_~—= pdacific specialty

Enrolling in Autopay:
A Step-by-Step Guide




_~—~ psic

How to Do it

We will guide you through each step to help you set up autopay, a convenient service that enables
you to make automatic payments securely. Let’s begin!

1. To start, log in to your account in My Portal.
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2. Once you have logged in, click on Policy Management.
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3. Choose Manage policy and proceed to edit policy.

— . pacific speciclty Q -~ 1be
< Goback
e
Policy management
reset ) ( ) Agencyview | [ Products v | [ Location v | [ Producers v | [ Policy status v
Reference ID F Name r Adaress F Program Policy term F Createdby Policy stotus F Actions
B ol
B Moke o payment
.
[ I > e

4. Choose the Billing information option. Locate the toggle switch and set it to YES. After making
your selection, simply follow the on-screen instructions or prompts provided.
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5. Add a new payment method. Fill in the required details. Make sure to double-check the
accuracy of the information before proceeding.
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Set as default payment method.

Save payment mehod

6. Click on the Save button to store your new payment method securely. This will allow you to use
it for future transactions.
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What to Do if you Have Multiple Payment Methods

1. Keep the default payment method selected and click on Save to confirm your choice.
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Switching to a Different Payment Method

1. Choose a different payment method.
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2. Switch to another available payment method.
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Congratulations! You have completed the process.
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