CWG Agent Portal
Payment Notification Guide
Sweep/Mail

From the HOME page of the Agent Portal, go to the Policy Information tab, and select Billing
Inquiry:
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After the search screen loads, choose how you would like to search for your insured, and enter the

appropriate information (By policy, enter the seven digit policy number). When finished select
search.
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1. After selecting the appropriate term, select the Payment Notification radio button in the
box on the right side of your screen as shown below. This field will be grayed out on
Agency Billed policies.

2. The Payment Notification form will load. Fill out the remainder of the fields that are not
prefilled for you, making sure to select either “Mail pmt to company” or “Deposit, please
sweep pmt.” If you are unsure if your agency is setup for sweep please contact the billing
department at 877-385-9114.

3. When you are finished select the Send Message button. You will get a confirmation
message with a link that will allow you to print the receipt for your records.
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Receipt confirmation does not guarantee continuation or reinstaternent of coverage, If you have a question or concern,
please contact our Direct Billing Departrmant,

If you have any questions about the information provided above, or get any type of error during
the sweep processes, please contact Agency Support at 800-432-4908.



