
       

The job aid demonstrates the steps necessary for an agent to make the first payment (using either eCheck or EFT) on a policy enrolled in the 
TWIA 10-Pay Auto Pay plan in order to obtain the declarations pages before the actual renewal date. Normally with 10-Pay Auto Pay plans, the 
polcyholder’s first auto payment drafts on the renewal date so the declarations pages will not be accessible until the renewal date.   

 
1. From the “Policies” tab, click on the renewal offer you want to make a payment on.  

 

2. Next select “Edit Renewal/ Payment Details.” 
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3. If you are not making any changes on the following screen, select “Continue.” 

 

4. If you are not making any changes on this screen, select “Next” to continue.  

 

 

 

 

 

 

 

 

 

 



       

5.When ready, select “Next.” 

 

 



       

6. Select “10-Pay” where indicated and then select “Submit.” Please note: If you select a payment plan 

that does not match the plan the policyholder is currently enrolled in, you will be deactivating the 

policyholder’s Auto Pay.  

 

7. Next select, “Yes” to continue.  

 

 

 

 

 



       

8. Make sure TWIA 10 Pay (Auto Pay) is selected since that is what the policyholder is enrolled in 

currently and then click “Submit.” 

 

 

 

 

 

 

 

 

 

 

 

 



       

          9. There are 4 things you need to pay 

attention to on the following screen: make 

sure to confirm the policyholder’s email 

address, enter the bank account 

information for the eCheck, read and 

acknowledge the terms and conditions for 

the ACH processing, and make sure 10-pay 

plan is checked. When ready to continue, 

select “Submit.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                         



       

10. To continue, select “Ok.” 

 

11. Select “View Policy.” 

 

12. The policy has been renewed. The policy package is found under “Documents.” 

 


