Property Tenant Submission

PolicyCenter

Description:

]

This job aid outlines the differences between Tenant and Homeowner submissions, as well as explains how
to complete a Property Tenant full application submission in PolicyCenter.

Key differences from a Homeowner submission:

eDifferent set of Qualification questions

*No Marshall & Swift/Boeckh (MSB) launch

*No MSB data retrieved
*No Inspection Data tab

* Select “New Submission” from the drop-
down menu.

Action

[EF contacts

[ Policy Transactions
[ submission Manager
B Underwriting Files
£1 Related Accounts

O History

Move Policies to this Account
Merge Account into this Account

Account Name

Status

Address

Country

SsN

Current Activities

Created Date Due Date

Action Screen
On the Account Summary screen:
n Desktop |~ Account | v Policy |+ Search |» Team Administration |~  Testing |+  Training | =
¢ Click the arrow to the right of the Actions create Account 186882121
field. e ummary

1968782127
Veronica Salt

Active

2379 FOUR SEASONS PKIWY
CROWN POINT, IN 46307-9342

United States of America

werr 5516

Screen

PolicyCenter defaults the Rate State to match
the prospective member’s mailing address.

You can update the Default Effective Date on
this screen or the Policy Info screen.

¢ Select the radio button to the left of the
Tenant field.

¢ Click the Select button.

Desktop | v Account

~ Policy | v Search |v Team Administration | v Testing |v Training | v

New Submissions
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Property Tenant Submission

PolicyCenter

/!

Nationwide

Action

Screen

Job Aid Process (Cont.) :

To begin the application, you must
answer/verify the qualification questions.
These questions are used to determine

eligibility for the type of insurance being
sought.

¢ Select the appropriate answer for each
question.

¢ Click the Next > button.

H Desktop |«

Actions

Submission 14002633
Pending

Account | = Policy |«

4

¥ | Submission (Pending) ‘;ﬁTenam Indiana  Effective: 02/26/2022 Veronica Salt Account: 7968782127

el

Search |+ Team Administration | v  Testing |«

Qualification

Training | v

Qualification

Policy Contract

Policy Info

Dwelling

Dwelling Protection/Risk Det...
Dwelling Construction

Coverages

Valuables Plus(Inland Marine)

Underwriting

Mortgagee/Billing

Currently living in the dwelling/apartment?

@ Yes
Any insured or househeld member been convicted of insurance fraud? Yes
Any insured or household member been convicted of a felony in the past 10 years? Yes
Have you or any member of your household had a fire loss in the past 5 years at any
A L Yes
property location that you owned or occupied at the time of loss?
Property accessible to fire equipment year round? @ ves
Is the dwelling rented to others as a vacation or short-term rental? Yes

No
@ ne
® No
@ No

No

right © 2023 Nationwide M
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Property Tenant Submission
PolicyCenter

Job Aid Process (Cont.) :
Step 4
Action

Screen

M

Nationwide

On the Policy Info screen:

¢ Select the Yes radio button to select the
Give Privacy, Credit Report and Insurance
Score Notice Disclosure option.

e Click the OK button on the pop-up window
after reviewing the disclosure.

To complete the Policy Info screen:

¢ Complete the remaining required fields.
Those include:
O Business Type
Number of Terms
Effective Dates
Original Policy Year
Insurance Cancellation radio button
Home and Car
Associate radio button
Automate Electronic Delivery of
Required Documents
Email Address
O Producer Code

O O0OO0OO0OO0OO0O0

Note: Many of the required field's default but
can be changed, as needed. You may need to
scroll down to view additional fields.

Note: If you answer “Yes” to the Automate
Electronic Delivery of Required Documents
guestion, PolicyCenter will automatically send
any required documents to the policyholder.
To use this option, you MUST specify “Online
Account Access” for Designated Delivery
Preference New Selection and enter the
policyholder’s email address.

¢ Click the Next > button.

Note: Discounts can be added or updated in
the Discounts section.

Desktop

Actions

Submission 14002633
Pending

Qualification

Dwelling

Dwelling Protection/Risk Det...
Dwelling Construction
Coverages

Valuables Plus(intand Marine)

Underwriting

Mortgagee/Billing

Tools

® Notes

® Participants
® Workplan

® History

Account | =  Policy |+

4+ Submission (Pending) ‘;stnant Indiana Effective: 02/26/2021 Veronica Salt Account: 7968782127

[ <o | v || e | oomesomaen

Policy Info

Search +  Team

Administration | v

Testing |+

Training | +

Address has been validated.
Primary Named Insured
Name
Phone

policy Address

County

Business Type

Secondary Named Insured

" Additional Named Insured

Change To:

Veronica Salt

Change To:

2379 FOUR SEASONS PKWY
CROWN POINT, IN 46307-8342

PORTER

New Business

Name % Description of Interest

No data to display

Give Privacy, Credit Report
and Insurance Score Notice?

Notice Acceptance
Timestamp

02/26/2022 1:11 PM

Policy Details
Term Type

Number of Terms

Policy Type

Effective Date

Expiration Date

Rate State

Original Policy Year

Has your property insurance
been cancelled o nen-
renewed for any reason
other than non-payment of
premium in the past 3 years?
Discounts

Home Financial

Home and Car

Multi-Product

Associate

Group Affiliation

Nationwide Documents/Email
Automate Electronic
Delivery of Required
Documents?

Document Delivery
Preference New Selection

Email Address

Producer of Record

Producer Code

Annual

1

Tenant
02/26/2022
02/26/2023
Indiana
2022

Yes (@) No

Yes @ No
NW Auto
personal Umj
Vet Pet
Powersport
Farm/agribus
Nationwide 8

Commercial

Yes (@ No

Yes (@) No

online Account Af

veronica@email.g

Online Account 2

130213787

Copyright © 2023 Nationwide Mutual Insurance Company. Proprietary & Confidential.




Property Tenant Submission
PolicyCenter

Job Aid Process (Cont.) :
Step 5

Action

Screen

Nationwide

On the Dwelling screen:
* Review and complete the required fields.

Note: Required fields are denoted with an
asterisk.

¢ Click the Next > button.

Action

Desktop

Actions

Submission 14002633

Pending

v Account v  Policy | =

Search | w

Team Administration | =

Testing | =

Training |+

& | submission (Pending) ’;} Tenant Indiana Effective: 02/26/2022 Veronica Salt Account: 7968782127

Dwelling

e

Qualification
Policy Contract
PolicyInfo
ng
Dwelling Protection/Risk Det....
Duselling Construction
Coverages
Valuables Plus(Inland Marine)

Underwriting

Mortgagee/Billing

J Details ‘

Location Name

Location Name

Location Details
Occupancy

# Qccupants

# Units in Building
Secondary

Gated Community

Tenant

1

n
Yes @ No
Yes @) No

Screen

Geographic Data
County

Territory

Grid System 1D

Miles To Fire Station
Hydrant Within 1,000 Feet
Protection Class

Tax Code

Fire Code

Fire Department

Fire Station

EQ Zone

FD Subscription

*

PORTER
671
CHR-865
o1

@ v

4

LAKE OF THE FOU
LAKE OF FOUR SE
o004

Tax

View Details

On the Dwelling Protection/Risk Details
screen:

e Review and update the answers, as
necessary. For example, you may need to
add information if the member has a home
security system, swimming pool,
trampoline, or dog on the premises.

¢ Click the Next > button.

Action

n Desktop | v Account | v

Actions

Submission 14002633

Qualification
Policy Contrac
Policy Info

Dwelling

Dwelling Construction

Covera

Valuables Plus(inland Marine)

Underwriting

Mortgagee/Billing

Dwelling Protection

Dwelling Risk Details

Any dogs on premises?

Incidental Farm

imming poolon

Dwelling Protection/Risk Details

Yes @ No
Yes @ No
Yes @ No
Yes @)No

Yes @ No

Yes @ No

Screen

y |~ Search |v Team Administration | v Testing |v Training

¥ | submission (ending) ’:j Tenant Indiana Effective:02/26/2022 Veronica Salt Account: 7968782127

(<o 1 o | vt | st st

On the Dwelling Construction screen:

e Ensure all required (*) fields are answered
correctly.

¢ Click the Next > button.

n Desktof
Actions

Submission 14002633
Pending

Qualification

Policy Contract
Policy Info
Dwelling

Dweelling Protection/

Coverages

Valuables Plus(inland Marine)

Underwriting

Mortgagee/Billing

p|v Account |v Policy

Dwelling Con

Vear Built
Construction Type

Roof Condition

Central Heating ?

Supplemental Heat

Electric

Thermostatically Controlled

v Search | Team Administration | v Testing | v  Training | v

struction

* [ 2000
* | Brick, Stone or Masonry.
* | Excellent

® ves No

None
* ([ Circuit Breaker
Aluminum Wire

Knob/Tube

¥ submission (Pending) ’;5 Tenant Indiana Effactive:02/26/2022 Veronica Salt Account: 7958782127

[ o T e e L sorimen
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Property Tenant Submission il
PolicyCenter

Nationwide

Job Aid Process (Cont.) :
Step 8

Action Screen

All Coverages are added on the Coverages
screen. Refer to the chart below to see
common additional coverages and their
location on the screen.

Item Description

1 Brand New Belongings, Dwelling
Replacement Cost

2 Water Backup and Earthquake

3 Protection Boost (The View
Coverages button displays all
available coverages) and additional
coverages for Tools

Some fields may default. Greyed-out
checkboxes indicate coverages included in the
contract. Items not defaulted can be added or
removed per the customer’s request.

It may be necessary to scroll down to view all
fields on the Coverages screen.

n Desktop |+ Account | v Policy |+ Search v Team Administration | » Testing |+  Training | =

+ Submission (Pending) ;lTEnant Indiana Effective: 02/26/2022 Veronica Salt Account: 7968782127

Actions

simssonrioness [ ca

¢ Review the Coverages screen and e
complete all necessary information. cusineston J e |
Section | Coverages Section Il Coverages
* Click the Next > button. Poliy Ifo
Dwelling Section 1 Deductibles personal Liability
Dwelling Protection/Risk Det... All Peril 500 - Limit 300,000
P R Personal Property Medical Payments to Others
Limit 15,000 Limit 3,000
5

Copyright © 2023 Nationwide Mutual Insurance Company. Proprietary & Confidential.



Property Tenant Submission i
PolicyCenter

Nationwide

Job Aid Process (Cont.) :
Step 9

Action Screen

The Valuables Plus screen includes scheduled " Desktop |~ Account |~ Policy |~ Search |~ Team Administration |~ Testing |~ Training | ~
item and blanket coverages. Actions P élsubm\sslon(l’endmg) ﬁ‘mnant Indiana Effective: 02/26/2022 Veronica Salt Account: 7968782127

Submission 14002633 Valuables Plus(Inland Marine) =3

Pending

Click the Next > button.

Valuables Plus

Qualification

policy Contract

L4 Jewel
Policy Info Vi d
Duelling Scheduled ltems Number of itams to add [ dd |
Dwelling Protection/Risk Det... Item# & Description (must be unique) Value® = Appraisal Date
Duielling Construction BERTCTI
_ 1 7500 | [ 03/16/2018
Coverages
Jewelry Agreed Value
Bicycles (Coverage A)
Mortgagee/Billing
Boat Docks|Lifts

Step 10

Action Screen
on the Underertlng Screen, underWr|t|ng n Desktop | v :gcoun! > Policy vﬁswm v Team Administration v  Testing |v  Training | v
issues will not be identified until the -
submission has been quoted for the first time.

Underwriting =

UWissues | Prior Losses ‘ Credit Bureau Report |

Noissues dentified at this time.

View Issues Blocking | ViewAll v

Nodatato display

e Access additional tabs, as necessary.

Valuables Plus(inland Marine)

Click the Next > button.

Mortgagee/Billing

Step 11
Action Screen

On the Mortgagee/Billing screen in the u Desktop |~ Account |+ Policy |+ Search |+ Team Administration |+ Testing |~ Training |+
Policy/Billing Options section, you can

determine the billing for New Business and
Renewals. For tenant policies, billing is sent to rire pary ienhelder
the Primary Named Insured. Gusticston [ oa -]

+ Submission (Pending) ’_;jTEnant Indiana Effective: 02/26/2022 Veronica Salt Account: 7968782127 Billto: Prima

n 14002633 MOl’tgagee/BHHHg ' Quote || Withdraw Submission

Policy Contract Name Third Party Type Lien Type Address EDI Number Loan Number
Policy Info No data to display
If your customer needs a copy sent to their r—— Indhidual enholder
landlord or property management company, e ——— m e iE—r———
you will enter that information under ""”":“““ o s sy
Dwelling Additional Interest. Vatuables ls{nand arne) AT

— (N

Name = Third Party Type = *Additional Insured Type = Address &  Certificate Required

¢ Complete all necessary information.

No data to display

policy / Billing Options

) Current 2ill To Primary Named Insured [~ ]
e C(ClicktheQ b
Click the Quote button. a
Renewal Policy T P y N d | d
. cnewal Plicy To rimary Named Insure [~ ]

right © 2023 Nationwide M ce Company. Proprietary & Confidential.




Property Tenant Submission

PolicyCenter

Nationwide

Job Aid Process (Cont.) :
Step 12

Action Screen

The Quote screen provides a detailed breakdown n P e e e I
Of premium cost fOr each pOIle coverage. T : IilSubrmEs\cn (Quoted) ﬁTer\:mt Indiana Effective: 02/26/2022 Veronica Salt Account: 7968782127 Bill to: Primay
. - Submission 14002633 Quote
¢ Click the Finalize Quote button. Quoted - ]
Submission Number 14002832 Total Premium $244.70
Qualification Policy Period 02/26/2022 - 02/26/2023 Total Cost 5244.70
* Click the OK button on the Finalize Quote pop- i primaryNamedinsired - Veronicasat
up window after reviewing the disclosure I o CROWN PONT, a7 5542
Dwelling County PORTER
statement. owelingerotectionriskoet.. stonide Insurance Comgany of marics
Dwelling Construction Jm‘
Note: Clicking the Finalize Quote button places Coverages . .
L. i o . 7 Property Line - Policy Type Tenant
the submission in Binding status. After binding the e )

po“cy' you Can advance to the Payment screen' Underwriting . Dwelling at 2379 FOUR SEASONS PKWY, CROWN POINT, IN
s . . . . Quote . . R
enter the billing information, and issue the policy. - Applied Discounts/Surcharges
Mortgagee/Billing
Description

Home And Car Discount

Step 13

Action Screen

The system displays a progress bar as a visual
cue of running validations report ordering. Once
validations are complete, the system
automatically displays the Payment screen.

Note: If a validation or report fails, PolicyCenter
continues to display a validation message,
warning, or Underwriting rule on the impacted
screen.

Step 14

Action Screen

On the Payment screen: n Desktop | v Account | Policy |+ Search |+ Team Administration | v Testing |v Training | v
o B (& siomisson(nang) () Teram indna Eectve: 07262022 Veronica sl Account 568752121 il Prmal
H Submission 14002633 Payment (B Issue Poli
* Select the appropriate Installment Plan. Sibmision 14602 y Lo ]
Premium Summary
Qualification Total Premium $244.70
» Complete the required information. Those proem e
fields include: a0
0 Day of Month (defaults to d’
. . . Billing Account New - Create new Billing account -
submission’s effective date) e
Valuables Plus(inland Marine) Billing Address Change To °

0 Bi" De“ve ry Prefe rence radlo bUtton Underwriting H 2378 FOUR SEASONS PKWY, CROWN POINT, IN 46307-9342
0 Paperless Billing Consent radio -

Payment Schedule

button el Installment plan Select = ) Name & Down Payment & Installment & Service
Payment ° Direct Billed (includes Full Pay) 52539 52539
Recurring Bank Card 52529 52529
. . Tools Recurring EFT 52139 52139
¢ Click the Issue Policy button.
Day of Month 26 -
© hslableCorerges Bill Delivery Preference @ Email US Mail
. Click OK On the Conﬁrmation 0 _u © Documents Paperiess Billing Consent ® ves No
p p p O BT Email Notifications Send Email Receipt for Payments
W| n d OW. ® Workplan Send Payment Reminder Email (2 days before the due date]

Copyright © 2023 Nationwide Mutual Insurance Company. Proprietary & Confidential.




Property Tenant Submission
PolicyCenter

Job Aid Process (Cont.) :

Step 15
Action

M

Nationwide

Screen

The Policy is now in “Bound” status. s
Mobile Phone

Down Payment

Next, complete the Down Payment Details
information:

Click the Add button.

Select “Cash” from the drop-down list.

Step 16

Action

Total Submitted

Down Payment Details (Agency Sweep/Web Remittance will be used for Cash, Check and Money Order) [EZIRd

Bank Card
Cash
Check

5[ 2530
Money Order

One Time EFT

Description Amount

No data to display

Screen

In the Down Payment Details section:

Underwriting

Quote
°

Enter the amount of the down payment.

Forms

Mortgagee/Billing

Payment
°

Click the Submit Payment button.
Note: Depending on which Down Payment option

is selected, additional information may be
required.

Step 17

Action

Down Payment Details (Agency Sweep/Web Remittance will be used

Payment Details

for Cash, Check and Money Order) ([XEIRg | Submit Payment |
Description Amount

Cash 52539

9113HS900001
Cash

5| 2539

Screen

The Submission Bound screen displays.
Next, you must collect the documents required
to complete the bind process:

Desktop | v  Account | v  Policy

v Search + Team Administration w  Testing |+ Training | v

¥ | submission (Bound) ﬁTenant Indiana Effective:02/26/2022 VeronicaSalt Account: 7968782127 Policy: 9113HS

Submission Bound

Click on the Documents link.

Your Submission (#14002633) has been bound.
Billing Account Number:9182288798

@ View your sub

Tenilin

customer. An example of this would be a down payment receipt.

There are two ways to obtain the customer’s signature. They can physically
generate a PDF) or electronically sigh documents online using eSignature.

eSign any optional or added documents.

Documents defaulting on the Documents screen are those required to finish the issuing process. This includes documents needing
signatures or additional documentation from the customer. An example of this would be the Central Alarm Certificate.

Additional documents can be found by clicking on the Add button. These documents are optional but are available for the

If you selected “Yes” for the Automate Electronic Delivery of Required Documents question on the Policy Info screen, required
documents will show as already sent for eSignature when you display the Documents screen. If this is the case, you will only need to

sign printed documents (click the View button to

Copyright © 2023 Nationwide Mutual Insurance Company. Proprietary & Confidential.



Property Tenant Submission
PolicyCenter

Job Aid Process (Cont.) :

Step 18
Action

M

Nationwide

Screen

To create an eSignature envelope, at least one
document selected must have a “Yes” status in
the eSignable column:

¢ Select all the documents you want to
provide to the member. The documents
selected will create an envelope to be
emailed to the required signers.

Click the eSign Documents button.

Action

u Desktop |+ Account |~ Polic

onli

[<H<H<N<N]

[~

Documents

i 4@ cowm

Veronica Salt Account: 7968762127 Policy: 9113HS900001 In Force (Exp. 02/26/2023) - Biling Account: Inquiry

~ Search |v Team Administration v Testing |+ Training | v

Print Customer Documents | Resend Print

‘Submission: 14002633 (2021-02:26) am/dyyyy

R i scnseasocmas ]| csooams | a1

Name 2

Step 19

Screen

Enter or verify email address(s) for required
signers. You can also add Carbon Copy
recipients not requiring a signature:

* Click the Send button.
An email is sent to all recipients to take

appropriate action using the eSignature
functionality.

Action

LL Desktop | +

Actions

[ Policy Contract

Account |+  Policy |~ Search |+ Team Administration = Testing | »  Training | =

Policy File { ; ) Tenant Indiana Veronica Salt Account: 7968782127 Policy: 9113H5900001  In Force (Exp. 02/26/207

eSign Details [reumionocumens]

® Policy Info

® Dwelling

® Dwelling Protection/R...
® Dwelling Construction

® Coverages

® Valuables Plus{inland ...

* Quote

® Forms

Step 20

s ] e

Required Signer(s) = -

Role Name Email’ Text Notifications Mobile Phone

Producer Training Agent | agent@nationwide.com

Primary Named Insured  Veronica Salt weronica@email.com

Carbon Copy
E3

No data to display

Screen

PolicyCenter produces a second set of
documents during the eSignature envelope
creation process. The second set of documents
includes signatures once the process is
completed. The first set never includes
signatures at any point.

The second set of documents display a
“Created” Status until all documents are
created by the system; this is about a 10-
minute process. At that point, the documents
are emailed and the Status changes to “Sent”.
The Status column will update to “Completed”
after the envelope is signed and returned.

Copyright © 2023 Nationwide Mutual Insurance Company. Proprietary & Confidential.




Property Tenant Submission il

Nationwide

PolicyCenter

By accepting a copy of these materials:

(1) I agree that | am either: (a) an employee or Contractor working for Nationwide Mutual Insurance Company or one of its affiliates or
subsidiaries (“Nationwide”); or (b) an Independent Sales Agent who has a contract and valid appointment with Nationwide; or (c) an
employee of or an independent contractor retained by an Independent Sales Agent; or (d) an Independent Adjuster who has a contract
with Nationwide; or (e) an employee of or an independent contractor retained by an Independent Adjuster.

(2) I agree that the information contained in this training presentation is confidential and proprietary to Nationwide and may not be
disclosed or provided to third parties without Nationwide’s prior written consent.

(3) I acknowledge that: (i) certain information contained in this training presentation may be applicable to licensed individuals only and
access to this information should not be construed as permission to perform any functions that would require a license; and (ii) | am
responsible for acting in accordance with all applicable laws and regulations.

(4) | agree that | will return or destroy any material provided to me during this training, including any copies of such training material,
when or if any of the following circumstances apply: (a) my Independent Sales Agent agreement with Nationwide is cancelled or | no
longer hold any appointments with Nationwide; (b) my employment with or contract with a Nationwide Independent Sales Agent is
terminated; (c) my Independent Adjuster contract with Nationwide is terminated; (d) my employment with or contract with a Nationwide
Independent Adjuster is terminated; or (€) my employment or contract with Nationwide is terminated for any reason.

Copyright © 2023 Nationwide Mutual Insurance Company. Proprietary & Confidential.
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