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Purpose Agents and customer service representatives should use this guide when a
policyholder requires assistance registering, accessing policy information or
submitting a first notice of loss in myPolicy.

Note: The step-by-step directions in this guide are written for the policyholder.

myPolicy myPolicy is Citizens’ online and smartphone-friendly policyholder self-service
Overview tool. For all issued policies associated with an account, Personal and
Commercial lines policyholders can use myPolicy to:

Make a payment.

Report a claim.

View account information, policy details, claims and billing statuses.
View and/or download a previously printed and mailed policy
document.

Upload documents related to a claim.

Generally, policyholders are automatically registered for myPolicy when their
personal or commercial lines policy is issued.

Note: Refer to Exceptions to Automated Registration for more information.

Citizens Property Insurance Corporation 10.2026
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Policyholder Registration

Overview Prior to accessing myPolicy, a policyholder first must complete the online
registration process.

Automated Once a policy displays the status of Issued in PolicyCenter, a myPolicy
Registration account is automatically created. The policyholder will receive an Account
and Account  Registration Confirmation email to alert them of the creation of their
Access myPolicy account.

A t i ion Cor

Attn: Madhu Test
Anew account has been created for you with Citizens Property Insurance Corporation for the following systems:
+  myPolicy
Below is the email address should be used for accessing the system(s). Please retain this information for your records.
Email Address: qeqajufo@jollyfree.com

Click the following link to log in, then follow the instructions to complete your registration. If the link does not automatically redirect you, copy and paste the entire link into your browser window.

ion link: htips:/ b2c b2clogin 2 i com/oauth2iv) ize?p=B2C_1A_PASSWORDRESET&client_id=3ecO6b1c-af37-4492-8058-
nonc uri=hitps/iwww citizensfla type=id =|

Do not reply to this email. if you have a question about this email, contact Customer Care Center at 866.411.2742 or use our Contact Us form

This email is not spam. You received this email because you are a Citizens policyholder, and we want to convey important information about your policy. Citizens uses your personal information only
as authorized or required by law and as necessary to provide our products and services 1o you. Citizens does not use or share your personal information for marketing purposes. For more details,
please see the Privacy Policy on the Citizens website.

Citizens Property Insurance Corporation

Refer to the Accessing myPolicy (First Time Login) job aid to assist the
policyholder establish a new password for myPolicy.

A short video demonstration is also available here.

Continued on next page
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Policyholder Registration, Continued

Exceptions to
Automated
Registration

In some instances, policyholders will not be automatically registered. This
occurs when the policyholder:

o Does not have a valid email address in PolicyCenter

e Is already registered with a different policy: see Adding a Policy.

¢ Is an entity, company or limited liability corporation (LLC)

Update Contact Information
For policyholders who do not have a valid email address in PolicyCenter and
want to register for myPolicy must provide their email address in one of the
following ways:

¢ Contact their agent

e Call Citizens Customer Care at 866.411.2742

Notes:

¢ For more information, agents and internal staff can refer to
Knowledge Base ID 2353 How do I update a policyholder’'s email
address or phone number?

¢ Once these policyholders have a valid email address on file, they
should allow 24 hours prior to registering for myPolicy. See
Customer-Initiated Registration for more information.

Access Existing myPolicy Account

Policyholders with an existing myPolicy account can reset their password, if
needed, to gain access to myPolicy. Once they have accessed myPolicy,
they can add their new policy.

Customer-Initiated Registration
Policyholders whose policy is written in the name of an entity can initiate
their registration online.

Continued on next page
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Customer- To self-register, policyholders should:
Initiated Step Action
Registration 1 Go to www.citizensfla.com, then select the myPolicy tile from

the homepage:

\((C"'[ZENS Insurance  Claims Storms  Loarning News Abou(U(‘ @
Enhanced myPolicy Login
Result: The Login screen appears.
2 Select Register Now:

Email Address

Password

\((CITIZENS

PROPERTY INSURANCE CORPORATION

Sign in with your email address

By clicking Sign in, | agree to the Citizens Terms and Conditions.

Dart have « mypolicy accoun fEmEmen]
To report a claim, call 866.411.2742 Assistance is available 24/7.

Forgot your password?

Result: The Register screen appears.

Citizens Property Insurance Corporation 10.2026
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Policyholder Registration, Continued

Customer-
Initiated
Registration,
continued

Step Action
3
Sign Up
First Name:
: sally ‘
Last Name:
homeowner ‘
Policy Number:
. 12345678 !
Email:
noemail@yahoo.com ‘
Property/Primary ZIP:
: 33101 ‘
| agree to the Citizens Terms and Conditions .

Complete the fields, agree to the Terms and Conditions, then

select Sign Up

Result: Citizens will email a verification code to confirm your

email address

Notes:

o The error message, Unable to create user account, will
display when the email address and/or ZIP entered does not
match the policy record in PolicyCenter®.

e |[f the policy is under an entity, LLC the insured may enter
their first and last name to register for myPolicy access.

4 Access the Citizens Account Verification Code email.

Citizens Property Insurance Corporation 10.2026
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Your code is: 317566

Sincerely,
Citizens Property Insurance Corporation - B2C
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Note: The email will be sent from Microsoft on behalf of Citizens
Property Insurance Corporation-B2C. The subject: Citizens
Property Insurance Corporation-B2C account email verification

code.

Enter the verification code and select Verify Code to enter site.

((CITIZENS

PROPERTY INSURANCE CORPORATION

User Details

Please provide the following details.

Verification code has been sent to your inbox. Please copy it to the input box below.
Email Address

shannon bowles@citizensfla.com

Verification code

Select Continue to enter the site.

((CITIZENS

PROPURTY ISSURANCE CORORARON

User Details

Please provide the following detsils

E-mall address verified. You can now continue
Email Address

pusaquelowsi-327 3@yopmad com

Citizens Property Insurance Corporation 10.2026
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Paperless Delivery

Overview Paperless delivery of policy and billing-related documents is available only
for Personal Lines policies. Claims documents are not included at this time.
The policyholder will continue to be mailed some important policy
documents, such as Notice of Cancellation or Notice of Nonrenewal, even
when the policyholder is enrolled in paperless delivery.

Enrolling in Once successfully registered for myPolicy, policyholders have the option to
Paperless enroll in paperless delivery. The policyholder is the only party who can enroll
Delivery and/or unenroll in paperless delivery. Agents and internal staff do not have

the ability to process enroliment changes on behalf of the policyholder.

To complete the paperless delivery enrollment process:
Step Action

1 Go to www.citizensfla.com, then select the myPolicy tile from
the homepage:

\(CITIZENS ronce Clims  StormsLoaming Nows AbourUs | (@)

Enhanced myPolicy Login

Learn More

Result: The Login screen appears.

Continued on next page
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Paperless Delivery, Continued

Enrolling in Step Action
Paperless 2 Enter the email address, then select Send Verification Code
Delivery,

continued
((CITIZENS

PROPERTY INSURANCE CORPORATION

User Details

Please provide the following details.
Verification is necessary. Please click Send button.

Email Address

Send verification code

Continue

Result: Citizens will email a verification code to confirm your
email address

3 Enter the verification code and select Verify Code to enter site

\((CITIZENS

PROPERTY INSURANCE CORPORATION

User Details

Please provide the following details.

Verification code has been sent to your inbox. Please copy it to the input box below.

Email Address

Verification code

4 Select Continue to enter the site.

Citizens Property Insurance Corporation 10.2026
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User Details

Please provide the following details
E-mall address verifled. You can now continue

Email Address

wisaquelawsi-327 1@yopmad com

Before accessing the Home page click, | Authorize to agree to
the paperless option

Q

Click Proceed to My Account to access the Home screen

Access the Account Preferences page from the Account
Summary Home page by clicking on your initials

Citizens Property Insurance Corporation 10.2026
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Account Summary E

583.00 $575.00

Result: hAccount Preferences page appars.

Note: The “Go Paperless” banner, icon or Quick Link will not
appear on the Account Summary Home page if no policies are
eligible for, or are already enrolled in, paperless delivery. The
user will then only be able to access the Account Preferences
page by selecting the Settings icon, then Preferences.

Continued on next page
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Paperless Delivery, Continued

Enrolling in Step Action

Paperless 6 If the policy is ineligible for paperless delivery, the paperless
Delivery, delivery status will indicate the policy is “Not Eligible.”
continued

For additional details, click on the blue question mark circle:

Billing  Claims
The policy is not eligible to enroll in the Go
Paperless option due to one of the following
Account Preferences e
+ Commerdial Lines policies are not eligible at
this time.
" « Citizens does not have an email address on
Paperless Delivery file for the first named insured of the
Policy# 56003489 Personal Lines policy.

» The username of the Personal Lines policy
does not match the username of the first
Policy# 56003811 named insured on file with Citizens.

Policy# 56003813 papertess Delivery{(@ )

Not Eligible

The policy is not eligible to enroll in paperless delivery, if:
o The policy is Commercial Lines.
¢ Citizens does not have a valid email address on file for
the first-named insured.
o The username of the Personal Lines policy does not
match the username of the first named insured on file
with Citizens.

If the policy is eligible for paperless delivery and has not yet
been enrolled, the paperless delivery status will indicate “Not
Enrolled.” To enroll, select Edit Paperless Delivery:

Account Preferences

Paperless Delivery

Policy# 5800 Paperless Delivery: Edit Paperless Delivery

Result: The Paperless Delivery enroliment page appears.

Continued on next page
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Step

Action

7

Select Yes for Paperless Policy and Billing Documents.
Then, confirm if the correct email address is on file:

Paperless Delivery

Account Preferences

available on Citizen's myPolicy website.

Policy#t

5800

With Paperless Delivery, you will receive an email notification whenever new policy documents or paperless bills are

Paperless Policy and Billing

documents

s () Mo

s this the correct Email Address?

Yes '..:..'

No

Result: The Acknowledgement section appears.

Note: If the policyholder selects “no” indicating the email

address on file is incorrect, the below message will appear,
directing the policyholder to contact Citizens, or their agent, to
update the email address before enrolling in paperless delivery:

s this the correct Email Address?

( ::' Yes

No

You must contact your agent or Citizens to update the email address associated with your policy before enrolling in

Cancel

Citizens Property Insurance Corporation 10.2026
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Enrolling in
Paperless
Delivery
continued
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Step

Action

8

Complete the Acknowledgement section, then select Save:

Acknowledgement

may request paper copies of these documents from Citizens at any time.

Delivery on the Account Preferences screen.

| have read the Citizens Terms and Conditions for Paperless Delivery.

DI certify that | am the first-named insured as listed on the policy and | elect to receive my personal Lines policy and
billing documents electronically in lieu of my right to receive these documents by mail. An email will be sent to
confirm your preference has been successfully recorded. A confirmation letter will be sent to your mailing address. |

I understand that | may rescind my choice to receive documents electronically by unenrolling from Paperless

Result: The Account Preferences screen appears, the
Paperless Delivery status updates to “Enrolled” and a

confirmation notice issues to the policyholder's mailing address
and email address on file. The letter and email are available in

the Documents in PolicyCenter.

Paperless Delivery

Account Preferences

Policytt 5800

Paperless Delivery:

Enrolled

Edit Paperless Delivery

Note: While enrolled in paperless delivery, the policyholder will

receive a notification via email whenever new policy and/or
billing documents generate.

Continued on next page
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A policyholder enrolled in paperless delivery can edit their selection anytime.

To unenroll from paperless delivery:

Step Action
1 Go to www.citizensfla.com, then select the myPolicy tile from
the homepage:
\((CITIZENS Insuranco  Claims ~ Storms toaming  Nows  Abourts | (@)
Enhanced myPolicy Login
Result: The Login screen appears.
2 Enter your email address, then select Send Verification Code

Citizens Property Insurance Corporation 10.2026
Back to Table of Contents
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User Details

Please provide the following details.
Verification is necessary. Please click Send button.

Email Address

Send verification code

Continue

Enter the verification code and select Verify Code to enter site

((CITIZENS

PROPERTY INSURANCE CORPORATION

User Details

Please provide the following details.
Verification code has been sent to your inbox. Please copy it to the input box below.

Email Address

Verification code

Result: The Account Summary Home page appears.

Continued on next page
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Paperless Delivery, Continued

Unenrolling Step Action

from 4 Access the Account Preferences page from the Account
Paperless Summary Home page by selecting the Settings icon, then
Delivery, Preferences.

continued <« ®

Home  Biling  Claims

Preferences

Account Summary —l
Account
FAQ

My Balance My Next Bill My Last Payment
Version: 1.1.1- 11/12/2021
$1,360.00
Logout
Due - Due Feb9,2023 Paid

Information at
Policies Your Fingertips
- HowtoFilea Claim
» Brochures and Videos

» Policyholder
Total

Type Policy Effective Period N Status Newsletter
Premium « Policy Documents:
Need to view,
L. 5800 Feb1,-Feb 1, $1,360.00 m Filea download or print
2023 2024 Claim your policy

Result: The Account Preferences page appears.
S Select Edit Paperless Delivery:

Account Preferences

Paperless Delivery

Policy# 5800 Paperless Delivery: Edit Paperess Delivery

Enrolled

Result: The Paperless Delivery enroliment page appears.

Continued on next page
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Paperless Delivery, Continued

Unenrolling
from
Paperless
Delivery,
continued

Step Action
6 Select No for Paperless Policy and Billing Documents.
Account Preferences
Paperless Delivery
With Paperless Delivery, you will receive an email notification whenever new policy documents or paperless bills are
available on Citizen's myPolicy website.
Policytt 5800
Paperless Policy and Billing Vo Mo
documents
Result: The Acknowledgement section appears.
7 Complete the Acknowledgement section, then select Save:

Acknowledgement
EI certify that | am the first-named insured as listed on the policy and | elect to discontinue receiving my Personal

Lines policy and billing documents electronically.

| understand that these documents now will be mailed to me at the mailing address for the policy.

Result: The Preferences screen appears, the Paperless
Delivery status updates to “Not Enrolled” and a confirmation
notice will issue to the policyholder’s email address on file.
Confirmation of unenroliment will not be mailed.

Account Preferences

Paperless Delivery

Policy# 5800 Paperless Delivery Edit Paperless Delivery

Note: Whenever there are any eligible policies not enrolled in
paperless delivery, the Go Paperless banner, icon and quick
link will reappear.

Continued on next page
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Paperless Delivery, Continued

Multiple If an account contains multiple policies, the enrollment and/or unenrollment
Policies processes will need to be repeated for each policy.

Account Preferences

Paperless Delivery

Policy# 5800 Paperless Delivery: Edit Paperless Delivery

Not Enrolled

" b1 55 Delivery: . .
Policy# 5800 Paperiess Delivery Edit Paperless Delivery
Enrolled

Automatic A policyholder will be automatically unenrolled from paperless delivery:
Unenrollment | If Then
The First-Named If the first-named insured is replaced with a new

Insured is Changed | party, the original first-named insured will be
automatically unenrolled from paperless delivery
effective immediately following the submission of
the policy change. An email notification will be
sent advising of the unenroliment.

If the effective date of the policy change is a future
date, the new first-named insured must wait until
the effective date of the policy change to enroll in
paperless delivery.

The Email Address | If the notification email that new documents are

is Invalid available fails to deliver to a policyholder due to an
invalid email address, the policyholder will be
automatically unenrolled from paperless delivery.

The policyholder will receive a letter via mail
advising they have been unenrolled from
paperless delivery and to contact their agent, or
Citizens’ Customer Care Center, to update their
email address. The letter will be available with all
other Documents.

Continued on next page
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Agents and internal staff can confirm the policyholder’s paperless delivery

enrollment status in PolicyCenter by accessing any of the below screens:

PolicyCenter

] Location:
Screen:
Contact Detail Roles Addresses Associated Transactions
Person
Address Book ID ab:606
Tags Client
Account Flle eNotification Recipient
Contacts —_
No
Dretails
NOtes Feb 9, 2023 01:13 PM
Paperless Delivery Changed
Aarti Nagpal Test 17 opted out of paperless delivery (Source = My Policy)
Document Name
ation
Documents

L]
B
B
®)
B
f

Note: Internal staff

can also confirm status on the History Screen:

History

History

History

EXE

Timestamp

Time Created

Citizens Property Insurance Corporation 10.2026
Back to Table of Contents
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Basic Navigation, Function and Features

Account Summary Home Page Once logged in, the myPolicy Account
Summary Home page displays:

<,
Lomzris

GO~ e

Receive documents electronically ‘
Account Summary
o My Batance o re— o My LastPaymert o My Quick Links

$0.00 $521.00 + Add Policy
Due Due Mar11, 2027 Faid Feb 23, 2027
> iy Tutorial

o Policies = Billing,

Type Policy Effective Period Total Premium status Cocaims
PO | et 23,2021 Feb 3, 2021 s000 Fiea Clin
A onss Now 18, 2026 Now 15,2026 s000 Fiea Clin
& som Feb 23,2027 - Feb 23,2028 $4909.00 Piciiv-) Filea Cain
[ R et 23,2027 - eb 3, 2027 s000 Fiea Clin
o aonn et 23,2027 - eb 3, 2027 s000 Fiea Clin
L 44001074 Feb 23, 2027 - Feb 23,2028 $1,713.00 [ ctive ] Filea Clair
& soown et 23,2027 - eb 3, 2027 s000 Fiea Clin
[ o7 Feb 23,2027 - Feb 23,2028 $4,071.00 [ ctive ] File:a Clain
L Feb 23, 2027 - Feb 23, 2028 $521.00 [ ctive ] Filea Clair

Do you have a policy with us butitis not showing? |ade Palicy

Copyright 2026 Ciizens Property Insurance Corporation of Floida o

# | Description

1 | Link to Home, Billing and Claims pages

2 | Tolog out

3 | Quick view of the combined current and/or overdue balances and due dates for all
policies associated with the account.
Note: The Pay Now button displays if a payment is due.

4 | The amount due on the next payable invoice

5 | Last payment received on this account

6 | Quick links to add a policy to the account, enroll in paperless delivery (if not already
enrolled), or file a claim

7 | Access active and renewing policies associated with the account

8 | Instructions, videos and brochures

9 | Social media links

10 | Chaticon

Continued on next page
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Basic Navigation, Function and Features, Continued

gsgomura\t Basic policy information displays in the Policies list on the Account Summary
nmary for active policies.

Policies
Policies

1

‘ Info: You have policies due for renewal.

Total

Type Effective Period . Status
Premium
580( Oct 12, - Oct 12, $593.00 File a
2021 2022 Claim
& 5800 Dec 17, - Dec 17, $2,296.00 File a
Claim

2020 2010
Do you have a policy with us but it is not showing? |Add Policy b

Basic policy information includes:

# Field Description

1 | Renewal Alert If a renewal offer has been generated, an alert displays.

2 | Type Icon refers to policy type: Personal or Commercial

3 | Policy Displays the policy number with link to the Policy Details page.

4 | Effective Period The effective and expiration date for each associated policy.
Note: Policies with effective future dates will not appear until
the effective date.

5 | Total Premium The total premium for each associated policy.
Note: This amount does not include payment plan fees.

6 | Status Common statuses are Active, Cancelling and Renewed.

7 | File a Claim Direct link to begin claim submission.

8 | Add a Policy Link to add additional policies to the account

Continued on next page
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Basic Navigation, Function and Features, Continued

Policy Status A policy’s status displays:

Definitions Status

When:

Active

A policy is paid and effective for the current term.

Renewing

A renewal has been offered. This will occur 51 days prior
to current term expiration for Personal Lines policies and
60 days prior for Commercial Lines policies.

Renewed

A renewal offer has been accepted and paid.

Expired

A policy that has reached the end of coverage and is no
longer valid

Cancelling

A policy has been set for cancellation. Contact the agent
or Citizens for reinstatement information.

Cancelled

A policy that is discontinued or terminated in the middle of
the term.

Continued on next page
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Basic Navigation, Function and Features, Continued

Accessing myPolicy provides policyholders access to detailed, printable information
Policy Details about each of their Citizens’ policies and access to policy documents. The
information and layout of the Policy Details screen varies by line of business.

GO%e s
af,Enroll Now
Receive documents electronically ‘
Account Summary
My Balance by et 8ill My Last Payment My Quick Links
$0.00 $521.00
Due Due Way1s, 2021 it Fe 23,2020
Policies
Type Policy Effective Period Total Premium Status
o Im:am: I Feb 23,2027 - Feb 23, 2027 50.00 Filea Cla
" aao010t5 Nov 18,2026 - Nov 15, 2026 s000 Filea Clain
@ az001078 Feb 23,2027 - Feb 23, 2028 $4,909.00 [rcive 3 il a Clain (gﬁ Go Papertess
& | o (S— s000 e
& sonons Fob 23,2027 - Feb 23, 2027 s000 e :
” saonnor Feb 23,2027 - Feb 23, 2028 $1,713.00 [cive
[ 44001077 Feb 23,2027 - Feb 23, 2007 s0.00
[ 44001078 Feb 23,2027 - Feb 23,3028 $4,071.00 [ active ] in
L 44001073 Feb 23,2027 - Feb 23, 2028 $521.00 @ Filea Clain

Dayou have a policy with us but itisnot showing?  Add Palicy

TermsandConditions  PrvacyPolicy  Citizens Copyrght 2026 Chizens Property Insurance Corporationof Florida o

To access the Policy Details screen from the Account Summary Home page, select the
applicable policy number link under the Policies heading.

Result: The Policy Details screen displays.

Note: If there are multiple policies with different agents, the name and contact information will
be listed in the Agent column. myPolicy accounts with a single agent will list the agent of
record to the right of the policies list. Both will be linked to auto populate an email message
with agent’s email address.

Continued on next page
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Personal Lines Policy Policyholders can view current term or, if available,

Details renewal term details. The current term will display as a
default.
Policy information is organized by
section. Scroll to view all sections
of the Policy Details screen:
# | Description PolcDeals 00107 o
1 | Access current and/or
renewing term details | = 02000® o e e -0
2 | Print page
3 | Policy effective and
expiration dates and
policy type
4 | Total policy premium
5 | Coverage and
deductibles
6 | Home details, including
address, type and use o
7 | Construction details
such as year buil, L
construction type and o :
roof type R
Note: Fields will be 0:
empty on mobile .
homes [ 5 JESe—
8 | Sprinkler, burglar © oo
and/or fire alarm _———
information @ rorcomcs B
9 | Policy documents o
10 | Policyholder contact
information
11 | Agent contact
information

Continued on next page
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Commercial
Lines Policy
Details

Policy information is organized by
section. Scroll to view all sections

of the Policy Details screen:

Policyholders can view current term or, if available, renewal term details.
The current term will display as a default.

#

Description

1

Access current
and/or renewing
term details

Print page

WiIN

Policy effective and
expiration dates and

policy type

Total policy premium

Building #1
coverage and
deductibles

Policy documents

~N | o

Policyholder contact
information

Agent contact
information

Policy Details: 44001078
Policy Details: 44001078

© Foicyocuments

o Policy Contacts

© rsentintormation

Citizens Property Insurance Corporation 10.2026
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Accessing

All system generated policy documents sent to the named insured, additional

and named insured and additional interests can be viewed and/or downloaded.

Downloading
Policy
Documents

Examples of available documents include Declarations Pages, Cancellation
Notices, Nonrenewal Notices and Payment Invoices. Welcome emails and
Inspection Ordered emails are also available.

To access and download policy documents:

Step

Action

1

Access the ﬁolic¥ from the Account Summaz screen.

szf;v less
Receive documents ciecronically ‘
Account Summary
yQu
50 §521.00 '
" [
>
........ 2
T e e = — 5
-
.
. -
- [
. a 9
. ) =
o ; ey
. @
- -

Result: The Policy Details will display.

Scroll to the Policy Documents section.

Protection Details
Sprinkler System Type Burglar device type Fire device type

Class B-Full

Policy Documents
File Name Date Uploaded
B NewBusin
B CancellationNotice
B PolicyChang AINT.pdf

Note: Policy documents can be sorted to display in ascending or
descending order alphabetically by name or by date uploaded
by selecting the arrow next to File Name or Date Uploaded.

Policy Documents

FileName ~ |

B NewBusiness_ Mar 1,2022

Continued on next page
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Basic Navigation, Function and Features, Continued

Accessing Step Action

and 3 System generated documents will display. Hover over the
Downloading document you wish to view and the document name will be
Policy highlighted in blue. Click to open the document in a new tab.
Documents,

. Policy Documents
continued

File Name Date Unloaded

B NewBusiness

ni,a'\LuH,\llm Notice_S

Notes:

e By default, the page will display up to 10 documents. To
adjust the number of documents displayed, select the
arrow next to Results.

B FolicyChange ANLpdf

1009 Resultsof 13

A =
\\\ g

P *  Contacts

Role Email Phone Number Mailing Address
show All

wal Morteaops Additional Interact

¢ Documents are not separated by policy term. All policy
documents for the life of the policy will appear in the list.
If the number of documents on a policy exceed the
defaulted display, select Next to access additional

documents.
4 Review document, then, if desired, select Save or Print.
Quick Start Guide

Remove your ID card and keep () Visit wwnw.citizensfia.com/mypolicy
itin a safe location 10 register for myPolicy, where you can
access policy details, billing

e —_—_— information, make payments and
information is correct and up-to réporta claim online.
date. Make any needed changes Citizens Is Ready
G/ Romss yeariaain © ke Citizens Property Insurance )
Y Cornoration on Facebook and follow Citizens works year-

Continued on next page
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Basic Navigation, Function and Features, Continued

Adding a If a policyholder has multiple policies with Citizens, they can create an all-in-

Policy one account by adding additional policies to their established myPolicy
account. There is no limit to the number of policies that can be added to an
account. To add an additional policy:

Step Action

1 From the Account Summary Home screen, select Add Policy:

Gmupcr&s;
’ [ Enroll Now
Receive docaments sieciranically ‘

Account Summary

pppppppp

6ofeflodl:
®

e e i e )

Result: The Add a Policy screen displays.
2 The email address
associated with the
account prefills.

Enter the policy

number and the _—
property/primary 1

Add a Policy

ZIP code for the 1

policy you would -y
like to add. —

Result: Submit becomes active.

Notes:
e The email address listed on all policies in PolicyCenter
must match.
o For commercial policies, enter the ZIP code for the
primary address listed on the Declarations page.

Continued on next page
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Adding a Step Action
Polipy, 3 Select Submit.
continued Add a Policy

Enter the policy numberand the property/primary ZIP for the policy you would like to add.
To add a policy, the primary insured email on file with Citizens for that policy must match the email used to register this myPolicy account.

Email

Policy Number:

Property/Primary ZIP:

Return to Home Page m

Result: Enroliment Successful message displays. Select Home
to access the policy.

W onyens .

Home Billing Claims

o Enrollment Successful

You now have access to your policy:58000161

Continued on next page
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Billing The Billing screen provides access to all policy invoices associated with the
Summary account along with payment history.

GO, /..

Enroll Now

Receive documents electronically ‘

Billing Summary

Addinga Default Payment for My Wallet

as of October 14,2025, Wollet

Commercial Property Policy o

o Payment History

Copyright 2026 Citzens Property Insurance Corporation of Florida O

# | To access Then ...

1 Billing Summary Select Billing at the top of the Home screen.

2 Policy-specific billing information | Select a policy number.

3 Selected policy’s property Review the Property/primary address: and
address and billing method Billing Method section.

4 Policy invoices or to make a Select View Invoices to advance to the Invoices
payment to Pay page or Payment History to view past

payments.

Note: The Make a Payment icon only will appear
if there is a balance due.

5 Invoices that are due Select Invoices to Pay.
6 Payment that have been made Select Paid Invoices.
7 | Asummary of all policy specific View summary.

billing activity

Continued on next page
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Making a myPolicy users can make a one-time payment on direct-billed policies using
Payment a U.S. checking or savings account. Citizens also will accept electronic
payments via debit and credit cards. Accepted cards include:
e Mastercard
e Visa
o Discover
e American Express

A payment can be made once a policy has reached the effective date and:
e |s a bound Personal Lines policy
e Is anissued Commercial Lines policy
e There is an active invoice, usually between 20 days prior to the
invoice due date until 15 days after the due date.

Premium adjustments due to policy changes do not display until the policy
change effective date.

The Pay Now button displays on the Account Summary screen when there
is an outstanding invoice. To make a payment:
Step Action

1 Select BiIIing on the Account SummarK screen. ‘

- S 2
Gm erless
FE"‘I“’W
Becrive documents rcsronaty ‘I

Note: Renewal invoices will not display until any outstanding
balance for the current policy term has been paid.

Continued on next page
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Making a
Payment,
continued

Step

Action

2

Select Make a Payment to proceed with selecting the invoice
you wish to pay.

Result: The invoices become available for you to choose.

Note: Payment plan fees will be added to invoice amounts when
Citizens mails the invoice to the policyholder. Pay plan fees can
be avoided by submitting a payment before the invoice date.

Select an invoice to pay or Select All to switch to a full payment
plan.

Select Invoices to Pay

Result: The Pay Now icon becomes active.

Continued on next page
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Making a Step Action
Payment, 4 Select Pay Now.
COI’]tIn Ued Select Invoices to Pay
3 =

One-Time Payment screen will diIa o

Note: On Commercial Lines policies that are pending
cancellation for nonpayment, the following message displays:

By clicking Next, | confirm that | understand any payment
remitted and received more than five business days after the
cancellation effective date will require underwriting review to
determine reinstatement eligibility. If Citizens does not
reinstate the policy, the unearned premium will be mailed to
the policyholder within 15 business days of the decision not to
reinstate.

Continued on next page
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Making a
Payment,
continued

Step

Action

5

The third-party payment processor notice appears. Select
Continue.

(Y ONE INC

NOTICE

By clicking "CONTIMUE." you acknowledge that you are ternporarily
leaving this website and will be redirected to a third-party payment
processor to complete your transaction.

«ITIZEN§

PROPTRTY MRIRANT (TRPORAI

Confirm payment amount and select Review.

() ONEINC
Dear Training Team. vielcome to the payment center. Make your
payrment choices below to keep your Insurance Policy active.

@ PAYMENT AMOUNT

e
$1,353.00
@ PAYMENT METHOD

Split payment between two cards [ ]

+  ADD NEW PAYMENT METHOD

CANCEL

Continued on next page
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Making a
Payment,
continued

Step Action
7 Select payment method and enter the payment information.
Select Review.
Comzens
8 Review the payment and Select Pay.

((Q!I!EE,N“§

Note: If Set as default payment method is selected, the card
information will be saved to Manage Wallet for future use.

Continued on next page
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Making a
Payment,
continued

Step

Action

9

Select Send, Print Receipt, or Download Receipt to receive a

copy of the receipt.

You are all set!

Citizens Property Insurance Corporation 10.2026
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Claims Policyholders can access the Claims screen to file a claim and view basic
Screen claim information, including status, adjuster and check information.

Home Billing Claims

Claims

e? | Search Q E Filea Claim
Line Claim Number Date of Loss Status olicy
L. 6581 Mar 11,2024 oﬂm a! QJDLoad Claim Documentation®

*Upload documentation requested by your adjuster or any other supporting photos or documents to help process your claim quicker.

Terms and Conditions Privacy Policy Citizens Copyright 2024 Citizens Property Insurance Corporation of Florida n L 4 m

# Field Description

1 Claims tab Select to access the Claims pages

2 | Filter Icon Select to filter claims by Commercial or Personal lines, both

open and closed

3 | Search Search claims by entering a claim number

4 | File a Claim Select to begin the first notice of loss process

5 | Claim Number Select to access existing claim details and adjuster information

6 | Status Will display Open or Closed

7 | Policy Corresponding policy number

8 | Upload Claims Upload documentation requested by the adjuster or any other
Documentation supporting photos or documents to help process the claim.

Continued on next page
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Submittinga  myPolicy users can submit a first notice of loss (FNOL) through myPolicy.

Claim To submit an FNOL, policyholders should log in to myPolicy, then:
Step Action
1 From the Account Summary screen, select File a Claim from

either the Quick Links or the Policies list.
T

Account Summary

My Last Payment
536.00 $0.00 $1,273.00 + Add Policy

. Howto File a Claim.
Policies

Result: A list of policies associated with the account displays.
2 Select a policy by clicking the radio button next to the applicable
policy number.

Home  Biling  Chaims

Claim Information Loss Information 58001160

Select A Policy

uuuuuuuuuuuuuuuuuuu

Date of Loss

Continued on next page
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Submitting a
Claim,
continued

Step

Action

3

Enter the date of loss using the calendar icon or manually using
the MM/DD/YYYY format, then select Next to continue.

Date of Loss

When did loss occur?

Oct 25, 2021 (] ‘

-

Result: The Cause screen displays.

Note: If the policy was assumed or not in effect on the date of
loss, an error message appears that advises the policyholder
should contact their agent or Citizens for further assistance.

The New Claim Cause screen is dynamic, and options will
change based on date and type of loss. Only selections
relevant to the policy type will display.

Select the primary cause of loss from the Cause of Loss drop-
down menu.

Claim Information Cause

Note: The question Was the loss caused by one of the following
events will only display if the date of loss coincides with a
catastrophic event.

Cause

Was the loss caused by one of the Select event ﬂ
following events?

Continued on next page
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Submitting a Step Action
Claim, 5 Select additional details regarding the cause of loss, then select
continued Next.

Claim Information Cause

Select Policy

Cause of Loss Water Damage - Weather Related ~

Detailed cause of Loss Back Up v

Previous ' =. '

Note: Refer to the Selecting Loss Causes and Sub Loss Causes
for First Notice of Loss (FNOL) job aid for more information on
selecting the Cause of Loss and Detailed cause of Loss.

6 Select the Extent of Loss from the drop-down menu:

Claim Information Additional Details

Select Policy

Loss Cause
Extent of Lass

Note: The options will change based on the cause of loss.
7 Enter a brief description of the loss, then select Next.

Claim Information Additional Details

Select Policy

Loss Cause Extent of Loss 1Room is Damaged "

Description of loss

Note: Loss descriptions should be as specific as possible,
including the cause and type of loss.

Continued on next page
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Submitting a
Claim,
continued

Step

Action

8

If eligible, the option to participate in the Emergency Water
Removal Services program appears.

Emergency Services

Do you need emergency water removal?

Your claim is eligible for Citizens’ Emergency Water Removal Services Program. This program provides free emergency water removal
services to prevent further damage to your property. If you elect this service you will be contacted within one hour of your claim
submission. If you do not choose the services provided by this program, coverage for water removal services may be limited by the

terms and conditions of your insurance policy. Do you want an emergency water removal service sent to your property?

Yes
No

Additional Instructions

o To accept emergency services, select Yes.
e To decline emergency services, select No.

If this service is declined, select a reason why from the drop
down.

Reason for declining:

g
The water damage does not require emergency water mitigation services.

A water mitigation company has alrady been contacted

A water mitigation company has already performed water mitigation services.
Policyholder performed their own water mitigation

If applicable, enter any additional instructions, such as location
instruction, gate codes, additional contact information, etc.

Emergency Services
Do you need emergency water removal?

Your claim is eligible for Citizens’ Emergency Water Removal Services Program. This program provides free emergency water removal
services to prevent further damage to your property. If you elect this service you will be contacted within one hour of your dlaim
submission. If you do not choose the services provided by this program, coverage for water removal services may be limited by the

terms and conditions of your insurance policy. Do you want an emergency water removal service sent to your property?

Yes
No

Additional Instructions

= @3

10

When all information is complete on the New Claims Details
screen, select Next.

Result: The Policy Contact screen displays.
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Submitting a Step Action
Claim, 11 To identify the claims adjuster who will work on the claim,
continued complete the Primary Contact Details screen, then select Next.

Claim Information Primary Contact Details

;;;;;;;

Result: The Claim Summary screen appears.

Notes:

e To designate an existing contact (i.e., policyholder,
additional named insured, etc.) select a name from the
Contact drop-down menu. The contact information will
autofill based on information in PolicyCenter.

¢ To designate a new contact for the claim, select Other
Person. This other person will not be added to the
policy.

e The email address and phone number fields are
editable. If a change is made to either, the following
message will appear:

You have entered temporary alternative contact
information for this claim. This will not change your
permanent contact information on record with
Citizens. If you need to make changes to your
permanent contact information, contact your agent or
call Citizens at 866.411.2742.

Continued on next page
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Submitting a Step Action
Claim, 12 Review the information presented on the Summary screen.
continued

Claim Information Summary

You are about to submit the following Claim:

If the Then Result

information is: | select:

Correct Submit The claim is submitted and
assigned to an adjuster. The
Claims Confirmation screen
appears.

Incorrect Previous Navigate back to previous
screens to correct the
information.

Citizens Property Insurance Corporation 10.2026
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Submitting a
Claim,
continued

Step

Action

13

Review the instructions on the confirmation screen. This screen
includes:
e The claim number

¢ A time frame in which a claims representative will make
contact

e Steps to prevent the property from further damage
e (Citizens’ toll-free number

Select the printer icon to print the confirmation screen.

Ve

Claim was successfully submitted

Your Claim number is 581

Continued on next page
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Submitting
Claims
Documents

To upload documentation:

Once a claim is submitted, the adjuster may request certain documents to
support the claim. This function may also be utilized to upload documents for
reopening a previously closed claim.

Step

Action

Home Billing Claims

1 Select Claims on the Account Summa

home screen.

Account Summary

2 Select Uiload Claims Documentation.

Dateof Loss

Mar 11,2024

“Upload documentation requested by your adjuster or any other supporting photos or documents to help process your claim quicker.

Status Policy

Upload Claim Documentation®

Result: You will be redirected to the Citizens website.

\((CITIZEN§

Submitter Information (Step 1/3)

m number and pollcy number?

3 Confirm if a policy and/or claim number is available, then
complete the Captcha and Submit

Insurance  Claims

Storms Learning News AboutUs [ Q

Are you covered?

Surge & Flood

Spotlight

About Citizens

Policyholder Declaration of Rights

jcing tha best possibla

policyholdars. As part of that

Citizens Property Insurance Corporation 10.2026
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Submitting
Claims
Documents,
continued

Step

Action

4

Complete the Submitter Information screen, then select Next.

[ryPolicy | Poyments  Caree:

\ CITI?ENS Insurance  Claims Storms Learning News AboutUs [oo ——  ]Q

: f Assignment
) /\_/\ of Benefits

Learn what's changed

Submit Claim Documents Spotlight

Submitter Information (Step 2/3)

Entering the claim andVor policy number is not requirad but it will help in providing & more timely respanse. About Citizens

In 2002, the Flarida Legislaturs crasted Criizens Property

Claim rumber Policy number Viho ave you? ——
] [selectOne. v ose public purpose is 1o
noads af. property
— Lt rame: Comeany owmers who cannot find coverags in the privete insurance
| | | — ‘ markst
Under Florida Law
Emai Re-encer emall Prone
Email addresses sent to Citizens are public recards. [fyou
0 [ o not want your emall addrass releszad In response 10 2
public records request, do not send lectroric mail 1o
Documentation Citizens, Instead, contact this office by phons or in witing

Which document type will you be uplosding in Step 32
o - Policyholder Declaration of Rights

[eeatre. ¥ Citizens is committad to providing the best passible
customer service ta its policyholders. As part of that
commitment, Citizens adheres to the following:

Comments

wu pravide for the submission and Include the property address, full name of the Insured or property ewner, and

ber s polcyholdars

Hemeawner Claims Bill of Rights
+ Created by the Florida Legisiature
« Applias 1 any parssnal resldentlal propery Insurance.
claim fled with praperty and casuahy insuranca
‘companies operating in Florida

2720 characters remaining

Note: If the document type being uploaded is not referenced
above, General Correspondence must be selected.

Continued on next page
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Submitting
Claims
Documents,
continued

Accessing
Existing

Step

Action

5

Select acceptable file types to upload, then select Start Upload.

\C|T|ZENS Insurance  Claims Storms Learning News About Us 9]

>, L

Have a Claim? Call 866.411.2742

Call Citizens First

Submit Claim Documents Spotlight

About Citizens
ipported media will not display in the upload section. Email unsupported files to n 2002, the Florlda

Drop Files Here

Select Files

| start Upload |
Note: Refer to Knowledge Base Answer ID # 2336 for
acceptable file types.
Result: A confirmation message will display and an email
confirmation will be sent to the email address provided.

If additional claims documents need to be uploaded, select
Submit new claims documents.

myPolicy | Payments  Coree

N\

CIT|ZENS Insurance  Claims Storms Learning News AboutUs [Es ——  ]Q

Are you covered?

Surge & Flood

Media Contact

We have recsived your submission. A confirmation email will be sent to the email address you provided. If additional information iz Michael Pltier
a Cit ive, Thank you ing Citizons Property Insurance Corporation.

myPolicy users with a claim can view basic claim information, including
status, adjuster and check information.
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Claim
Information
To access claim information, select the Claim Number link from the Claims screen.

© Claim Details (560-00-001545) o

e Summary  Cheks
s seearsTs Accnrn seca1ses
" e of Lo Apr
. [

Tere ang Conditon Prvacy Poicy Cucen Copyrght 2073 Otiawes Progerty imarance Corporaton of flancs o

The Claim Details screen displays:

# Field Description
1 | Claim number
2 | Summary tab Displays the following information:
e Policy number
o Date of loss
¢ Who reported the claim
e Property/primary address where loss occurred
e Claim status
e Primary contact and phone number for the claim
3 | Adjuster The claims adjuster’'s name and contact information

Continued on next page
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Accessing If there are payments associated with the claim, details are available,
Existing including the payee, the mailing address, amount, date issued, check
Claim number and status.

Information,

continued Access the claims check status and payment information from the Claim

Details screen.
To view claims payment information, select the Checks tab:

© Claim Details (560-00-001457)

Terng et Cordnomy Paypy Poi<y tiren Copyrghe 2025 Crizens Property hsursnce Componation of Flands o

Check statuses are defined below. Policyholders with specific payment questions should
contact the claim’s adjuster. The adjuster’s contact information is available on the Claims
Details screen.

Status The check has been:

Issued Printed and mailed

Cleared Deposited by the payee

Stopped A stop payment has been issued

Voided Voided and a new check issued in its place
Issued (1-5 years) Escheated

Unclaimed (sent to state) Reversed to the state
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Identifying User Status in PolicyCenter

Identifying
myPolicy
Status

Guide
Personal and
Commercial Lines

Step

Action

1

Navigate to the Summary page in PolicyCenter. The myPolicy
status is located under the first named insured section.

Actions N

Policy Contract -
Palicy Type Questions
Eligibility Questions
Palicy Infa
Property Address Info
Coverages
Dwelling
Dwelling Construction
Premium Estimate
Farms

Date 01/08/2025

Tools -

Claims
Billing
Contacts
Participants

Motes

B PolicyFile  HW-6 PR-W

Citizens

Summary

Account Information

Account Number
Account Name

Address

Policy
Copied Policy Number

Product
Number

Issued

First Issued Date
Mew Business

First Named Insured

MName

Robert Imbs

Account # 08310992 Policy # 11796463

08310932

Raobert Imbs

19 FORDYCE LN

SAINT LOUIS, MO 63124-1355
SAINT LOUIS

11785712

Personal Residential
11796463

es

01/11/2024

Yes

Raobert Imbs

I MyPaolicy User:

Yes I

< Policy Mailing Address 5843 N OCEAN ELVD
Unit 52

Address Standardizatio

Property Address

County

OCEAN RIDGE, FL 23435-2396
PALM BEACH

Overridden

3

6845 N OCEAN BLVD
Unit 52

OCEAN RIDGE, FL 33435-3334
PALM BEACH

If the status is...

Then:

Yes

The policyholder will need to
reset the password

No

The policyholder will need to
register for myPolicy.
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Troubleshooting and Technical Support

Account myPolicy accounts are locked after the policyholder enters three incorrect
Unlock and passwords in succession. Accounts will be automatically unlocked after 30
Password minutes.
Reset Step Action
1 On the login screen, select [
Forgot your password? (7~
S emzens
Result: The Forgot Sign in
Username/Password [
. Citizens Account
screen displays. o
Sign in with your email address
Email Address
Password Forgot your password?
By clicking Sign in, | agree to the Citizens Terms and Conditions.
2 Enter your email address, then select Send verification code.
B |
(( Password Guidelines
& CITIZENS
FREAATY BORANE CORFOR N The password must be fourteen characters or more
and include at least one of each of the following:
Forgot Password oAz
. i * Lowercase letter (a-2)
Plasse provide the following detsils + Number (0.9)
R « Special character from: @#$% A *-_+=[]{}|\
N * 217~ (); . space
For more information see the Forgot/Reset Password
Result: The verification code will be sent to your email address.

Continued on next page
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Troubleshooting and Technical Support, Continued

Account
Unlock and
Password
Reset,
continued

Step Action
3 Enter the verification code indicated in the email.
("
Semzens
Forgot Password Password Guidelines
Please provide the following details + Fourteen characters or longer
% Sl sddetes CPIC DEV B2C account email v-rmmlon code
I@yopmail.com & of CPIC DEV B2C
(OMonday, November 13, 2023 1153 55 A
Verification code R——
| |
Your code ! 234045
Copyright 2023 Citizens Property Insurance Corporation of Florida i» Ef‘[\ e
Note: The email will be sent from Microsoft on Behalf of CPIC
msonlineserviceteam@microsoft.com. If you do not receive the
verification email, check your spam or junk folders.
4 Create and confirm new password using the Password

Guidelines displayed on the screen.

(( Password Guidelines
A\ CITIZENS e
PROPERTY INSURANCE CORPORATION and include at Teast one of each of the Tollowing:

= Uppercase letter (A-Z)
* Lowercase letter (a-z)

Forgot Password - Nomber ©9)
« Special character from: @ # $% A% - _+=[]{}|\
Please provide the following details. 20 =(); . space
Email Address For more information see the Forgot/Reset Password
Guide.

Note: Refer to the Accessing myPolicy (Existing Users After
Password Change) for additional information.

Continued on next page
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Troubleshooting and Technical Support, Continued

Internal
Citizens Staff:
Additional
Customer
Assistance

PolicyCenter History
If a policyholder does not receive the Citizens Account Registration email
and/or the option to resend is not available, access the policyholder’s

Account File Summary, then select History. A myPolicy event will be listed
and will indicate if the myPolicy account was created or if it failed to be

created. The reason will be displayed in the Description column if the
myPolicy account was not created.

Account File History

User ||

ISe ect User...
Related To Account : 580(
Type User Department Time Created
Policy Issued 810 - 10-UW Pe... 09/30/2021 08:00
AM
MyPolicy 810 - 10-UW Pe... 09/30/2021 08:00

AM

} | Description

Policy Issued

A myPolicy account cannot be auto-created
for a personal residential policy in which the
insured is an entity or a commercial policy
whose primary contact is not an individual.
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