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User Guide 
 
 

Agency Sweep, Credit Card and One-Time EFT Payments 
 

 
 

Make down payments on AgentsXpress applications via Agency Sweep 
(HO & PAP) 
 
 

For agencies enrolled in Agency Sweep, the option to choose Agency Sweep for 
the down-payment will be available in the drop-down on the “Method of Payment” 
page in AgentsXpress.  Select Agency Sweep and the funds indicated will be 
electronically withdrawn from the agency’s bank account.   
 

 
 

After submitting the payment, a Confirmation page will display indicating Agency 
Sweep as down payment. 
 

  
 
 

New Business Application Down payment 
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Make payment on Personal & Commercial Policies 
 
 

All agencies will have the ability to make mid-term and renewal policy payments 
through AgentsXpress at the “Make Payments” link.  If the agency is not set up 
for Agency Sweep, the payment options available will be credit card (Visa or 
MasterCard) and one-time EFT draft from the checking or savings account.   
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Mid-Term and Renewal Payments 
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Enter client information (Insured Name, Company Name, Policy Number or 
Account Number), and click on Begin Search.  Once the account or policy 
information is returned, click on the account number (to make payment on the 
account) or policy number (to make payment on one policy).  It is recommended 
to make payments on the Account Number, whenever presented.   
 

 
 
An amount due will display if there is a current or outstanding billed amount for 
the account or policy.  Enter amount to be paid and indicate the payment method 
from the drop down options.  The payment amount must be equal to or more 
than the Minimum Due.   
 
If paying by Agency Sweep, just click Next and you are done.   
 

 
 
A Confirmation Page will display indicating payment method. Review for 
accuracy and click Confirm Payment & Submit. 
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If paying by EFT, complete the account information and click Next.  
 

 
 
A Confirmation Page will display indicating payment method. Review for 
accuracy and click Confirm Payment & Submit. 
 

 
 
If paying by credit card, click Next.  
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The credit card payment information will display in a new window. Enter the 
required fields.   
 

 
 
 
 
Click Continue and the payment verification screen will allow you to return to the 
previous screen, cancel the payment or submit the payment.  

 

 
 
 
 
 
 
 
 
 

Will be prefilled with 
the amount entered 
previously.  

Will be prefilled with the 
insured’s information but 
can be changed if needed.   

Enter information from 
the credit card.  
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Next, the payment confirmation and authorization page will display with the 
confirmation and authorization numbers.  
 
If you receive a Real Time Authentication Error the payment can’t be authorized 
at this time. Choose one of the following options below: 
 

1. Cancel Payment: We recommend selecting this option and entering a 
different credit card or payment method.  

 
2. Continue and Save: This option will try to authorize the payment once 

more during the same day. If the payment does not get an authorization 
on the second attempt we will contact your agency to obtain a 
replacement payment.  

 

 
 

 

Account Bill Pay Plans – Message will be displayed 

If the policy is on an Account Bill payment plan and you have selected to pay an 
individual policy, click on Pay Account Statement.   
 

 
 

 

Important Information 
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EFT Pay Plans – Message will be displayed 
 

If making a payment on an account/policy set up on an EFT Pay Plan, a 
message will display advising to notify Western National at least 3 business days 
prior to the date due in order to stop the automatic transaction.   
 

 

 
 
Past Due Payments – Message will be displayed 
 

If the payment is past due, the following message will be displayed:   
Payment is past due.  Please contact your Underwriter regarding reinstatement.  
If the Underwriter is not contacted within one business day, a refund check may 
be issued to the policyholder.    
 
Payment will be applied, however the policy/account will not be reinstated. 
 

 
 

 
 
Policy Payments 
 

Please allow up to three business days for the payment to post in InquiryXpress 
(for Personal Lines) or AgentsXpress Commercial (for Commercial Lines).  
 
 


