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Step 1

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 – Navy 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:

• Click the Actions button.

• Select Change Policy from the drop-down 

menu. 

Step 2

Action Screen

On the Start Policy Change screen:

• Enter the Effective Date. The Effective 

Date defaults to today’s date but can be 

changed.

• Click the Next button.



Action Screen

On the Address Details screen:

• Complete all required fields (as shown in 

this example).

• Click the OK button at the top of the 

screen.

Action Screen

On the Policy Info screen:

• Click the down arrow to the right of 

Change To: in the Policy Address section.

• Select “New Address” from the drop-down 

list. 
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Step 4

Action Screen

Review the Policy Info screen for 

completeness and accuracy.

Note: The address has been validated.

Any change to a policy requires the policy to 

be re-quoted:

• Click the Quote button. 

Step 5



Action Screen

You have successfully changed the policy’s 

military address. 

Action Screen

On the Quote screen:

• Click the Issue Change button. 

• Click the OK button on the confirmation 

pop-up message.
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Step 7

By accepting a copy of these materials:

(1) I agree that I 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 Agent w ho has a contract and 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 presentation is 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 perform any functions that w ould require a license; and (ii) I am responsible for acting in 

accordance with all applicable law s and regulations.
(4) I agree that I w ill return 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 I no longer hold any appointments w ith 

Nationw ide; (b) my employment w ith or contract w ith a Nationw ide Independent Sales Agent is 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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