Add or Delete a Driver on an
Auto Policy

PolicyCenter

This job aid reviews how to add or delete a driver on a bound Auto or PowerSports policy. The
navigation steps are the same for both lines of business.

Two procedures are discussed in this job aid:

0 Add a Driver
0 Delete a Driver

If deleting a driver due to Divorce/Separation or Deceased Named Insured, see the Life Events Job

Aid.

Add a Driver

Action

Screen

[ PolicyCenter

Open an existing policy:
* Click the Actions button.

» Select “Change Policy” from the drop-
down menu.

# Tools

Action

10/16/2021

Desktop |+ Account |v  Policy

Pre-Renewal Direction

Spin-off Policy from this One
Transfer/Rewite Policy from this One
New Policy Transaction

Change

roducer Code Updat

i Policy Address

IS
County

ssn

~ Search | Ieam Administration | v Testing | v

P 2@ ool

Indiana Veronica s Salt Account: 2656709063 Policy: 9113 100080 I Force (Expiration: 04/15/2{

=
R Associated Policy Transaction
36702063 Created 10/16/2021
onica s salt Closed 10/16/2021
Typ: Policy Change
sonal Auto Period
13, 100080 Effe 10/15/2021
® nsp02 Expi 04/15/2022
u 1
S1.431.24
NDAAPOL, N aczz5 2527 Bilingiztus
MARION Producer of Record
8426 Producer Code 00120

Screen

[{ PolicyCenter

On the Start Policy Change screen, the
Effective date field defaults to the
current date.

» Ifneeded, you may enter a new date in
the Effective Date field.

e C(Click the Next > button.

Desktop | v Account | v Policy

[ PolicyFile & PersonalAuto Indiana

~ Search |~ Team Administration |v Testing | v

: 2@ con

Veronicas salt Account: 2656709063 Policy: 91131100080 In Force (Expiration: 04/15/2(

° Start Policy Change =
Effective Date * G
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Add or Delete a Driver on an Auto Policy
PolicyCenter

Job Aid Process (Add a Driver Cont.) :

Step 3
Action

Screen

On the Policy Info screen:

e C(Click the Drivers link.

& PolicyCente
Actions

Policy Change 16498865

Policy Contract

Vehicles.
Usage-Based Insurance

Coverages

Desktop |+

Account [ v Policy |+

[P—y
CrangeTo: "]

Crangeo: [

100S MUESSING ST
INDIANAPOLIS, N 46229-2927

Primary Named Insured

Policy Address

County MARION

Business Type New Business

Secondary Named nsured a

enholder/Additional Interest

Underwriting

Policy Review

* Household Composition

e

Search v Team Administration | v

Testing | v

Policy Details
erm Type
Number of Terms
fective Date
Expiration Date

Rate state

Discounts

Easy Pay Sign Up

Property Product

# Policy Change (Pending) &M Personal Auto Indiana Effective: 10/16/2021 Primary: Veronica s Salt  Account: 2636709063 _Policy

Policy Info (S (FEED (EmIeTTS EmEmEmy

Smonths
1

1071572021
os5/2022

Indiana

No
Homeowner

@ves o

On the Drivers screen:
e C(Click the Add button.

* Select “New Person” from the drop-
down list.

Actions

Policy Change 16498865

Policy Info
D
Accidents/Violations

Vehicles

Coverages
Uienholder/Additional Interest
Underwriting

Policy Review

Tools
 Notes

ticipants.
© Workplan

® History

Na ide Family of Intra Agency Transfer No
Companies? y
Company car “ v @no Financial Products

[ PolicyCenter® Desktop | v Account |v  Policy | Search | v Team Administration | v Testing | v s

#\ Policy Change (Pending) &M Personal Auto Indiana _Effective: 10/16/2021 Primary: Veronica S Salt - Account: 2656709063 ~ Policy: 9113 100080

Drivers [ (D (FEE (I ETEmrTy

ails
New Person
voowale DateofBirth + | Gender & MaritalStatus 2  Relationship to Insured
P Cionicas salt  07/19/1984 Female  Married Primary Named Insured
2 Jimsalt 03/16/1084 Male Married Spouse
Contact
Person
Prefx <none> -
* FirstName Veronica
Middle Name s
Last Name * | salt
Suffx <none> -
Driver Type Driver -
Principal Driver @ ves o
Dateof Birth o7/19/1984
rge 3
Marital Status * | Married -
Gender Female A
ssn 25

Driver Type = B

Driver

Driver

License Information
Age First Licensed 16

International License ves @ o

License State * | Indiana
License # 8924233244
License Status Active
Discounts

Associate Yes @ No

Driver Level Coverages

Extended Non-Owned
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Add or Delete a Driver on an Auto Policy Jl!
PolicyCenter

Nationwide

Job Aid Process (Add a Driver Cont.) :
Step 5

Action Screen

In the Driver Details section:
[ PolicyCenter” Desktop |~ Account |~ Policy |~ Search |~ Team Administration | v Testing |~ P[4 @ ot
« Enter the necessary information in the
required fields. This includes:
0 First Name
Last Name

Actions F #\, Policy Change (Pending) @M Personal Auto Indiana ~ Effective: 10/16/2021 Primary: Veronica S Salt ~Account: 2656709063  Policy: 9113J 100080

I Divers o ]
Pen
Driver Details

.
Drlvel' ’I‘ype #%  Name DateofBirth = | Gender & | MaritalStatus = | Relationshiptolnsured & | DriverType & B
. . 1 . 1 VeronicaSSalt 07/19/1984  Female  Married PrimaryNamed Insured  Driver
Principal Driver T
Date of Birth 3 UvianSalt  11/09/2004 Female  Single child Driver

Usage Based Insurance P
J Contact Detail

Marital Status o

Gender Lienholder/Additional Interest  [RG License Information

Prefix <none> - Age First Licensed 16

Relationship to Insured g e —— " @
. . oy o3 oy e Policy Review :

Financial Responsibility Filing

Required (defaults to No)

OO0OO0O0OO0OO0OO0OOo

Middle Name License State Indiana

LastName Salt License # 1550688090

Suffix <none> - License Status Active
. .
0 Age First Licensed (defaults to = orverTpe <) | masonstntrmatn
Principal Driver ORC N Student living over 100 Yes (@) No
16) OfEm rapsbm @ ° miles away without a car
Date of Birth 11/09/2004

® Participants Discounts
Age 15
® Workplan Good Student ves (@) No

Marital Status single ~

License State

0 License # (not required for
quoting but required for issuing the
policy)

@]

o History Associate Yes () No

Gender Female -
Driver Level Coverages
ssn “*r 2845

Extended Non-Owned
Relationship to Insured child <

Financial Responsibility Yes (@) No
Filing Required

Note: If adding a driver to a PowerSports
Pleasure Boatowners policy, an additional
field (Years of Boating Experience) is
also required.

» Review all listed drivers on the policy to
ensure the driver information is accurate
and complete.

¢ Click the Quote button.

Action Screen

[{ PolicyCenter™ Deskiop | v Account | Policy |~ Search |v Team Administration | v Testing | v 2 [Z @ cotof

On the Quote screen:

Actions E #\ Policy Change (Quoted) @ Personal Auto Indiana Effective: 10/16/2021 Primary: Veronica S Salt - Account: 2656709063 Policy,

R (. ot @
1 Juoted -
 Click the Issue Change button. ot S JE——

Policy Contract Primary Named Insured Veronica s Salt Previous Policy Full Term 5143128
Premium
D Policy Address 100S MUESSING ST "
. . . INDIANAPOLIS, IN 46229-2927 New Policy Full Term 143444
Premium
* On the pop-up confirmation window.
> Full Term Change in s3.24
click the OK button Accidents/Violations Residual Market RM15 Premium

Vehicles

Usage Based Insurance ~
J Summary ‘ Premium Details | Cost Change Details | Applied Discounts/Surcharges

Coverages

Applied Discounts/Surcharges

Lienholder/Additional Interest.

T, Policy Level Discounts/Surcharges

i Description

Policy Review

Advance Quote Discount
Quote Home and Car Discount
Paperless Policy Discount
Forms

Vehicle Level Discounts/Surcharges
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Add or Delete a Driver on an Auto Policy ﬂ!

PolicyCenter

Nationwide

Job Aid Process (Add a Driver Cont.) :
Step 7

Action Screen

[{ PolicyCenter” Desktop |  Account |v Policy v Search v Team Administration | Testing | = 2 [8 @ | cotof

You have successfully added a Driver.

75 Policy Change (Bound] & Personal Auto Indiana  Effective: 10/16/2021 Primary: Veronica § Salt Account: 2656709063 Policy:

Policy Change Bound

Your Policy Change (#16498865) has been bound.

e
Remove a Driver
Step 1
Action Screen
[5 PolicyCenter” Desktop | Account |~ Policy |~ Search |~ Team Administration | Testing | : 2@ [ oo

Open an existing policy:
Coto.. onalAuto Indiana Veronica SSalt Account: 2656709063 Policy: 91134100080  In Force (Expiration: 04/15/2

" Account File

% Policy Contract

e Click the Actions button. e

Policy File

Create

New Note
Associated Policy Transaction
New Activity »

« . ” dents/iolations J— - y
» Select “Change Policy” from the drop- - o

® Vehicles Veronica S Salt Closed 10/16/2021
Spin-off Policy frem this One

Type Policy Change
down menu. e v g
Change Policy Personal Auto Period
Cancel Policy 9113J 100080 10/15/2021
Renew Policy 10/15/2021 04/15/2022
o Primary Named Insured Number of Terms 1
Name Veronica S Salt Total Cost $1,431.24
oare ) (] .
i Policy Address 100S MUESSING ST Billing Status

INDIANAPOLIS, IN 46226-2827
# Tools -
County MARION

130012065

Action Screen

Pro
sSN 8426 Pr
Pro

[F PolicyCenter” Desktop |+ Account |+  Policy |~ Search | v Team Administration |  Testing |+ P [Z @] cotof

On the Start POlicy Change Screen’ the | Policy File 9 PersonalAuto Indiana Veronica SSalt Account: 2656709063 Policy: 9113100080  In Force (Expiration: 04/15/2(
Effective date field defaults to the — ¥ Start Policy Change p—

current date. R 5

» Ifneeded, you may enter a new date in
the Effective Date field.

e Click the Next > button.
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Add or Delete a Driver on an Auto Policy ﬂ!

PolicyCenter

Nationwide

Job Aid Process (Remove a Driver Cont.) :
Step 3

Action Screen

On the Policy Info screen:

A\ Polcy Change Pending) 6 Personal Auto Indiana Efectiv: 1/16/2021 Primary:Veronca S Salt_ Account: 2655709063 Polc

Policy Info _ ([T (FX0S) (TS EETIETEE

lidated.

e C(Click the Drivers link.

s months
1

1071572021
ou15/2022

Indiana

Step 4

Action Screen

nter” Desktop |v Account|v Policy v Search |v Team Administration |v Testing |+ : 2 @/ cowpn

H\ Policy Change (Pending) @M Personal Auto Indiana  Effective: 10/16/2021Primary: Veronica $ Salt Account: 2656709063 Policy: 9113 100080

DUVEIIN o ] o ] o [ vsonmone | vevoncioo

On the Drivers screen:

+ Select the checkbox to the left of the RUCAETE
Driver # needing to be removed. .

Dateof Birth & Gender

alt 07/10/108  Female

03/16/1084  Male

11/092003  Female  Single child Driver

* C(lick the Remove button, to delete the
selected driver from the policy.

Action Screen

[ riveyconemr oo | Acsurt | | et = e et | = T [ i @ @ [wwn

— 709063 Policy: 71131 100060

N
Drivers (EEEES () (F2) (Vs Ty

Driver Details

On the Drivers screen:

» Review the drivers listed on the policy
to ensure the driver has been removed.

* Click the Quote button.
* Click the Issue Change button. On

the pop-up confirmation window, click
the OK button to issue the change.
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