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BILLING INFORMATION SCREEN 

The Billing information screen will only be visible after you Convert to Application, so you can make your 
selections, and then after you Issue the Policy when you can see the chosen selections.  

 

ACCOUNT INFO 
To begin, you will need to make a Billing Account 
Selection under the Account Info heading. Your 
options are either Create New Account or Add to 
Existing Account.  

• Create New Account – Creates a new billing account for first time policy holders, or allows existing 
customers to bill this policy differently than another existing policy. 

• Add to Existing Account – Connects the billing to an already existing billing account number. 

If you create a Membership first and choose to bill the Membership with Policy Premium, then the Add 
to Existing Account option will be preselected when you return to the connected policy Billing 
Information page, and they will both be billed out of the same account. 

 

BILLING INFORMATION 
Under the Billing Information section, in the Account Type field, select either Account Billing or Single 
Billing. 

ACCOUNT TYPE 

• Account Billing – Allows the agent to group more than 
one policy together, for billing purposes, so that their 
policy premiums are all combined onto one billing 
invoice. This option may save the customer money by 
reducing the number of fees associated with receiving 
multiple invoices. 

• Single Billing – Allows the Customer to receive a separate invoice for each policy set up for Single 
Billing, such as having a Homeowners policy billed directly to the Mortgage Company. Other 
policies can be grouped together on an Account Billed invoice, while having another set up for 
Single Billing. 

 

INVOICE DELIVERY 

Next, select the Invoice Delivery option for the customer 
to receive their invoice either by Email or Mail. 
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BILL TO ACCOUNT HOLDER or THIRD PARTY  

If the Customer should be receiving the bill, check the 
Bill to Account Holder checkbox.   

If the invoice needs to be sent to a Mortgagee or a 
Third Party, uncheck this checkbox and fill in the 
information below in the Bill to Information section. 

If you have already entered the Mortgagee as an 
Additional Interest, you will have the option to select 
them in the Send Bill To drop-down menu. 

If you have not already entered the Mortgagee, now 
would be the best time to do so, or you can type in 
the information if the bill need to be sent to a 
different Third Party. 

Notice: If you choose to bill the Mortgage Company, 
an invoice will be mailed instead of requiring a down 
payment.  

 

PAYMENT OPTIONS 
Payment Options allow you to set preferences on when and how your customers would like to pay their 
future premiums. These include Payment Due Day, Payment Method, and Payment Plan. 

• Payment Due Day 
o The Payment Due Day can be any date between 1 and 31.  

o If the due date selected is the 29, 30, or 31 and the current billing month doesn't include 
29, 30, or 31, then the payment due day will be changed to the first day of the following 
month for that month's payment.  

o If the policy is Account Bill, then policies within the account must ALL have the same due 
day. 

• Payment Method 
o The Payment Method will default to Check and cannot be changed. 
o Instead, you will select the Down Payment Method in the Down Payment Details section 

at the bottom of the Billing Information page. 

• Payment Plan (Frequency) 
o Payment Plan options include Full Pay, 2 Pay, 4 Pay, or 12 Pay. 

o The 12 Pay (Monthly) option will double-bill the first down payment, collecting the 
equivalent of two months payments up front. 

o Payment Plan may be different for each policy within the same billing account. However, 
we suggest all policies, within the same Account, should have the same payment plan. 



BILLING & PAYMENTS 
PolicyPro by Sapiens 

 

3 
v04.28.23 

DOWN PAYMENT DETAILS 
In the Down Payment Details section, you will select from the Down Payment Method options with 
include:  

• Debit Card on InvoiceCloud 
• Credit Card on InvoiceCloud 
• Agency Sweep 

 

AGENCY SWEEP 

If you choose the Agency Sweep  
option, your agency information will 
automatically be prefilled in the 
Payer Name and Address fields. 

Click Submit to proceed. 

On the Issue Verification screen, 
then click Continue Issuance.  

At that point, the policy will be 
issued, and the payment will be 
charged to your Agency Sweep 
account. 

 

 

INVOICE CLOUD  

If you choose one of the 
InvoiceCloud options, you will need 
to manually enter the Payer Name 
and Address. 

After the Payment Method is 
selected and the Payer information 
is entered, click SUBMIT. 

Next, select Make Down Payment 
on the Issue Verification screen and 
be redirected to InvoiceCloud.  
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INVOICE CLOUD 
From InvoiceCloud, you will confirm the 
payment amount is correct, then select 
Proceed to Payment.  

Next, select an Available Payment 
Method, then click Continue to Payment 
Information.  

 

 

Enter the customers payment information then click Continue to 
Review Payment.  

 

 

Next you will review the payment 
information is correct before selecting 
from three convenient billing and 
payment communication options: 

• Enroll me in AutoPay 
• Enroll me in Paperless 
• Enroll me in Pay by Text 

 
Once all the information is correct, 
agree to the Terms and Conditions and 
select the Process Payment button.  
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Once you receive Payment Conformation, be 
sure to click the Return to Home Page 
button, which will direct you back to the 
Sapiens system. 

 

 

Upon returning to Sapiens, you will see the 
Issue Verification screen where you can 
review the transaction details, and Save and 
Review or Verify Down Payment.  

Click Verify Down Payment, and Sapiens will 
confirm that the payment was made in 
InvoiceCloud. 

 

 

Once Sapiens has verified the down payment 
with InvoiceCloud, you will click the button 
Continue Issuance to issue the policy.  

 

Th policy number will then be issued on the 
Issue Confirmation page, and the policy will 
be available for review.  
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FUTURE PAYMENTS 
Once the policy is issued, future payments can be made a few different ways including: 

• Mail in Payment (Invoice) 
• InvoiceCloud Payment (Online) 
• Agency Sweep 

 

 

 

MAIL IN PAYMENT 

If your customer has elected to receive their Invoice(s) by Mail, 
then they can mail in their payment as usual.  

 

 

 

 

INVOICE CLOUD PAYMENT 

Customers can also make a payment 
online through InvoiceCloud any time 
day or night, 24/7, by doing 
AFRMIC.com, select Make A Payment, 
then Pay By InvoiceCloud. 

For Sapiens policy payments, select the 
Sapiens HO, DW, FL, UF, & UP button.  

Next, your customer will use the Search 
feature to locate their policy to begin 
the payment process, as outlined in the 
InvoiceCloud section. 

InvoiceCloud payments can be made 
each time as a One-Time payment, or 
customers can register for Auto Pay to 
have their payments made 
automatically on a reoccurring basis. 

  

https://www.afrmic.com/
https://www.afrmic.com/payment
https://www.afrmic.com/cs/c/?cta_guid=2d8ccf3c-cc5e-4bea-a6fe-57b547abba5c&signature=AAH58kG4vCjfwaAd7cTKWJ00DEGMz58Jug&pageId=48931490136&placement_guid=3a337e92-4de8-414f-8831-95f2c615fa11&click=9274ebf8-da3c-4841-b07b-152ee1dcac7b&hsutk=4a06a8a1abe4c2853774185ae27e2c65&canon=https%3A%2F%2Fwww.afrmic.com%2Fpayment&utm_referrer=https%3A%2F%2Fwww.afrmic.com%2F&portal_id=19660651&redirect_url=APefjpHuaOn3WSLeW2aO0TtKgIJ7u8K-5vZOtNWvzZtYKLixL7LFhcTFlDgAk0hhommt53hIx1lrwuV-5w3M8gVEQQTTFGY_g12qDFrqZc0bYRscmARlTkKEU6p4FP1pPGkqpwmD9wWZY10vZn0Z1pRASwwMku6AK1flT6IUW7opaXkqWoAO-jXBc0xB-PmH1nflC9gopW88m9bTFxrvqXowPGxicQqEhi5b_KhLCDY_2MMDqt7Y4FPsX8F4xENJM1Iz_LAwA4SSKzOiAb-MF5U3l9_yx2yconH_c-phqR9-ttoiFgE_pxo0CxhySjKamCB3NhcfrZzt-4RCgiirEIHzE59MvJRqpwzG4J4Ug0q7IxJH4gRoJ4pM0uDEIeE2bJZf9FYV0CtU&__hstc=203978191.4a06a8a1abe4c2853774185ae27e2c65.1682720378322.1682720378322.1682720378322.1&__hssc=203978191.4.1682720378322&__hsfp=2628253582&contentType=standard-page
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It may be helpful to discuss how your customer would like to make their payments in the future, so that 
those settings can be entered during the down payment process in InvoiceCloud.  Some convenient 
Invoice Cloud options include: 

• AutoPay 
• Paperless 
• Pay By Text 
• Scheduled Payments 
• And more! 

For more information, see the InvoiceCloud for Agents or InvoiceCloud for Customers training video. 

 

AGENCY SWEEP  

Your Agency Sweep account can 
also be used to assist your 
customers with making one-time 
payments on existing policies.  

Go to the Billing Information page 
and select the One Time Payment 
hyperlink.  

 

A screen will open showing a history 
of payments.  

 

Click the Add One Time Payment 
button, enter your payment 
information, then click Submit to 
process your payment. 

 

 
 

 

  

https://vimeo.com/user80899831/invoicecloudforagents
https://vimeo.com/user80899831/invoicecloudforcustomers
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BILLING CHANGES 
To make billing changes on your customers policy, you need to create an Endorsemet.  

Begin by navigating to the 
Transactions screen while you 
are inside the policy.  

Choose Endorsement from the 
drop-down menu and click the 
GO button. 

Next, enter the Transaction Effective Date, the Transaction Description, then from the drop-down menu, 
select the Billing Info Change Type, which include: 

• Pay Plan Change Only  
• Due Day Change Only 
• Add/Change/Delete 

Mortgagee/Bill To 

 

 

PAY PLAN CHANGE ONLY 

Enter the Pay Plan Change 
endorsement information on 
the Transaction screen, then 
click Contine (as shown above). 

Go to the Billing Information 
page, and select a different 
Payment Plan from the drop-
down menu, then click Submit 
to save your changes.  

From the Issue Verification 
page, click Continue Issuance to 
issue the policy with the 
Payment Plan Changes. 

The Issue Confirmation page 
confirms the changes have been 
saved. The Endorsement will 
also appear on the Transactions 
page. 
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DUE DAY CHANGE ONLY 

Enter the Due Day Change 
endorsement information on 
the Transaction screen, then 
click Contine (as shown above).  

Go to the Billing Information 
page, and enter a different 
Payment Due Day, then click 
Submit to save your changes.  

From the Issue Verification 
page, click Continue Issuance 
to issue the policy with the new 
Payment Due Day change. 

The Issue Confirmation page 
confirms the changes have 
been saved. The Endorsement 
will also appear on the 
Transactions page. 

 

ADD/CHANGE/DELETE MORTGAGEE/BILL TO 

Enter the Mortgagee Change 
endorsement information on 
the Transaction screen, then 
click Contine (as shown above).  

Go to the Additional Interests 
screen, where you can Add, 
Edit, or Delete the listed 
Mortgagee. 

If you want to Change a 
Mortgagee, you will need to 
Add the new mortgage 
company as an Additional 
Interest, and Delete the 
previous mortgage company. 
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After you select the Add a new 
Customer not seen in the list 
above option, click Continue. 

Enter the new Mortgage 
company as a Legal Entity, then 
click Continue. 

 

 

 

 

 

Next, answer Yes or No if the 
new contact is a Additional 
Insured or a Mortgagee. Click 
Submit and Return to save 
your changes. 

 

 

Now that you have the new 
Mortgagee added,  you can 
select the previous Mortgagee 
from the Additional Interests 
screen and click Delete.  

 

 

The system will ask you to Confirm that you want to delete 
the contact. Select OK to continue or Cancel to return to 
the previous screen.  
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BEWARE: When you Delete a Mortgagee from the Additional Interests list, they will also be deleted from 
the Property Additional Interest Schedule. 

In order to add the new 
Mortgagee to the Schedule, go 
to the Property Additional 
Interest Schedule screen. 

Click ADD, then enter the 
information in each of the fields 
above. If the mortgage 
companys name does not appear as an option in the Additiona Interest Name field, you need to return to 
the Additional Interest screen and enter the contact before it will be available in the drop-down menu. 

Next, click Submit and Return to save the information. 

Once all the Mortgagee changes have been made, go to the 
Billing Information page. 

 

BILL TO MORTGAGEE 

If the policy needs to be Billed to the Mortgagee, uncheck 
the Bill to Account Holder checkbox, then select the 
Mortgage company from the Send Bill To drop-down 
menu.  

Click Submit to save and Issue the policy with the 
Mortgagee Endorsement changes completed. 

 

BILL TO ACCOUNT HOLDER 

If the policy needs to be billed to the Insured, leave the Bill 
to Account Holder option checked, which will prefill the 
policy holder contact and mailing information. 

Click Submit to save and Issue the policy with the 
Mortgagee Endorsement changes completed. 

 

WHAT’S NEXT? 
Make sure to see our other instructional documents and 
videos, where we take a deeper dive into PolicyPro by 
Sapiens. 
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