or Annual)
Note: If  monthly mode is selected, client must elect 
Auto pay 

• Ability to change draft date for Semi-Annual and Annual 
modes to any date either 14 days prior or 15 days after due 
date .  For monthly mode, client can choose any day of the 
month for the draft date   

• Auto pay can be stopped at any time for Annual and Semi-
Annual modes as well as Monthly Loan Principal

• Policy details screen will reflect if client is on auto pay (see  
screenshot)

Method 2

1. Overview :  Select Payments & 
History

2. Select Auto pay and/or Bill schedule
3. Select desired policy

3



How To:  Making a Payment, Setting Up Auto Pay & Bill Schedule 
and/or Auto Pay Changes via Client Mobile App and/or Website

Version 3.12.2021  |   For Internal and producer use only. Not for use with or distribution to the general public.
2020-93914 Exp. 2/22

Initial Set Up of Auto 
Pay

After accessing Auto Pay and selecting policy, follow the below steps.
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1. Auto Pay:  Select 
Arrow

2. Select draft date from 
calendar   

3. Pay from:  Choose a 
bank account (if 
applicable) or Add 
bank account  

4. Select box to agree to 
terms and conditions

5. Select box to agree to 
Electronic Payment 
Terms and Conditions 
of  Use

6. Select Save
7. Set up of Auto Pay 

Confirmation displays
8. Select Done
9. Confirmation email is 

sent to customer

Notes: 
• Calendar dates 

greyed out are not 
available 

• Screenshots 
shown are for 
initial set up for 
Auto Pay Premium 1
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Making a Bill Schedule 
Change

After accessing Bill Schedule and selecting policy for frequency change, follow the below steps.
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1. Bill Schedule:  Select 
Change

2. Select frequency of 
billing

3. Select Review
4. Payment is required: 

(some options require 
a one-time payment 
to keep policy current 
until new date) 

5. Pay from:  Choose a 
bank account (if 
applicable) or Add 
bank account  

6. Select box to agree to 
terms and conditions

7. Select Pay and save
8. Bill Schedule/Payment 

(if applicable) 
confirmation displays

9. Client has option to 
set up Auto Pay 
(displays only for 
semi-annual and 
annual frequency)

10. Select Done

Notes: 
• Some options 

require a one-time 
premium payment 
to keep policy 
current until new 
due date

• If monthly 
frequency is 
selected, client 
must elect auto 
pay
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Making an Auto Pay 
Change

After accessing policy which needs to be changed, follow the below steps.
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1. Auto Pay:  Select Change
2. Select applicable Auto pay which needs to be 

changed (Premium and/or Loan Interest and/or 
Loan Principal) 

3. Make applicable edits:
• Auto payment schedule:  Select applicable 

frequency
• Monthly auto pay amount
• Choose a monthly auto payment date
• Choose a bank account and/or add bank 

account
• Select box to agree to terms and 

conditions
• Select box to agree to electronic payment 

terms and condition of use
• Select Save

4. Confirmation of change(s) displays
5. Select Done 

Note:  Screenshots 
shown are for a Loan 
Repayment Auto Pay 
Change (Monthly)
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