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This Guide

BTIS would like to welcome you to this brief User Guide for selecting and using BTIS DirectPay,
our new direct billing option for Contractor General Liability. This guide is designed to help 
familiarize you with the process, features and options available.

Additionally, your customers will be able to perform a variety of high-level account-management 
actions from anywhere!

At a high level you and your sta� will be able to:

• Select the direct billing payment option and enter payment information 

• View detailed account information

• Manage electronic notice delivery

• View and print reports, including: new accounts, pending cancellations, cancellations and reinstatements

• Enter check and credit card payments online for specific accounts

• View and print previously mailed documents



Contents

Selecting Direct Bill During the Binding Process

 Binding Documents 4

 Selecting BTIS DirectPay 5

 Selecting a Payment Plan 6

 Paying by Credit Card 7

 Paying by ACH/Bank Account 8

 Submission and Confirmation 9

Accessing the BTIS DirectPay Website

 Login Page 10

 Home Page 11

 Accounts/Customer Service - Basic 12

 Accounts/Customer Service - Advanced 13

 Customer Service Window 14

 Documents Tab 15

 Reports 16, 17

 Passwords 18

 Insured Access 19

 Mobile Web Application 20

 Contact Information 21



Kentucky Required Items

Submission ID: QAA01090700
Applicant Name: Jane Smith
DBA Name: Home Furnishings LLC

1. Please select from available coverage options:

Occurrence Form (CG 00 01) $2,165.00

2. Please select a payment option:
Please note: If you select BTIS DirectPay, you must fill out all information

Direct Bill - BTIS DirectPay
 Pay with ACH/Bank Account or Credit Card
 1, 2, 5 and 10 Installment Options
 Easily Add Your Broker Fee

Pay in Full or Agency Finance
 Pay by Check or Credit Card
 Pay Online, eCheck is free of charge!

Premium Fiance - Best Choice Premium Financing
 Down Payment + 10 Monthly Payments
 Available for Premiums $325 and Above
 Easily Add Your Broker Fee

To view the application, click here (PDF)

To view the forms list, click here (PDF)

Please remember that a policy is not bound until a binder is issued by BTIS!
Please forward all completed and signed forms (all pages) to bindrequests@btisinc.com or fax to 916.772.9292

Save

Upon receiving the Binding Documents, you’ll be 
asked to select a coverage option. You may also 
view the PDF Application and print a PDF Forms 
List.

Binding Documents
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1. Please select from available coverage options:

Occurrence Form (CG 00 01) $2,165.00

2. Please select a payment option:
Please note: If you select BTIS DirectPay, you must fill out all information

Direct Bill - BTIS DirectPay
 Pay with ACH/Bank Account or Credit Card
 1, 2, 5 and 10 Installment Options
 Easily Add Your Broker Fee

Pay in Full or Agency Finance
 Pay by Check or Credit Card
 Pay Online, eCheck is free of charge!

Premium Fiance - Best Choice Premium Financing
 Down Payment + 10 Monthly Payments
 Available for Premiums $325 and Above
 Easily Add Your Broker Fee

3. Add your broker fee here:

- If a broker fee is not applicable, please leave as 0
Please note: broker fee amount cannot be changed once the binding documents are saved

4. Please select a payment plan:

One Pay  - $2175.00 (includes fully earned fees and applicable taxes)
 Pay Now

Zero Down - scheduled 21 days from e�ective date

Two Pay - $1167.50 Initial payment, 1 remaining payments of $1017.50 due monthly
 Pay Now

Zero Down - Initial payment scheduled 21 days from e�ective date

select Direct Bill as your payment option.

Once you select BTIS DirectPay, you may elect to 
include a broker fee.

Selecting Direct Bill
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Direct Bill - BTIS DirectPay
 Pay with ACH/Bank Account or Credit Card
 1, 2, 5 and 10 Installment Options
 Easily Add Your Broker Fee

Pay in Full or Agency Finance
 Pay by Check or Credit Card
 Pay Online, eCheck is free of charge!

Premium Fiance - Best Choice Premium Financing
 Down Payment + 10 Monthly Payments
 Available for Premiums $325 and Above
 Easily Add Your Broker Fee

3. Add your broker fee here:

- If a broker fee is not applicable, please leave as 0
Please note: broker fee amount cannot be changed once the binding documents are saved

4. Please select a payment plan:

One Pay  - $2175.00 (includes fully earned fees and applicable taxes)
 Pay Now

Zero Down - scheduled 21 days from e�ective date

Two Pay - $1167.50 Initial payment, 1 remaining payments of $1017.50 due monthly
 Pay Now

Zero Down - Initial payment scheduled 21 days from e�ective date

Five Pay - $563.00 Initial payment, 4 remaining payments of $413.00 due monthly
 Pay Now

Zero Down - Initial payment scheduled 21 days from e�ective date

Ten Pay - $361.50 Initial payment, 4 remaining payments of $211.50 due monthly
 Pay Now

Zero Down - Initial payment scheduled 21 days from e�ective date

You may now select a payment installment, which 
allows you to customize the payment amount and 
frequency.

Your client may elect to put “Zero Down” or
“Pay Now”.

If they choose “Zero Down”, the initial payment 

date.

If they choose to “Pay Now”, the payment will 

Selecting a Payment Plan
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Important Information:

• Producer commissions will be paid directly by the billing company
• Only US banks are accepted
• All fees are earned at binding
• A billing fee of $10 is applied to each installment
• There is a $50 reinstatement fee for cancelled policies

• A charge of $25 will be assessed for any returned payment, regardless of reason

To view the application, click here (PDF)

To view the forms list, click here (PDF)

Please remember that a policy is not bound until a binder is issued by BTIS!
Please forward all completed and signed forms (all pages) to bindrequests@btisinc.com or fax to 916.772.9292

Save

Quote #

Applicant Name

DBA Name

Applicant Email

Payment Method   Credit Card  ACH/Bank Account

Card Type

Card Number

Expiration Date

Security Code

Name on Card

Address

City

State

Zip Code

Payment Plan 1st Installment

I have read and agreed to the Terms and
Conditions

Duncan Keith

QAA01028571

Dynasty League Inc

btisqa@gmail.com
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Upon choosing the payment installment plan, the 
applicant’s information will show for confirmation.

The email address is required so that instructions 
can be sent to the insured.

By default, the Credit Card option will be selected 
as a payment option. Simply enter the payment 
details and check the acknowledgment that you 
have read and agreed to the Tems and 
Conditions.

You may also choose to select ACH/Bank 
Account as the payment method.

Important Note: If you navigate away from this 
page without clicking on “Save”, the DirectPay 
information will be lost and the Binding 
Documents will immediately be reset.

Paying by Credit Card



Quote #

Applicant Name

DBA Name

Applicant Email

Payment Method   Credit Card  ACH/Bank Account

Bank Name

Routing Number

Account Number

Account Type

Payment Plan 1st Installment

I have read and agreed to the Terms and
Conditions

Checking Savings

Name on Account

Important Information:

• Producer commissions will be paid directly by the billing company
• Only US banks are accepted
• All fees are earned at binding
• A billing fee of $10 is applied to each installment
• There is a $50 reinstatement fee for cancelled policies

• A charge of $25 will be assessed for any returned payment, regardless of reason

To view the application, click here (PDF)

To view the forms list, click here (PDF)

Please remember that a policy is not bound until a binder is issued by BTIS!
Please forward all completed and signed forms (all pages) to bindrequests@btisinc.com or fax to 916.772.9292

Save

Duncan Keith

QAA01028571

Dynasty League Inc

btisqa@gmail.com

If you choose the ACH/Bank Account option, the 
payment details necessary for processing will 
appear. Simply enter the information and click 
“Save.”

Important Note: If you navigate away from this 
page without clicking on “Save”, the DirectPay 
information will be lost and the Binding 
Documents will immediately be reset.

Important Note: Important Information and 
Cancellation Terms listed below may not apply to 

ACH Payment Method
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Once you have clicked “Save”, and the payment 

for your Direct Bill submission.

Important Note: Important Information and 
Cancellation Terms listed below may not apply to 

Submission and Confirmation
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Quote #

Applicant Name

DBA Name

Applicant Email

Important Information:

• Producer commissions will be paid directly by the billing company
• Only US banks are accepted
• All fees are earned at binding
• A billing fee of $10 is applied to each installment
• There is a $50 reinstatement fee for cancelled policies

• A charge of $25 will be assessed for any returned payment, regardless of reason

To view the application, click here (PDF)

To view the forms list, click here (PDF)

Please remember that a policy is not bound until a binder is issued by BTIS!
Please forward all completed and signed forms (all pages) to bindrequests@btisinc.com or fax to 916.772.9292

Close

Duncan Keith

QAA01028571

Dynasty League Inc

btisqa@gmail.com



www.btisdirectpay.com
The BTIS DirectPay Login Page allows you to 
enter your unique username and password that 
was provided to you upon set up in our DirectPay 
system. If you do not have a username or 
password or misplaced it, please email the 
following:

brokersupport@input1.com
Important Note: In an e�ort to
prevent unauthorized access to
your account information, the
email request must come from an
agency principal or an authorized
contact that you have established
within your agency.

Login Page
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The Home Page provides you with a variety of 
options to both manage and view your DirectPay 
accounts.

Accounts/Customer Service
Allowing you access to view any and all accounts 
placed through the program.

Reports
Option to run a variety of reports on your 
business,
anytime, anywhere.

Account Search
If known, enter a specific account to gain access 
to
detailed account information.

Home Page
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Customer ServiceAccount Search Reports

E-Payment Wizard



Users can search for an account in a variety of 
ways using the Basic or Advanced Search 
options.

Basic – Enter the known criteria into any of the 
fields listed below and click Search.

Accounts/Customer Service
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Advanced – The Advanced searching tool allows 
you to enter more than one set of criteria to help 
you define your search, i.e. list all accounts with a 
total premium greater than or equal to $1,000 with 
a customer city of Los Angeles.

Accounts/Customer Service
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The main customer service screen provides your 
agency with a tremendous amount of account 
detail and tools to use.

Numerous tabs at the top allow your agency to 
review pertinent and detailed account 
information including:

• Account Summary
• Customer Information
• Policies Placed on the account
• Payments
• Documents
• Notice Delivery

Customer Service Window
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Notice DeliveryPayments Documents

Original Installment Amount



The documents tab inside the Customer Service 
Window allows you to choose, retrieve, view and 

a specific account. Once you’ve selected the 
notice you wish to retrieve, a yellow bar will 
appear at the

viewing.

Customer Service Window/Documents Tab
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Welcome Letter
Intent to Cancel

Notice DeliveryPayments Documents



The system provides you a number of standard 

a selection of additional report criteria may be 
available for you to modify the report even further.

Example:  A Pending Cancellation Report can be 
run for one or multiple related office locations 
and for a time period that you specify.

Reports
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Pending Cancellation Report

Cancellation Hold Report

Canceled and Reinstated Report

Disbursement Report

Epayment Report

Missing Policy Report

New Account By Policy Report



Report Activity box appears that allows you to 
view the report on screen or download as a PDF.

Reports
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BTIS  Direct Pay

Policy Number Agent

GL-7784
GL-7656



You have the ability to change your password to 
the system at any time.

Passwords
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Every Accountholder will also receive a

details for accessing their account online to
perform the following:

• View account summary information
• Make individual Credit Card and
 ACH/Bank Account payments online
 (Additional Fees will apply)
• Change passwords
• View policy detail
• View and print previously mailed documents

Insured Access

19



The Mobile Web App provides you and your 
customers a convenient and easy way to manage 
your account information in the palm of your 
hand. Users can access their accounts, view 
account summaries, monitor their payment 
history, make payments and much more.

Mobile Web Application

Documents
Retrieve any document.

Make a Payment
Anywhere payments.

Contact Us
Provide faster access to service.

Se�ings
Portfolio access for all types of users.

Account Search
Find any account at any time.

Account Summary
All the account detail you need.

Payment History
A complete view of payments.

Policy Summary
Your need-to-know info.
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(888) 494-4222

Email:  BTIS-directpay@input1.com

Customer Care

Visit the website, www.btisdirectpay.com, and 
enter your login credentials.

Account Information

Physical:  6200 Canoga Avenue, Suite 400,
 Woodland Hills, CA 91367

Address
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