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Online Agency Bill Payments Guide
Training Document

1. Open Statements Tab and Pay Now
From the main portal menu, select the Statements tab where your agency bill statements are listed. Once reviewed, select Pay 
Now to proceed.

2. Choose How to Apply Payment
Charges will be displayed by category. Each category must be paid separately. Select Pay All for a category if you want to pay 

all charges, or specify individual charges and select Next to proceed.

What is Online Agency Bill Payments?
As an agency, Online Agency Bill Payments is a way for you to indicate how much of your agency bill statement you intend to pay 
and how that payment should be applied. This can be submitted through AgentsOnline. Listed below are steps on how to process an 
Online Agency Bill payment. 
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4. Select Preferred Payment Method
Choose from the available payment options or select Add New Bank Account if not already listed then select Pay Now to proceed.

3. Review Selected Items for Payment
Confirm listed charges on the summary screen. If changes are needed, select Delete to clear selection(s) and restart, otherwise, if 

accurate select Submit & Pay to proceed.
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5. Enter Payment Information
Enter all payment details and select Continue to Review Payment to proceed.

6. Complete Final Review
Review payment details and acknowledgement statements. Once confirmed, select Process Payment.
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7. Confirm Payment Status
After payment has been received, you will receive a confirmation number and your agency bill statements will refresh in AgentsOnline 
and show a Closed status, confirming the payment has been completed.


