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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. 

 
 
***As of July 1st, agencies can now save the method of payment rather than having to 
select a payment method for each commission statement, on the One Final Step 
Screen, there will be a box to check that allows Transcard to store and use the payment 
method, this can be revoked at any time*** 
 

Get Started 

mailto:CaliforniaMutualInsuranceCompany@smart-disburse.com
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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) 

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 
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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 
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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
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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) 

                



UPDATED JUNE 2026 

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 
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10. Be sure to verify all address and account information before clicking “Next” 
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11. Verify the information one last time in this screen and click “Deposit” 
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12. Payment has been disbursed, and a confirmation email will be sent out as well, please 
view the second screenshot which will be disbursed if payment method is saved 

    

 

 

 

 

 

 

 

 

 

 

 

NEXT PAGE 
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13. If the payment method has been saved, then please expect to receive this email every 
month after payment has been disbursed

 

 

 

 

*If you have any more questions, or if your payment has been cancelled/revoked, please call our 
office at (831)637-5824 for assistance* 
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