Change Mailing Address

This job aid reviews how to change the mailing address on a policy. Changes to a policyholder's mailing
address can include corrections to the street address and/or apartment/unit number, entering a new street
address, corrections to the policyholder’s city/municipality/entity, or additions/corrections to a zip code.

Note: This change updates only the mailing address of the policy; it does not update the location exposure
address.

Any changes to an existing policy require a new policy transaction, re-quoting the policy, and binding the

changes.
Action Screen
On the Summary Screen " L) Desktop | » Account | v Policy | v Search |+ Team Administration | v Testing |+  Training | v
| coto.. - Indiana VerucasSalt Account: 8052332521 Policy: 9113HR027389  In Force (Exp. 04/24
» Click the Actions button. | ccount e
2 Policy Contract
Policy File
. ® Policy Info Create
» Select Change Policy from the drop- « busting
- . Associated Policy Transaction
d own menu. ® Dwelling Protection/R. .. New Actiity ' S— Created 04/24/2022
Pre-Renewal Direction J35% s e
O BT T New Policy Transaction uca Salt Closed 04/24/2022
® Coverages l Change Policy l Type Submiszsion
® valuables Plus{inland ... Change Policy - Producer Code Update oo Property Period
® Quote Cancel Poliey |3HRO27280 Effective Date 04/24/2022
Renew Palicy L _ .
® Forms 24/2022 Expiration Date 04/24/2023
® Mortgagee/Billing Primary Named Insured Number of Terms: 1

Action Screen

On the Start POIiCy Change Screen: 4] Account | v  Policy |+ Search |+ Team Administration | Testing | v Training | =

Actions g Policy File . ; } Homeowner Indiana WVerucaSalt Account: 8052332521 Policy: 9113HR027389  In Force (Exp. 04/24)

» Enter the Effective Date. The Effective ,
[ Policy Contract Start Pol Ct Next> m
Date defaults to today’s date but may = e art Folicy Chanee (23
be changed.

Effective Date * | 04f26/2022

® Dwelling

® Dwelling Protection/R...

« Click the Next button.
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Change Mailing Address

M

Nationwide

Action

Screen

On the Policy Info screen:

» Click the arrow button to the right of the
Change To: field.

Actions

Policy Change 991799
Pending

Polic

Dwelling
Dwelling Protection/Risk Det....
Dwelling Construction

Coverages

Valuables Plus(Inland Marine)

<
# Policy Change [Pending) ';} Homeowner Indiana Effective:04/26/2022 VerucaSalt Account: 8052332521 Policy:

Billing Account: Inquiry

Policy Info

L] Desktop |+ Account |»  Policy |+ Search |» Team Administration | w

e e

Testing | »  Training | =

Address has been validated.
Primary Named Insured

Name

Change To:

Veruca Salt

Policy Address

Change To:

2)

County

Business Type

10 MONROE BLVD
TERRE HAUTE, IN47803-1628

VIGO

New Business

Action

Screen

There are two ways to change a mailing
address: Create a new address or edit the
current address.

New Address:

» Selecting the New Address option
adds a new address for the Primary
Named Insured.

» If anew address is added, then the new
address, as well as any prior
addresses, displays in the address
drop-down list (possibly appearing in
other areas such as contacts, policies,
location exposures, etc.).

Edit Current Address:

» Selecting the Edit Current Address
option edits the current address on this
policy, as well as any other linked
policies at the same time.

e The prior address (the address before
editing) does not display in any address
drop-down lists.

In this example, New Address has been
selected from the drop-down.

L] Desktop |+ Account | »  Policy |+ Search |» Team Administration | w

Actions

Policy Change 991799
Pending

Dwelling

Dwelling Protection/Risk Det...

Dwelling Construction
Coverages

Valuables Plus(Inland Marine)

#\ Policy Change (Pending) ';} Homeowner Indiana Effective:04/26/2022 VerucaSalt Account: 8052332521 Policy:

Billing Account: Inquiry

Policy Info

=) ) e s

Testing | »  Training | =

Address has been validated.
Primary Named Insured
Name

Policy Address

County

Business Typa

Change To:
Veruea Salt

Change To:

10 MONROE BLYD
TERRE HAUTE, IN47803-1628

VIGO

New Business

New Address

Edit Current Address
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Change Mailing Address

Step 5

Action

Screen

>

Nationwide

On the Address Details screen:

required address fields:

+ Click OK.

» Enter the necessary information into the

H Desktop

Policy Change 991799
Pending

Dwelling
Dwelling Protection/Risk Det...

Duwelling Construction

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

# Policy Change (Pending) *;j Homeowner Indiana Effective:04/26/2022 VerucaSalt Account: 8052332521 Policy:

(@)

Billing Account: Inquiry

Address Details [

In Care of

*

Address Line 1 2379 FOUR SEASONS PKWY

Address Line 2

to be re-quoted.

¢ Click the Quote button.

Any change to a policy requires the policy | *

Policy Change 991799
Pending

Dwelling
Duwelling Protection/Risk Det...
Duwelling Construction
Coverages

Valuables Plus(Inland Marine)

city * | CROWNPOINT
Coverages State * | Indiana -
Valuables Plus(inland Marine) 2IF Code * [—
Underwriting

Fire Code
Policy Review TaxCode

Country * | United States of America -

* Bypass USPS Verification
es (@
Mortgagee/Billing
Address Line 1 AddressLine2 & | City State & ZIP Code & @
jols @ 2370 FOUR SEASONS PKWY CROWN POINT Indiana  45307-0342
® Notes. Use address as entered:2379 Four Season Parkway CrownePoint  Indiana 46307
Step 6
Action Screen
1] Account | =  Policy | v Search |+ Team Administration | v Testing |« Training | + H

# Policy Change (Pending) *;j Homeowner Indiana Effective:04/26/2022 VerucaSalt Account: 8052332521 Policy:

Billing Account: Inquiry

Quote View Bill Calculator

Policy Info

Address has been validated.

Withdraw Transaction

Primary Named Insured Change To: [-]

Name Veruca Salt

Policy Address Change To: [-]
2379 FOUR SEASONS PKWY

CROWN POINT, IN 46307-9342
County PORTER

Business Type New Business

Step 7

Action

Screen

On the Quote screen:

pop-up message.

» Click the Issue Change button.

* Click the OK button on the confirmation

ange 991799

Policy Contract
Policy Info
Dwelling
Duwelling Protection/Risk Det....
Dwelling Construction
Coverages
Valuables Plus(Inland Marine)
Underwriting
Policy Review

Quote

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

e
# Policy Change (Quoted) ':5 Homeowner Indiana Effective: 04/26/2022 Veruca Salt Account: 8052332521 Policy: ¢

Billing Account: Inquiry

Quote g e e e ey T
——

Policy Number 9113HR027383 Policy Period 04/24/203

Primary Named Insured Veruca salt Previous Policy Full Term $548.62
Premium

Property Address 10 MONROE BLVD i

TERRE HAUTE, IN 47803-1628 New Policy Full Term §548.62

Premium

County VIGO
Full Term Change in 0

Underwriting Company Nationwide Insurance Company of America Premium

J summary‘ Premium Details | Cost Change Details | Applied Discounts/Surcharges

Property Line - Policy Type Homeowner
. Dwelling at 10 MONROE BLVD, TERRE HAUTE, IN

Applied Discounts/Surcharges
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Change Mailing Address L]

Step 8

Action Screen

YOU have Successfu”y Changed the pO“Cy n Desktop |+ Account | v Policy | = Search |+ Team Administration | v Testing | » Training | =
malllng address ;\Fotwtychange[ﬁound) ﬁHomecwner Indiana Effective: 04/26/2022 VerucaSalt Account: 8052332521 Policy: 9

Billing Account: Inquiry

Policy Change Bound

Your Policy Change (#991799) has been bound.

@ View your policy (#9113HR027382)

® Documents

®Re

® Goto your desktop

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.
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