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Navigator Billing and Payment
Commercial Lines

1.	 Let’s walk through some features of Navigator. The customer 

is able to manage and view many of the billing functions 

associated with their policies.

2.	 When they go to the “Billing & Payment” tab, they will 

see the “Billing Summary” page. They will first see some 

payment details, such as their “Account Balance”, and they 

will be able to “Make a Payment” using that button.

3.	 The customer’s active policies under the highlighted invoice 

stream are also listed at the bottom. They can view the policy 

page by clicking the “Policy Number” hyperlink.

4.	 At the top of the page, there are tabs labeled by invoice 
stream number. Their policies will be organized by these 

numbers which are determined by the payment parameters. 

The customer should select the correct invoice stream 

number for the policy or policies they want to view or 

perform billing actions on.

5.	 There are also a series of hyperlinks that will allow the 

customer to perform billing actions. We will look through 

each action and how to use them.
6.	 Starting with the “View Invoices” hyperlink, the customer 

will be able to see the invoices related to the invoice stream 
selected. (If there is ever confusion about viewing the wrong 
policy, remind them about the invoice stream tabs.)

7.	 On this page, there are three buttons to choose, “Invoices 
to Pay” (shown to the left), “Paid Invoices”, and “Payment 
History”. The customer can view the invoices with a balance. 
There is also a “Print” button they can use to print this page.
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9.	 The “Manage AutoPay” link brings them to the screen to 
the left. They can set up AutoPay by filling in their bank 
information and choosing “Set Up AutoPay”. There are a few 
things to note here: 
a.	 If the customer wants to change the payment plan or  
	 payment date, they need to contact their agent. 
b.	 If they want to set up AutoPay and there is a current bill,  
	 the AutoPay will not apply until the next cycle.

10.	The “Manage Saved Payment Methods” link will open a 
new page. As shown to the left, it will list any credit / debit 
cards or bank accounts that were saved to the customer’s 
account. They can add a new credit / debit card or bank 
account, as well as edit or delete any existing saved payment 
methods.

8.	 If they choose “Make a Payment”, they will see the screen 
to the side. It shows the “Policy” and “Payment Options”. 
They can put a check mark next to either payment amount 
then choose “Pay Now”. This will take them to the payment 
screens.
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13.	The “Pay As You Go Reporting” link will bring the customer 
to the “Select a Report” page when they can begin the 
reporting and paying process.

11.	 The “Manage Scheduled Payments” link will open a new 
page. If they have previously set up any payments to be 
scheduled, the payments will be listed there.

12.	The “Pay As You Go Reporting” link will only appear when 
the policy they are viewing is on that payment plan. 
a.	 The customer will click the quick link for Pay as You Go,  
	 and the screen to the left is the screen the customer will  
	 see. 
b.	 The set of numbers next to the report status is the 
         report. The customer can click on it to access the Pay as  
	 You Go report. 
c.	 You can also access Pay As You Go Reporting on the  
	 Policy Details page. This button will only be available in  
	 a commercial lines account.


