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Making an Online Payment 
 

What Making an online payment from an agency or a nonagency U.S. checking or 
savings account, credit or debit card in PolicyCenter®. Accepted cards 
include: 

• Mastercard 
• Visa  
• Discover 

 
Who Agents and licensed customer representatives  

 
When When there is an outstanding balance or invoice on a policy. 

Topic See Page 
Payments on New Business 1 
Payments on Policy Changes, Installments, or 
Renewals 

5 

 Notes:  
Online payments are only available for Commercial Lines in a Submission 
transaction.  

• Online payments are only available for Personal Lines in an 
Issuance transaction.  

• Policyholders can submit online payments through myPolicy or the 
one-time payment option on our website. 

 
Payments on 
New Business 

During the new-submission process, make an online payment using the 
Payment screen in a transaction. To submit a payment on new business: 
Step Action 

1 In the new-business transaction, navigate to the Payment 
screen. 

2 Select Direct Bill as the Billing Method: 

 
 
Note: For online payments, a premium finance company cannot 
be listed as the payor. 

 

Continued on next page 

https://www.citizensfla.com/mypolicy
https://www.citizensfla.com/payments
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Making an Online Payment, Continued 

 

Payments on 
New 
Business, 
continued 

Step Action 
3 Select the desired installment plan under Payment Schedule: 

 
 
Note: The payment amounts and schedule can be previewed by 
selecting the icon under the Schedule column.  

4 Select Yes to make an online payment: 

 
 
Result: Additional questions appear. 

5 Indicate the source of the payment: 

 
 
Result: The Pay Online option appears. 
 
Note: If submitting a payment from a nonagency bank account, 
the Single Epayment Authorization Form must be completed and 
uploaded. Download a partially prefilled form by clicking the 
Single Epayment Authorization Form button. This completed 
form must be submitted to Citizens electronically 
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Continued on next page 
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Making an Online Payment, Continued 

 

Payments on 
New 
Business, 
continued 

Step Action 
6 Select Pay Online:  

 
Result: A confirmation window appears. Select OK to continue. 
The Payment Entry screen appears. Be sure to enable Pop-
ups. 

7 Enter the email address you will need the payment receipt 
issued to and select the desired payment method. Ex. ‘Credit 
Card’, then select Continue: 

 
Result: The One-Time Payment screen appears. 

 

Continued on next page 
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Making an Online Payment, Continued 

 

Payments on 
New 
Business, 
continued 

Step Action 
8 Ensure payment information is correct, then select Continue: 

 
 
Result: The Confirm Payment screen will appear.  

 

Continued on next page 
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Making an Online Payment, Continued 

 

Payments on 
New 
Business, 
continued 

Step Action 
9 A breakdown of the payment amount, the added service fee 

and total amount will display. Select the Authorize box before 
proceeding to the blue ‘Pay $0.00’ button at the bottom of the 
screen.  

 
10 The Payment Receipt will generate if processed successfully. 

Options will appear at the bottom of the confirmation to either 
Print of return Back to Home. Payment confirmation will be 
sent to the email on file.  

 
 

Continued on next page 
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Making an Online Payment, Continued 

 
Payments on 
Policy 
Changes, 
Installments, 
or Renewals 

On Personal Lines policies, an online payment can be made when a 
balance is due on an issued policy. To make an online payment on an 
issued policy: 
Step Action 

1 Access the policy, then select Billing 
from the Tools sidebar. 
 
Result: The Billing screen appears. 

2 Select Yes to the question: Do you want to make an electronic 
online payment? 

 
 
Result: The Pay Online button appears, along with additional 
questions regarding the payment source. 

  

Continued on next page 
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Making an Online Payment, Continued 

 

Payments on 
Policy 
Changes, 
Installments, 
or Renewals, 
continued 

Step Action 
3 Indicate the source of payment: 

 
Note: If submitting a payment from a nonagency bank account, 
the Single Epayment Authorization Form must be completed 
and uploaded. Download a partially prefilled form by clicking 
the Single Epayment Authorization Form button. This form 
must be uploaded prior to submitting the payment. 

4 Select Pay Online, then OK to continue. 

 
Result: The Outstanding Issued Invoices & Upcoming 
Payment Plan Invoices screen appears. 

5 Select the invoice to pay: 

  
 

Continued on next page 
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Making an Online Payment, Continued 

 

Payments on 
Policy 
Changes, 
Installments, 
or Renewals, 
continued 

 
Step Action 

6 Select Continue Pay Online: 

 
Result: The Payment Summary screen appears.  

7 Select Continue Pay Online: 
 

 
 

 

Continued on next page 
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Making an Online Payment, Continued 

 

Payments on 
Policy 
Changes, 
Installments, 
or Renewals, 
continued 

Step Action 
8 Enter the email address you will need the payment receipt 

issued to and select the desired payment method. Ex. ‘Credit 
Card’, then select Continue: 

 
Result: The One-Time Payment screen appears. 

9 Ensure payment information is correct, then select Continue: 

 
Result: The Confirm Payment screen will appear. 

 

Continued on next page 
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Making an Online Payment, Continued 

 

Payments on 
Policy 
Changes, 
Installments, 
or Renewals, 
continued 

Step Action 
10 A breakdown of the payment amount, the added service fee 

and total amount will display. Select the Authorize box before 
proceeding to the blue ‘Pay $0.00’ button at the bottom of the 
screen.  

 
Result: The payment receipt will generate if processed 
successfully. Options will appear at the bottom of the 
confirmation to either Print of return Back to Home. Payment 
confirmation will be sent to the email on file.  
 

 
 

End Procedure 
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