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Description: 

This job aid reviews how to add or remove a vehicle to an existing Farm policy.  

Click each link below to jump to the relevant process steps:  

 Add a vehicle

 Remove a vehicle

 Refer to underwriting

Add a vehicle 

Step Action Screen
1 Open an existing Auto policy: 

 Click Actions 
 Select Change Policy 

from the drop-down 
menu 

2 On the Start Policy Change
screen, the Effective Date field 
defaults to the current date:      

 Enter the appropriate 
date in the Effective 
Date field 

 Click Next
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3 On the Policy Info screen: 

 Click the Vehicles link 

4 On the Vehicles screen: 

 Click Add
 Select type of vehicle 

you are adding - 
Truck/Trailer, Private 
Passenger, etc.  

5 In the Details and Coverages 
section: 

 Enter the appropriate 
information into the Year
field 

 Enter the appropriate 
information into the VIN
field 

 Press the Tab key or 
click outside of the VIN 
field to populate the 
remaining basic vehicle 
information 
o If vehicle information 

does not populate, fill 
in Make, Model, and 
Original Cost New
fields 

o Gross Vehicle Weight
is required for 
Truck/Trailer 

 Body Style is required 
for Private Passenger 
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6 If private passenger vehicles 
are selected:  

 Select the appropriate 
Use Class

 Select Telematics 
Participation (not 
required) 

7 If Truck/Tractor is selected: 

 For the Primary Class 
Code and Secondary 
Class Code select 
Unknown

8 If Unknown was selected for 
the primary class codes, fill in 
the following fields: 

 Size Class 
 Radius 
 Business Use – Farm 

defaults to Service 
 Fleet  
 Once these fields are 

completed, the primary 
classification will 
populate 

 See chart below 
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9 If Unknown was selected for 
the Secondary Class Code, fill 
in the following fields: 

 Secondary Class 
 Telematics Participation 

(not required) 
 If Farmers classifications

were selected, complete 
type of Farm use 

 Based on the 
information provided 
above, the Secondary 
Classification will 
populate 

10 The coverage selections for 
Liability and Physical damage 
for the auto are on the right side 
of the Vehicle page under 
Coverages:

 Policy default coverages 
will apply   

 Use the dropdowns next 
to each coverage to 
amend 

 Review the Additional 
Coverages and 
Exclusions & Conditions 
tabs for optional 
endorsements



Vehicle Changes  

Nationwide Agribusiness 

Nationwide, the Nationwide N and Eagle, and Nationwide is On Your Side are service marks of Nationwide Mutual Insurance Company.  ©2024 Nationwide.                                                                                Internal Use only.  

11 If Loss Payee coverages are 
needed, select the Additional 
Interest tab and Add Coverage

12 Once all coverages have been 
selected, click Quote

13 Once quoted: 

 The Total Premium is 
the full-term premium 
including the prorated 
amount for this change. 
The Total Cost is same 
as the Total Premium. 

 The Annualized 
Premium is full-term 
premium assuming that 
all changes, including 
this change, were 
effective for a full-term 

 Change in Cost is the 
prorated premium 
related to this change 

*If the quote print(s) are 
needed, click the Forms link 
on the left side of the 
screen. Quotes stay on 
PolicyCenter for 30 days

 Agent can click Issue Policy if change is requested 

 To amend the quote, click Edit Policy Transaction

 If agent needs to return to the quote, select Save Draft

 If change is not needed, select Withdraw Transaction
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14 Once issued, the Policy Change 
Bound screen will populate. 
Agent can print the POI cards 
and endorsements next by 
clicking Review Changes. 

15 Select Forms from the left-hand 
menu 

16 Select View next to the 
Insurance Identification Card or 
Business Auto Change of 
Declarations Endorsement 

Return to Top
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Remove a vehicle 

Step Action Screen
1 Open an existing 

Auto policy: 

 Click 
Actions 

 Select 
Change 
Policy from 
the drop-
down menu

2 On the Start 
Policy Change
screen, the 
Effective Date 
field defaults to 
the current date:     

 Enter the 
appropriate 
date in the 
Effective 
Date field 

 Click Next

3 On the Policy Info
screen: 

 Click the 
Vehicles
link 
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4 Select the 
check box to 
the left of the 
vehicle # to be 
removed 

 Click 
Remove

5 Select Quote

 If the 
quote 
print(s) are 
needed, 
click the 
Forms link 
on the left 
side of the 
screen 

6 Click Issue 
Policy 
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7 Once issued, the 
Policy Change 
Bound screen will 
populate. Agent 
can view the  
endorsement by 
clicking Review 
Changes and 
Forms on the 
following screen  

Return to Top
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Refer to underwriting 

1 If underwriter referral is 
required, select Risk 
Analysis 

2 Select Request 
Approval

3 Complete the requested 
information:

 Referrals to 
underwriting 
lock that line of 
business until 
reviewed by 
underwriting, but 
do not affect 
other lines of 
business on the 
account 

 Select Update
 Complete Are you 

sure you want to 
request approval?

 Select OK
Return to Top


