Change Military Address

This job aid reviews how to change a military address on a policy. In this scenario, the policyholder is an active
member of the U. S. Armed Forces and being deployed to a domestic location, Minot Air Force Base in North
Dakota, so they need to have their mailing address updated. Any changes to an existing policy require a new
Policy Transaction, quoting, and issuing the changes.

The steps are the same for Auto, Property, and Umbrella policies.

Background Information:
The following abbreviations are used in military addresses:

o APO Army Post Office — Army or Air Force installations

o FPO Fleet Post Office — Naw installations and ships

o) DPO Diplomatic Post Office — United States overseas embassies
o) AE Armed Forces — Europe, the Middle East, Africa, and Canada
o) AP Armed forces — the Pacific

o) AA Armed forces — the Americas excluding Canada

Important: PolicyCenter requires a valid zip code in all military addresses.

Action Screen

On the Summary screen:

[{ PolicyCenter” Desktop |+ Account | v Policy |~ Search |» Team Administration | v Testing | v  Training | =

. - Indiana Victor Salt Account: 983585980 Polmy:QlBJlOﬂﬂEl in Folce(Expirall(
« Click the Actions button.

" AccountFile

B PolicyContact =
|2 el @t Policy Eile
H . licy
» Select Change Policy from the drop-down P create
o Drivers Hew Note
menu. Associated Policy T|
o Aot Arolatione New Activity »
Accidents/Violations ) 3585080 Created
Pre-Renewal Direction
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Step 3

Action Screen

On the PO“Cy |nf0 screen. Ef’ﬂ\lry(',cnmr' Desktop ' ¥ Account |v Policy ~ Search v Team Administration |~ Testing  ~ Training |~

p
Actions 7 Policy Change (Pending) M Personal Autc Indiana  Effective: 10/30/2021 Primary: Victor Salt  Account: 983585

Policy Change 130571189 Policy Info [ uote ]

* Click the down arrow to the right of

Change To: in the Policy Address section. o
- Address has been validated. Policy Details
« ” Policy Contrac Primary Named Insured Change To: Term Type 6 months
+ Select “New Address” from the drop-down e ot Numberof Terme 1
list. Drivers Policy Address Change To: [B) | Efectivepate 1071672021

10 MONRQE BLVD Existing Address P 04/16/2022|

Accidents/Violations TERRE HAUTE, IN 47803-1628
New Address Indiana
County VIGO

Vehicles
e Edit Current Address

Business Type New Business
Usage-Based Insurance ‘ Discounts

Seps |

Action Screen

On the Address Detalls screen: EPnhc‘yCcnmr" Desktop | * Account | v Policy = Search | Team Administration | * Testing | v Training | v

-
Policy Change 130571189 # Policy Change (Pending] &8 Personal Auto Indiana Effective: 10/30/2021  Primary: Victor Salt Account: 983585

+ Complete all required fields (as shown in
this example).

Address Details (=

0 Address Line 1 * | PSC 12345 Box 12345
i Address Line2
* Click the OK button at the top of the Drivers
screen. AccidentsViolations cry * | apo
T State * | aA- Military Base -
ZIP Code * | 09204-1234
Usage Based Insurance
Coverages
Lienholder/Additional Interest County * || ADAMS v
Underwriting Territory 999
Fire Code

Policy Review

Tavcada

Step 5
Action Screen

Review the Policy Info screen for
completeness and accuracy.

EPn\lryCcn[or" Account | v  Policy = Search ~ Team Administration | v Testing v  Training @«

~
"\Pollojchange(Pendmg) &9 Personal Auto Indiana  Effective: 10/30/2021 Primary: Victor Salt Account: 983585¢

Actions
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be re-quoted: . PSC 12345 Box 12345 Effective Date 10/16/2021]
Drivers APO 09204-1234
Expiration Date 04/16/2022,
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Usage-Based Insurance Secondary Named Insured ﬂ Discounts
Coverages Easy Pay Sign Up No
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Underwriting : :::Ehiwheesm sddnonstase v @ o Paperless Policy @) ves
* inthe household insured Intra Agency Transfer Mo
Policy Review under the
Nationwide Family of Financial Products
Companies?
Company Car * Yes @ No Annuity
Traditional Life
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Action Screen

Change Military Address

On the Quote screen:

7 PolicyCenter® Account |~ Policy |~ Search |~ Team Administration | v Testing |~ Training |~

7, Policy Change (Quoted) & Personal Auto Indiana  Effective: 10/30/2021 Primary: Victor Salt  Account: 9835850

Quote _ (EEmS WSS Ty [N

9113100081

Actions

* Click the Issue Change button.

Policy Change 130571189
Quoted

Policy Number Policy Period 10/16/2021 - 04

¢ Click the OK button on the confirmation
pop-up message.

Policy Contract
Policy Info

Drivers

Primary Named Insured
Policy Address
County

Residual Market.

Victor Salt

PSC 12345 Box 12345
APO00204-1234

VIGO

RM 15

Previous Policy Full Term 5824.41

Premium
New Policy Full Term 5824.11
Premium

Full Term Change in 0
Premium

Usage-Based Insurance )
J Summary ‘ Premium Details | CostChange Details | Applied Discounts/Surcharges

Coverages

Applied Discounts/Surcharges

Lienholder/Additional Interest

[P —  olicy Level Discounts/Surcharges

Description
Policy Review
Advance Quote Discount
JQuote Home and Car Discount

Paperless Policy Discount
Forms

Vehicle Level Discounts/Surcharges.

Step 7

Action Screen

You have successfully changed the policy’s

ml|ltal’y addreSS EPMI(‘yCOmN‘ Desktop | ¥

Account ' » Policy = Search ¥ Team Administration | ¥ Testing | v Training ~

'f’\Pulicychange(Buundj & Personal Auto Indiana  Effective: 10/30/2021  Primary: Victor Salt Account: 98358508

Policy Change Bound

Your Policy Change (#130571189) has been bound.

oV ur policy (#9113J 100081)
@ Go toyour desktop
Required
Trailing Documents B
Code 2  Name Filing Location 2 Automated?

na Elactronic Dacumant Dalivan: Aarasmant._Azant’s Offica Vo

By accepting a copy of these materials:

(1) I agree that | am either: (a) an employee or Contractor w orking for Nationw ide Mutual Insurance Company or one of its aff iliates or subsidiaries
(“Nationw ide”); or (b) an Independent Sales Agentw ho has a contractand valid appointment w ith Nationw ide; or (c) an employee of or an independent
contractor retained by an Independent Sales Agent; or (d) an Independent Adjuster w ho has a contract with Nationw ide; or (e) an employee of or an
independent contractor retained by an Independent Adjuster.

(2) I agree that the information contained in this training presentationis confidential and proprietary to Nationw ide and may not be disclosed or provided
to third parties w ithout Nationw ide’s prior w ritten consent.

(3) I acknow ledge 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 performany functions that w ould require alicense; and (ii) | am responsible for acting in
accordance with all applicable law s and regulations.

(4) | agreethat | willreturn or destroy any material provided to me during this training, including any copies of such training material, w hen or if any of
the follow ing circumstances apply: (a) my Independent Sales Agent agreement w ith Nationw ide is cancelled or | no longer hold any appointments w ith
Nationw ide; (b) my employment w ith or contract w ith a Nationw ide Independent Sales Agentis terminated; (c) my Independent Adjuster contract with
Nationw ide is terminated; (d) my employment w ith or contract with a Nationw ide Independent Adjuster is terminated; or (e€) my employment or contract
w ith Nationw ide is terminated for any reason.
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