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Start by navigating to the Policy tab in the main menu. From there, select

ADVANCED| Advanced Search to open the search options. Enter the policy number in the
SEARCH | appropriate field, ensuring the number is entered accurately. Once you have

confirmed the details, click Search to retrieve the policy information.
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Once the search is complete, your policy will be displayed in the results
POLICY section below. Locate the correct policy and double click on the policy
DETAILS | number. This will open the full policy details beneath, allowing you to
review the information.
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Within the policy details section, click on the Invoice & Payment tab.
INVOICE | This tab will display all invoices associated with the policy, and the
PAelngT policy balance will be shown at the bottom of the screen. To view
more information about a specific invoice, click the “+" icon next to it.
This will show the payment details, including whether the payment was
made in full or partially. Please note that payments may take until the

next business day to be posted and reflected in the system.
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If you made a partial or down payment, it will also be reflected in
COMFIRM | EPay. When you search for the quote number, the due date will
appear in green. By clicking "Pay Now," you can open the receipt for
confirmation of the payment.
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