
 

 
Client Payment Portal Procedure 
A Step-by-Step Guide to Making Payments Through the Client Portal 

Introduction 
This procedure outlines the steps brokers and clients should follow to select the billing 
method and make payments securely and eƯiciently through the client payment portal.  

1. On Binding a quote 
On binding a quote, a prompt will follow to select your client’s preferred billing method. 
The available payment methods on Direct Bill include Pay in full via credit card (a 
2.97% access fee applies) or monthly payment plan via FIRST Insurance Funding. 
FIRST Insurance payment plans include a financing fee. First payment plans are 
available using a Canadian bank account or a credit card (plus, a 2.97% access fee 
when credit card is selected). 

 
  

Upon selecting Direct Bill, a schedule of the finance plan will be estimated and you will be 
required to enter the client’s email address. The client will receive a link at this address with 
where they can pay for their policy. 

 



 

 

After entering the client’s email address and selecting confirm, the next pop-up will allow 
you to Accept or go back to change the client’s email address or change the billing method.  

 

2. Client payment link 
The client will receive a link at the email entered in the previous step.  



 

 

Upon selecting ‘Continue to Payment Options’ the client will be redirected to their 
payment portal. 



 

 

3. Monthly Payments 
Upon selecting monthly payments, the following pop-up is displayed: 

 
The downpayment will always be withdrawn on the eƯective date of the policy. The 
preferred payment date can be no more than 30 days after the eƯective date of the 
policy. 



 
Upon clicking Next the user will be directed to First Insurance to setup their finance 
plan. 
Upon completion, the following screen will show details of the accepted plan with 
access to their Premium Finance documents. 

 

4. Paying via Credit card 
When opting to pay by card, this will take clients to the following screen: 



 

 
 
Upon successful completion, the receipt page will follow: 

 



 
5. Resending payment links 

If for any reason the client doesn’t receive a link, it can always be resent from the ‘Policy 
Summary’ screen. The broker can resend links to existing client emails or add new 
email addresses to the account. 

 

 



 

 
 

6. Troubleshooting and Support 
If you encounter any issues accessing the portal or completing your payment, 
contact the support team at agileoperations@agileuw.ca  

 


