Add Mortgagee (Third Party)

to a Property Policy

PolicyCenter

This job aid reviews how to add a Third Party Mortgagee to a Property policy. This job aid starts at the Policy
Info screen during the submission or policy change.

To avoid potential delays in processing payments and correspondence to mortgagees, search for an existing
third party using the broadest search before adding a third party to the list.

Step 1

Action Screen

On the Policy Info screen: poicychangezrions: | HCUCOMIMGSRN ver> ] e ] o ommction J oot

Pending

Address has been validated.

Click the Mortgagee/Billing link.

Primary Named Insured change To: policy Details
Name Veruca Salt Term Type
oweling Policy Address Change To: [-] Number of Terms
2378 FOUR SEASONS PKIWY Policy Type
Dwelling Protection/Risk Det... CROWN POINT, IN 46307-9342
Effective Date
Dwelling Construction County PORTER
Business Type New Business Expiration Date

Coverages
Rate State

Valuables Plus(inland Marine) °

Secondary Named Insured Original Policy Year

Underwriting.

Years With P Ca
. Additional Named Insured ears With Prior Carrier

Policy Review : m Has your property insurance
been cancelled or non-
renewed for any reason

Name Description of Interest - - .
other than non-payment o
Mo data to display premium in the past 5 years?
Mortgagee/Billing Discounts
I ntra Agency Transler

In the Third Party Lienholder section:

Mortgagee/Billing (S IS (EETmT EETIENET

CI'Ck the Ad d bUtton . Third Party Lienholder
Se|eCt Ad d Th | rd Party I |en h (0] I d er from the Add Third Party lienholder je 5 Lien Type Address EDI Number Loan Number
drop-down I|St No data to display

Individual Lienholder

Name Third Party Type Lien Type Address EDI Number Certificate Required Loan Number &
Mo data to display

Dwelling Additional Interest

Name Third Party Type *additional Insured Type Address Certificate Required
No data to display

Policy / Billing Options

Current Bill To Primary Named Insured °
Renewal Bill To Primary Named Insured °
Renewal Policy To Primary Named Insured °
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Action

Screen

On the Search Third Party screen, search to
find if the mortgagee information is already
included.

Selection should be made from the database
to avoid creating duplicates whenever
possible.

In this example:

Enter “Wells” in the Name field. The best
practice is to search with as few characters as
possible. This will return the broadest search
results.

Click the Search button.

If the Third Party is found, select it from the
Search Results section at the bottom of the
page. Review the Important Information
section in the right column to ensure the
correct selection is made.

Click the Select button next to the appropriate
result.

Hint: You must contact the Personal
Lines Service Center to request the
Third Party information be added or
modified by the gatekeeper IF:

The Third Party is not found and
the message “The search
returned zero results” is returned

The Third Party is found, but the
information (Legal Information,
Address) is incorrect.

a IMPORTANT INFORMATION:

Standardized Third Party entries allow Nationwide to
electronically communicate with financial institutions,
reducing print/postage and check processing expense.
Manually adding new third parties leads to paper
declarations/invoice and paper check processing (non-
desirable outcome.)

If multiple entries are found:

+ Preferred selection should have ALL CAPS
vs Standard Capitalization

« Additional Information and C/O should be
in the appropriate fields in PolicyCenter

« Legal abbreviations are interchangeable
and using any one of these combinations
protects the mortgagee's financial interest

e The abbreviation is typically not used
within the database, when searching city
use ‘Fort Worth' instead of ‘Ft Worth’
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On the Mortgagee/Billing screen, after the
correct mortgage information is selected (or
added by PLSC):

Select the correct Mortgagee information for
Third Party Type, and Lien Type.

For the main/first mortgage, select First
Mortgagee from the Lien Type field.

For a second and any subsequent
mortgages, select Mortgagee from the
Lien Type field.

Proceed with the submission or policy change
as usual.

E PolicyCenter™ Desktop | =
Actions

Policy Change 37108781

Account | = Policy |+ Search |+ Team Administration |+ Testing |+ Training |+ Lived

# Policy Change (ending) ’;5 Homeowner Indiana Eff.11/19/2021 VerucasSalt Account# 4340449388 Policy# 911

Mortgagee/Billing (S (S WY EETIERET

Pending

Policy Contract
Policy Info
Dwelling
Dwelling Protection/Risk Det...
Dwelling Construction
Coverages

Valuables Plus(inland Marine)

Underwriting

Policy Review

Third Party Lienholder

Name Third Party Type* % Lien Type* Address

Indiana First Federal ISAOA/ATIMA | Mortgagee = | | FirstMortgagee ¥ | 123 Main St., Indianapolis, IN 46224

Individual Lienholder

Name ¢ ThirdPartyType = LienType = Address = EDINumber = Certificate Required 3  Loan Number &

No data to display

Dwelling Additional Interest

Name % Third PartyType =  *AdditionalInsured Type & | Address =  Certificate Required

No data to display

policy / Billing Options
Current Bill To Primary Named Insured

Renewal Bill To Primary Named Insured

Renewal Policy To Primary Named Insured

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) I 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.




	Slide1
	Slide2
	Slide3

