O Citizens Insurance Suite POI |CyC9nter Job Aid

Apply Changes at Renewal

What How to apply a policy change to a renewal.
Who Agents
When When a policy is 0 to 50 days prior to the renewal, agents processing a
policy change on a current policy term might need to perform additional
steps to ensure the change is applied to the renewal term.
Additional For more information on how to initiate a policy change, refer to the Policy
Resources Changes job aid, which is on the Agent Training pages of our website.
Continued on next page
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Personal Lines

O Citizens Insurance Suite POIICycenter

Apply Changes at Renewal, continued

Procedure When completing a policy change on the current term, PolicyCenter®
displays a hyperlink on the Policy Change (Bound) screen to alert agents
that the policy needs additional processing steps to apply the change to the
renewal term.

Follow the steps below to ensure the change is applied to the renewal term.

Step | Action

1 On the Policy Change Bound screen, select the hyperlink that
says There is a later unbound renewal term. Apply this Policy
Change to that renewal and review the renewal. as shown below:

A Policy Change (Bound)  HO-3 PRM  PLA  Eff 03/20/2019 Testing Changes At Renewal  Account# 41001014 Policy # 41002301

Policy Change Bound

Your Policy Change (#41127074) has been bound.
®| There s a later bound renewal term. Start a transaction to apply this Policy Change to that renewal and view the new transactio
@ View your policy (#41002301)
® Review Changes

® Goto your desktop

Result: Selecting this hyperlink opens the renewal
transaction, and PolicyCenter will apply the change to the
renewal term automatically.

Note: If the hyperlink was not selected, the changes will not
be applied to the renewal term. These changes will need to
be handled manually, by following Steps 3-4.

2 | Review the policy change by selecting Expand All, to make
sure the changes applied. Select Close to remove the
display.

Version #1 Conflicting Changes

Comparing Existing Policy and Policy Change: 41127075

Expand All i Collapse All

Item Existing Policy Policy Change: 41127075
. DWELLING

+- Dwelling at 585 SW 10TH ST, BELLE GLADE, FL

Continued on next page
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Apply Changes at Renewal, continued

Procedure, Step | Action
continued 3 | If the policy change was to update the billing method,
navigate to the Payment screen to apply the billing changes.
Actions N Payment
policy Change 41127.. Reguest Approve
B G::nmt‘;:r:‘bt:t:mary 2,916.00
Policy Type Questions
Mandatory Additional Surcharges 53.00
Eligibility Questions Zv)::gL:I:E:t‘eL:hN\‘um e
Paolicy Info
Billing
Property AddressInfo. < policy premium financed? Yes @) No
Caverages Billing Method Direct Bill x v
Dwelling Payor <none>
Dwelling Construction Payment Schedule -M-
Installment Plan
Risk Analysis « | select Installment Plan Schedule Down Payment Installment Total t
Policy Review X Citizens Full Pay G 2,069.00 B 2,969.00
4 | Select Request Approval to submit the change.
Premium Estimate
This policy change will require underwriting approval prior to issuance.
S Upload any required documents, then select Submit:
Required Documents
Search Results
| SUBMIT
Result: The policy change status changes to Policy Change
(Pending UW Decision), or for auto-approved policy
changes, the status changes to Policy Change (Bound).
End of procedure
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