
 

From the billing screen you click on the Billing tab. 
 

 
Next you click on the Add automatic payment 
 

 
 
 



 
 

Once on this screen you select the Payment Method: Insured Bank Draft to Company (EFT) or Insured Credit Card via Primoris 
(Recurring Credit Card)  

 
 
When selecting EFT, the EFT form and voided check or proof of account must be submitted (proof of account may be a screen shot of their 
banking info on their phone).   Click on Same as Insured mailing address to auto populate the insured’s address.  When you enter the routing # 
and hit tab the bank name will auto populate if the routing number is correct. Then enter the account number and click “Post Info”.   



 
PLEASE NOTE: When an insured is set up on EFT, this type of payment is automatically swept from a checking/savings account.  The 

insured will get a discount on their Installment Fee if they are set up on this type of Auto Pay (please refer to the FEE SCHEDULE 

attached). The swept can also occur up to 2 days before the due date. 

 

When selecting Recurring Credit Card Payments the Recurring Credit Card form has to be submitted.  Click on Same as Insured 
mailing address to auto populate the insured’s address (make sure that the zip code provided is the credit card billing zip) if there is 
a –and 4 numbers after the zip, these must be deleted.  Select Visa or Mastercard and enter the Credit Card #, Expiration Date and 
the CVV2 (3 digit number on the back of the credit card) and click “Post Info”.  
 



 
 
 
 



Please Note: When an insured is set up on Recurring C/C payments, this type of payment will charge the insured’s credit card for the 

payment due. The insured does NOT get a discount on the Installment fee but they save the credit card processing fee. The swept 

will occur 1 day before the due date.  

 

 

Email the documents to: autopay@prontodocuments.com  
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