
How to set up a recurring payment method. 
Before beginning there are a few things to note.  

1. We cannot dictate the date that the payment is pulled.  The system only pulls the auto drafts in the nightly 
processing each night on the due date.  If the customer needs to draft another day, they will have to do it 
manually through calling in a payment or the insured web. 

2. There is a $30 NSF fee for declined cards.  These are added the day after the card declines.  For example, if 
the payment tries to pull on the 15th and it is declined for whatever reason, a fee is added on the 16th.  There 
is one day that they can still make their payment without incurring the NSF fee. 

3. Once a recurring payment is processed as a decline, the auto draft is automatically removed.  You will have 
to set it up again if desired. 

4. We must have a signed EFT Authorization.  This form explains the agreement they are entering into.  The 
customer must sign this form.  Adding auto draft through endorsement requests or notes that are 
uploaded as attachments will not be accepted. 

5. If you are setting up an auto draft the same day as taking a payment, take the payment first then set up the 
auto draft.  

Instructions for recurring payment method. 
1. On the policy information screen (the home screen of the policy) select Setup Recurring from the 

Financial Summary Section. 

 
 



2. Click on the Add/Change Auto Pay Information button on the right.

 
 
3. A popup will load to verify the card holder.  Make the appropriate selection and select proceed.

 
 
4. Enter the card number, expiration date, and CVV code and select Store Payment Information. 

 



5. A verification of the next payment amount and date will pop up.  Select Submit. 

 
6. Click on the EFT Authorization Form icon on the right, to download, print and get signed.

 

  



7. This form must be uploaded within 3 days of set up to activate the setup. 
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