Making A Payment

MAKING A PAYMENT

NICE WORK!
Your Quote 0178185-02 is bound!
Hors's your Policy Numbor GBES-FL-0004168-00,

Remember: Payment i required 1o complete the issuance of the policy,

Once the Binder has been issued, you will have the opportunity to make a
payment on behalf of the insured or direct the insured to the Orchid Payment
Portal to process on their own.

First, we will look at the steps you would follow to make the payment.
From the screen, select “Post A Payment For This Policy”.

Select Payment Mothod

40 A L Dus
ss.mﬁ Credit/Debt Card

It will bring you to a page that shows the pending invoice outlined in blue.
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Making A Payment

PAYMENT DETAILS

Select Payment Method
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Select the invoice by clicking on the box. The box will become blue and the
radio buttons for the payment methods will be activated. Select the payment
method by clicking the corresponding radio button.

Once a payment method is selected, a
window will open for you to complete your
payment.

The option to split a payment between
two cards has been added. You can also
select “Edit” to adjust the amount.

NOTE: There is an additional fee added by
the processing vendor for payments made
with credit or debit cards.
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Making A Payment

After entering your ACH or credit
card information, you will see
this screen showing the payment
amount, processing fee (if any),
and total payment. Select “Pay
$5,622.07” to proceed with
payment or “Go Back” to choose
another method.

After your payment has been
processed, you will have the
option to email, print, or download
a copy of your receipt.

NOTE: Once the window is closed,
there is no way to retrieve your
receipt.
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Making A Payment

@
2l Your receipt will look like this.
INSURANCE PAYMENT RECEIPT
S el
Customer Name: e e
Confirmation Number: 23388148
Invoice Number: 75025856
Policy Number. QBES-FL-0003854-00
Payment Date: 11/01/2023 11:21:48 AM
Payment Account Type: —
o remedeede
Payment Amount: $545885
Processing Fee: $163.22
Total Amount Charged: $5,622.07

ADDITIONAL INFORMATION

Thanks for choosing Orchid!
Call us (772) 226-5546
Vit us: o nce.com
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Select Payment Method
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Once the payment has been posted, the status will change to “Issued” and the
amount due will show $0.00.
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Making A Payment
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If the insured prefers to make the payment themselves through Orchid’s
Payment Portal, they will need the policy number and the invoice number.
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The insured will select the payment method by clicking the radio button.

NOTE: There is an additional fee added by the processing vendor for payments
made with credit or debit cards.
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Making A Payment

If paying by credit or debit card, the insured
will be able to split the payment between

MAKE A AIMENT o @ two cards by selecting the button. To make
B s B T Wk the payment on one card select “Review”.
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After entering their credit card information,

the insured will see this screen showing
P the payment amount, processing fee (if
any), and total payment. Select “Pay” to
proceed with payment or “Go Back” to
choose another method.
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Thanks for choosing Orchid!

Call us (772) 226-5548
Visit us: erchidinsurance com

INSURANCE PAYMENT RECEIPT

———
23388148

75025856
QBES-FL-0003854-00
110172023 11:21:48 AM
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$5458.85
$163.22

5562207

ADDITIONAL INFORMATION

Making A Payment

After their payment has been
processed, they will have the
option to email, print, or download
a copy of your receipt.

NOTE: Please advise the insured
that once the window is closed,
there is no way to retrieve their
receipt.

Their receipt will look like this.
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Dashboard

DASHBOARD

o ﬁ VORCHID tart .:|-|'.

SUBMISSIONS Search Display - | Created In - Status =
CREATED DATE = HAME = SUBMISSIDN & T ADDRESS T STATUS T
vere Soutiwest, Yero Beach, FL

Wm0z Fihed Cancoius? SHITESTS et b Submission in Prognese

5 2l oo B
o ¢ 1 Progre:

16 e E

| 202 N 64 S
362

T 2023 . 36 1 kil oad, Wewahitchka, FL 32465 Submizsion In Prograss

o023 Canapius Test! M 104 TR A v SOUTH. Nag L 34 EMT S P 5

. E 4 " "

Selecting “Dashboard” from the top toolbar allows you to search Submissions
and Policies using the submission number, policy number, or insured’s name.
You can change the display to show the number of items to search, the time
frame it was created, or processing status. Please note that there may be

many pages to scroll through.

POLICIES Search Display
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Once you have entered your criteria, click the search button on the right to
conduct your search. When you have located the policy or submission, click
anywhere in the row to select the policy.
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Dashboard

e Policy #GBES-FL-0003854-00
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STATUS

COMPLETE PAYMENT

ENDCORSEMENTS

NEW ENDOISEMENT

After selecting a policy, you will be directed to the policy information page. Here
you will be able to view payments or look at open invoices by selecting “View
Payments”, or initiate a new endorsement by selecting “New Endorsement”.
Any endorsements that have already been processed will appear in the
Endorsements section. Coverage and policy details are displayed under the
Endorsements section.
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The Documents section at the bottom of the page will list all documents

associated with the policy. Selecting any of the hyperlinks will open that
document for your review.
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