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MEMBER BASED ORGANIZATION 
AFR is a member-based organization that provides several member benefits including the opportunity to 
purchase our insurance products. All Named Insureds and Additional Interest/Additional Insureds are 
required to have a membership.  Spouses and children under the age of 21 years old may share a 
membership. Once a child has turned 21 years old, they are required to have their own membership. 

 

MEMBERSHIPS NOW IN SAPIENS 
ALL Memberships that had been active in the 12-months prior to Sapiens launch date were moved to 
PolicyPro. This includes all Memberships from both the BriteCore and Legacy systems. These 
Memberships can be located by using the Search feature from the PolicyPro Home Page. 

If a customer HAD a membership that has been expired for a length of time, and decides to become a 
member again, that customer will need a New Membership created and will receive a New Membership 
Number. 

 

AGENTS CREATE MEMBERSHIPS 
The most exciting change is that AFR Memberships are now available for agents to create and view within 
the Sapiens system, similar to any other policy. Agents will be able to update memberships for insureds 
by completing address changes, adding household members, and creating associated policies directly 
within Sapiens.   

All memberships will need to be created within the Sapiens system before submitting any AFR insurance 
policy, including policies not currently in Sapiens.  This includes all Auto and Farm and Ranch policies in 
the Legacy system.  If a legacy policy is submitted without issuance, the AFR home office will advise the 
agent that they are unable to issue the policy until the membership has been completed within the 
Sapiens system. 
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CREATE A NEW MEMBERSHIP 
Since Membership is now being treated like any other 
policy in the Sapiens system, and is required to create 
any other type of AFR policy, the steps you will take 
to create a New Membership will include: 

• Create the primary Customer Contact 
• Add Additional Household Members 
• Select the Customer’s Program Interests 
• Select the Commodities Grown 
• Collect the Membership Dues 

To begin, from the PolicyPro Home Page, select the Membership icon which will open the New Quote.  

 

NEW QUOTE 
Enter the customer’s information either as an 
Individual or Legal Entity contact. 

NOTE: It is important to use the customers 
legal name and not a nickname.  This will 
make associating policies with a membership 
easier and avoid the possibility of duplicate 
Memberships.  

Click the Mailing Address hyperlink to enter 
the customers mailing address.  The system 
will verify if it is a known US Post Office 
address, or not.  Make any necessary corrections and click Continue to save your changes.  

After the customer’s information has been entered, and the Line of Business drop down menu has AFR 
Membership selected, click SUBMIT. Sapiens will then take you to the Basic Information page.  
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BASIC INFORMATION 
From the Basic Information page, enter your 
Agency & Agent Information then click 
SUBMIT.  

 

 

 

 

HOUSEHOLD MEMBERS 
The Household Members page is where you can ADD, EDIT, or DELETE a member of the Insured’s 
household.  

Again, spouses and children under 
the age of 21 years old may share a 
membership. Once a child has 
turned 21 years old, they are 
required to have their own 
membership. 

Click NEXT in the bottom right-hand corner and Sapiens will take you to the Application Programs page.  

 

APPLICATION PROGRAMS 
The Application Programs screen allows you to 
select the Programs the members are interested in. 
After making your Programs selections, click NEXT. 

From the Commodities Grown screen, select all the 
commodities that the member grows, then click 
NEXT to continue.  

 

 

 

 

  



MEMBERSHIP 
In PolicyPro by Sapiens 

 

4 
v04.21.23 

MEMBER BENEFITS 
The Member Benefits screen lists the General Benefits, Media Benefits, Discount Benefits, and Youth 
Benefits available to all active Members. Click NEXT to proceed to the Membership Dues page. 

 

MEMBERSHIP DUES 
The Membership Dues Summary page displays the membership details based on the information 
entered.  Confirm the information is correct, then click NEXT to proceed to the Billing Information page.  
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BILLING INFORMATION 
The Billing Information page is where you will choose how the Membership will be billed, and how the 
Down Payment will be made.  

 

MEMBERSHIP TYPE 

In the Membership Type drop-down menu, 
you can choose to bill the Membership as a 
Standalone billing, or to bill the Membership 
with the Premium of a policy or group of 
policies. 

If you use the Membership with the Premium option, future billings for Membership will sync up with 
the first insurance policy invoice after the Membership’s renewal date.  

Please see more informatin in  the How Membership is Billed section below for details. 

 

BILLING ACCOUNT SELECTION 

If you are creating a new Membership for a 
customer that does not already have an 
Account number, the Create New Account 
option will automatically be selected and cannot be changed. 

If you are creating a Membership for an existing customer with an existing account, then you can choose 
the Add to Existing Account option, which will bill the Membership dues to that existing account. 

 

ACCOUNT TYPE 

On the Account Type field, you can choose if 
the customer wants to be Account Billed, 
meaning billed along with all the other policies 
added to the account, or you can choose Single 
Policy Bill, meaning the Membership would be 
billed separately. 

 

PAYMENT OPTIONS 

Next, enter the day of the month the customer 
would like to make their payments. If you have 
chosen Account Billing, then this will be the 
Due Day that the companion policy premium 
will also be due. 
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DOWN PAYMENT DETAILS 

The Down Payment Method will only be 
viewable when using the Standalone 
option since the down payment will 
need to be made independent of any 
other policy. This Down Payment 
Method will not be viewable when you 
are billing the Membership with 
Premium.  

 

Down payment methods include InvoiceCloud or Agency Sweep. 

If you choose Agency Sweep, the Payer information will be automatically filled in with your Agecy 
information. 

If you choose an InvoiceCloud option, you will need to fill out the Payer information before proceeding to 
InvoiceCloud. 

For more information, please see the BILLING & PAYMENTS training. 

 

ISSUE CONFIRMATION 

Once the payment has been made, 
either by InvoiceCloud or by Agency 
Sweep, you will be returned to the 
Issue Confirmation screen, where 
you will need to click Continue 
Issuance to complete the process 
and Issue the new Membership 
number.  
 
The members new Membership 
Number will then be displayed at the 
top lefthand corner of the screen.  
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STARTING WITHIN THE POLICY 

OPTION 1 
While you are inside a policy in Sapiens you can click on the Policies and Quotes tab in the left-hand 
navigation pane. From this screen, you can select New Quote to create the AFR Membership.  

 
Since the contact is already created, the only information needed on this screen is the Effective Date and 
the Line of Business. To create a new membership, select the AFR Membership option from the 
dropdown box. All other information will auto fill for the customer you are working on.  
 
After you click SUBMIT, the same steps listed under STARTING FROM HOMEPAGE will be followed to 
complete the AFR Membership.  
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OPTION 2 
While you are inside a policy in Sapiens, you can click on the New Quote icon located in the top right-hand 
corner of the screen. The New Quote icon looks like a piece of paper with the top right corner dog-eared.  

 

 

 

From this point the New Quote screen will open.  From this point, you will follow the same steps we just 
covered in the last example (Option 1).  
 
 
 

 

 

 

 

 

 

 

 

 

 

 

EFFECTIVE DATES 
Since Memberships are being created and maintained like any other policy in the Sapiens system, the 
Membership will have an effective date and expiration date like any other policy.  Membership effective 
dates cannot be changed once the Membership has been issued.  
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HOW MEMBERSHIP IS BILLED 
You may be asking, how are memberships going to be billed?  Membership will no longer be billed within 
the legacy platform.  All Membership invoices will be coming from Sapiens.  If there is an associated policy, 
the bill for the membership will be sent out with the closest renewal of the associated policy.   

For example, if there is a Homeowner policy renewing on 2/1 and an auto policy renewing on 3/25, then 
the membership policy will bill along with the homeowners policy.  

  

 

 

 

 

If there are No active associated policies, or if all associated policies are still on the Legacy platform, the 
insured will receive a bill only for the Membership from the Sapiens system.   

Once legacy policies have been converted to Sapiens, then the membership will bill like homeowners 
policies currently migrated over.   

If a customer has multiple memberships, then the membership currently associated to the policy in 
Sapiens will bill with the policy and the other membership policy will bill on its own. 

 

MEMBERSHIP FIRST 
When a Membership is billed with a policy, money will always be applied to the Membership First before 
being applied to the other associated policies.  Again, that is because AFR is a member-based organization 
which provides several member benefits including the privilege of purchasing our insurance products. 

Since memberships are required for all AFR policies, if a Membership has Expired all associated policies 
may be set up for Non-Renewal if the membership has not been paid.   If this happens, AFR Agents will 
receive a notification that the AFR membership policy has expired.  This notice will allow agents to have 
some time to Rewrite a New Membership to avoid those policies from going into non-renewal status. 


	MEMBER BASED ORGANIZATION
	MEMBERSHIPS NOW IN SAPIENS
	AGENTS CREATE MEMBERSHIPS

	CREATE A NEW MEMBERSHIP
	NEW QUOTE
	BASIC INFORMATION
	HOUSEHOLD MEMBERS
	APPLICATION PROGRAMS
	MEMBER BENEFITS
	MEMBERSHIP DUES
	BILLING INFORMATION

	STARTING WITHIN THE POLICY
	OPTION 1
	OPTION 2

	EFFECTIVE DATES
	HOW MEMBERSHIP IS BILLED
	MEMBERSHIP FIRST

