
 
 
 

Agency Portal Features: Processing Commission Payments 

1. Emails are sent out from CaliforniaMutualInsuranceCompany@smart-
disburse.com and this email should arrive to the commission email we have on file. 

 
2. Click on the Get Started link (if payment is not processed, reminders will be sent 

daily for 10 days, after this time frame, the link will expire, and a check will be sent 
out) 
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3. This is the next screen that will pop-up on the browser, be sure to have the agency 
code ready and click “Get Started”  

 
4. Input your agency code  (this information can be found in previous commission 

statements, look at image below) and proceed 

 



 

5. After the agency code has been inputted, this next screen will pop up where you 
must view the commission statement and accept it to continue, please go ahead 
and click on the PDF provided 

 

AGENCYCODE 



6. Click on the PDF and this next screen will display the commission statement where 
it can be printed and downloaded using the buttons on the top right. After that 
toggle the bottom left button to accept, and then click Done

 
 
 
 
 
 
 
 
 
 
 



7. Once the screen says “Accepted,” proceed to click “Accept” 

  

8. The next screen will show how much you will be receiving and let you choose 
between an ACH payment or a check (takes longer) 

 



9. For an ACH payment, click on “Send to my Bank Account” and enter all your bank 
account information including whether it’s a Checking or Savings Account 

 
 
 
 

  



10. Be sure to verify all address and account information before clicking “Next” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



11. Verify the information one last time in this screen and click “Deposit” 

 
 
 
 
 
 
 
 
 



12. Payment has been disbursed, and a confirmation email will be sent out as well. 

 

 


