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Access TAP and Login to BONDirect

To gain access to BONDirect, your agency system administrator must grant you bond access.

Access TAP

ACTION SCREEN

TAP can be accessed in one of three ways,
including:

° Support page on Agent Solutions (image
shown on right)

° Agent tools on Hanover intranet

° Through the direct link, http://tap.hanover.com

Launch TAP from one of these links.

TIP: Bookmark this page to your web browser
or desktop for quicker access.
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You will arrive at a log-in screen. Log into TAP:

¢ Enter your LAN ID
* Enter your Password
* Click Login

You will arrive at the TAP home page. Choose
the Commercial Surety (BONDirect) button on
the left-hand navigation.
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Access Agent Solutions and Login to BONDirect

To gain access to BONDirect, your agency system administrator must grant you bond access.

Access Agent Solutions

ACTION SCREEN

Agent Solutions can be accessed in one of T N T |
three ways:

* Through hanover.com (shown right)
° Agent tools on Hanover intranet

* Through the direct link,
http://www.hanover.com/agentsolutions/

Launch Agent Solutions from one of these links.
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If Agent Solutions is launched from hanover.com,
a registration screen will appear. Fill in the o e

required information: Agent selutions

¢ First Name T 0w Rgmetiok foen, e Corssies B Ao helve
* Last Name Pl
* Email Address [—

* Company

[re—

You will arrive at the Agent Solutions home page. T P B = el R+ gt = bt
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You will arrive at the Hanover Surety Agent
Solutions home page. Continue to the
Transactional Surety site from the right
hand navigation.

Half way down the page you will find the Online
Quote and Issuance System header where a
direct link to BONDirect lies.

You will arrive at the Login Screen for BONDirect.

Enter your LAN ID and Password to continue to
the site.

* To gain access to BONDirect, your agency system administrator
must grant you bond access.
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Buy a Bond

To gain access to BONDirect, your agency system administrator must grant you bond access.

Once inside of BONDirect, there are 3 options for you to pursue. You can:
1. Buy a bond

2. Renew a bond

3. Find a bond

We will review all approaches throughout this guide. For the purpose of this segment, we will walk through

the steps to buy a bond.

Buy a Bond

On the BONDirect home page, you will see a
list of options available on the left-hand
navigational pane.

‘Welcome to The Hanover Insurance Groupl

i
Saled) Haled By
Select the Commercial Bonds link.
‘Welcome to The Hanover Insurance Groupl
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You will arrive at the Commercial Agent Bond

Home Page, Wieliome 1o The Hanover Insurancs Growpl

Click the Buy a Bond button.

You will arrive at the Choose a Bond Type Screen
where you can select the appropriate bond using
the information provided by the client.

Buy & Bomd: Choose Bond Type
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Select appropriate State in the State dropdown
(where Obligee is located)

"Hats Sip Sats

Select the appropriate Bond Class from the
list of options displayed in the Bond Class
dropdown

“Bond Claid: - Sekec Bond Clemt <
"Bend Categors: - B besd Cory - =
“Obliges: - Selact Ciiges - =
*If you are looking to submit a bond through BONDirect and do
not find the bond you are looking for, please contact your local

underwriting office for additional assistance.
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Select the Bond Category drop down (a list
of categories will appear as shown right). é‘; Hanowver

Click to select the appropriate category,
and the continue button to gain access to the

Bary & Bosnd: Choose Bond Type
next screen.
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You will arrive at the BONDirect Premium

Calculation screen where you will be required e .

cul ey ) q . ACTaiS Buy a Bond: Premium Calculation
to fill in the Bond Effective Date in the Effective Hrcom Honds
Date field. Prnding (usim

. . Find 2 g =Efloctve Date: 10170 @
Click on the continue button to access the f i .
“Paraly
next screen. Rasersats Paniing . T
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* The Customer will advise the Agent about the required Effective e Praviiw Donamnt So =

Date. If the date is not provided, the Agent will use Today’s Date

as Effective Date Chagsl | | Cintueg 3os

* The system is setup with Pre-Dating and Post- Dating Underwrit-
ing rules. If the bond is backdated further than the Underwriting
rules setup, the system will not accept the entry. In such a situa-
tion, the Agent will call the Underwriter for assistance.

Click the Preview Document Set icon, and
sample documents will display, including:

Bond Form
Power-of-Attorney

Invoice

Please review these documents carefully.
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You will arrive at the Buy a Bond: Premium Quote
page where you will see all the details pertaining
to your bond. This includes:

Buy a Bond: Presdoms Quole
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Type of bond
Writing company

Obligee ;:dr\:::’:‘:mail::rlw.#umﬂ
State

Coverage amount

D9 i v b DD

Effective date

=L o) P REL

Expiration date
Estimated premium
Commission

You can choose to continue with purchasing the
bond or cancel the transaction.

The Attorney-in-Fact field is required to access -

COMMERCIAL
the next screen. AGENTS Buy a Bond: Attorney in Fact
Hezent Bonds
Preadimeg Quaies
Find a Bosed

You will type your name and click Continue.

Bary & Bond

Remewals Prading
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Logout Conteiut b

You will arrive at the Buy a Bond: Principal Screen.
Dury & Donad; Prissigal

Fill in Customer’s Name in the Principal
name field

] T —

Fill in Customer’s Mailing Address in the
Mailing Address, City, State, Zip code and
County fields

“deaccalamms |
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* The fields will vary based upon the bond type and the bond limit. e
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This will take you to the Hanover Renewal
Requirements Screen. You will select the “No”
button and click on continue to access the
next screen.

Bary & Bonud: Hanower Renewal Requirements
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You will arrive at your Review Screen. This will
display all of the information you have entered
thus far. Please review this information for
accuracy and make changes, if required.

Scroll down to the bottom of the screen to locate
the Submit button.

Click on the Submit button to complete the Buy
a Bond Process. The system will then evaluate
the information for underwriting acceptance.

Your bond will either be accepted or referred to
your bond underwriter for further review.

If Approved:

After clicking Submit, the Buy a Bond: Decision
screen will now display. This will alert you to
whether you bond has been approved or referred
for further consideration. If approved, a formal
quote will be available in the Pending Quotes

for a maximum of 60 days. For cancelable bonds,
you are able to select Agency Billed or Direct
Billed for the payment type for this transaction,
as well as the renewal payment type.

Your quote options are displayed at the bottom
of the decision screen. You can choose to:

Purchase the bond
Save the quote

Decline the quote

Selecting the Purchase Bond option will
immediately process the purchase and assign it
a formal bond number. The Print Document Set
button will allow you to see the bond form, and
execution report/invoice.

If Referred:

After clicking Submit, the Buy a Bond: Decision
screen will now display. This will alert you to
whether you bond has been approved or referred.
If a bond is referred to your bond underwriter for
further review, Underwriting will review the bond
and be in contact shortly. You will receive an
email with updates on the progress of the bond.

After Underwriting reviews and approves the
bond, you need to return to BONDirect to
complete your purchase of the bond quote.
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Once approved, and if you chose to continue,
select Purchase Bond. A final review screen will
display, scroll to the bottom and click Submit.
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The purchase will then be accepted and you can
then return to the bond to Print Document Set.
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The system will automatically generate the
documents required for the bond. The documents
will vary depending on the bond type and

bond limit.
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Renewing a Commercial Bond

A bond will be available for Renewal 90 days prior to the expiration date. All of your upcoming bonds will
be in your Renewals Pending section in BONDirect; you can use this as a resource to check bonds as they

are due for renewal.

Upon renewing a bond, you will need to ask the client for updated underwriting information in order for this

request to be processed.

Renewing a Bond

BONDirect can be accessed in one of three ways: - e e .

Through the left hand navigation of TAP, shown

[ Py TP N Y N F A ——

earlier in this document [ - e+ [P R —
Trangactlonal Surety page on Agent Solutions . Pt i o i L

(see right) o

Through direct link, https:/pos.allmerica.com/ ity Gl asciln woct Brauance Systam
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On the BONDirect home page, you will see a list
of options available on the left-hand navigational
pane.

‘Welcome to The Hanover Insurance Groupl

Select the Commercial Bonds link.
‘Welcome to The Hanover Insurance Groupl

Select the Renewals Pending link on the left side

navigation. Waelcame 1o The Hanover Ihsurascs Groupl
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You will arrive at the Renewals Pending landing
page. This will display a list of all of your bonds
eligible for renewal within the next 90 days.

e e i oy U —

Select the bond to be renewed, and click on the
Edit link on the far right.

) b

You will now be able to view the bond. Click on _

the drop down arrow (a list of options will appear, aneurs View Bond
as shown right). You can either: Mreont Db,
' ' ) Pending Quotes Zale =« [ Ba kon
Attach Non-Premium Bearing Rider Find a Bond T a— e
Renew Bond Bury & Bond Hmnem See
Renewaly Brnding

Click to select the Renew Bond option and then Seade Blaa Tra
click on the Do Action button. Logout o

* For assistance with Non-Premium Bearing Rider please refer to
the last section of this guide.

You will now arrive on the Underwriting Informa-
tion Screen.

Please review the underwriting information
displayed. Make any necessary changes to the
information and answer any questions that may
appear on this screen.

* The screen may show different underwriting questions depending
on the bond type and bond limit.

Continue to answer the remaining underwriting
questions and click on the Submit button. -
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ACTION SCREEN

Once you click submit, you will be directed to the
approval screen. This page confirms that your
bond has been renewed.

You may click on Return to Bond button to view
the original bond information.

Print renewal document set for all relevant
Thay Bl PTG B Bi SwouTs

documents. . i e L S ——
Ty s o 5105 00 M Pt o DRI 1O % S LWL

. - . ) " o .
* If your bond is referred to Underwriting, your underwriter will T oy e T VLl i

be in contact with you shortly. You will receive an email with an
update on the progress of your bond. After Underwriting reviews
and approves your bond; you will need to return to BONDirect to
purchase the quote.

The documents generated may not be the same
documents as the Original Bond Purchase.

. . LICEXSE OR FERMIT TERM BOXD
Please email or print the documents to send
them to your client. Bmilopumer
. . . KO ALL SOEN FY THESE FRESENTS, Tiat me:
* The type of bond will determine what documents will be gener- Ayt
ated for e.g. New Bond, Continuation Certificate, Billing, etc. o L e et S, 1 B xi Mo,
* If the bond is not to be renewed, please contact your local Surety et I e e e 3 o OIS,
Underwriter to take further action accordingly. S et ik 308 e bl e Tem g
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Next: Finding a Bond/Attaching Files
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Finding a Bond/Attaching Files

In the event that you need to find a past or current Bond for reference or to attach a file, you would need to
utilize the Search function of BONDirect.

Finding a Bond:

On the BONDirect home page, you will see a list | S
of options available on the left-hand navigational
pane.

‘Welcome to The Hanover Insurance Groupl

Select Commercial Bonds Link.

You will arrive at the home screen for Commercial

Agents. Find & Bond

Select Find a Bond on the left-hand navigation.

If you don’t have a bond number:
Find a Bond
In the event that you do not have the bond

number readily available, you would need to
select the Applicant Name option on the drop
down menu.

Then enter known information, such as last name,
preceded by the A symbol, which acts as a wild
card search function.

All applicants with any portion of the information
entered as their name should then display.

If you have the bond number:

Fieed & Bond
In the event that you do have the bond number .

available, you can select Bond Number from the
drop down list.

Enter all or part of the bond number. Entering
the ~ symbol before the search allows for a
wildcard search.

All bonds with any portion of the information
entered as the bond number should then display.

Select View the Bond from the list of bonds.

All of the bond information should then be
displayed.

14
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Attaching a File:

Using the process above for finding and viewing
the bond, you will be placed on the View Bond
screen.

T sim i ey S i | ket b

e memanal

Click on the Attachment button at the top right
of the page.

Famgrrim L il

Choose a file to upload from your desktop.
Axtachmenis: Boosd 884 79574503 T

Select a category from the drop down menu,
and enter any additional information in the
description box.

Click Submit.
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Non-Premium Bearing Riders

Commercial bonds may require certain basic changes due to items such as an address change or a
principal name change. Since these changes do not impact the bond amount, bond terms or premium
being charged, they are considered Non-Premium Bearings (NPBR’s).

These procedures detail step by step instructions to make an address or principal name change.

Non-Premium Bearing Riders:

After logging into the system, select the

CSR/Underwriting option from the left hand Welcome to The Hanover Insurance Groupl

navigation.
i
Continue to the Bonds screen. R— i —
You will arrive at the home screen for Commercial
Agents. Find a Bond
Select Find a Bond from the left-hand navigation. —— =

You will then arrive on the search function of the
site. You will then need to enter the bond number
(including prefix).

Fimd & Bonad

You can also enter any known information, such
as a last name or bond number without the
prefix. Precede this search with the A symbol,
which acts as a wild card search function.

All bonds with any portion of the information
entered should then display.

This will bring you to the Bond Information
Screen. You will now have the opportunity to
make the necessary changes to the bond.

Select Attach Non-Premium Bearing Rider from
the drop down, and click Do Action.

P T T Bl S B
P v——

* Changes can only be made to the CURRENT term of your bond.

*If you have a NPBR that impacts more than one term, is a change
in effective/expiration date, or is a name change you must contact
your Underwriting Associate with the additional information.

* If you have a Premium Bearing Rider (PBR), you must contact the
Home Office

16
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Wy W Pl

You will then be required to enter who is signing
as Attorney-in-Fact. Sign your name and
continue to fill in the required information:

Change in Address in the Principal Field

Bond Effective Date

Execution Report Effective Date e
Expiration Date A

Enter “x” in the field for the change of address
you have made

Enter details of change and click Submit.

* This field will display on the rider generated through BONDirect

A screen will now display indicating if the rider

was approved. it

fandrree fedeg o Sortaad

Simply return to the bond, and select the

Print Document Set button for the documents
associated with the bond. The documents will
vary depending on the bond type and limit.

View Hond S L | , T — "
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Why The Hanover?

The Hanover is a leading property and casualty insurance company offering a broad portfolio of tailored
coverage solutions for personal, commercial, and specialty customers. The Hanover is a Fortune 1000®
company, with nationally-recognized claims service and proactive risk management expertise. The
company'’s financial strength has earned it high marks from key industry analysts, including an “A” rating

(Excellent) by A.M. Best Company.

Contact Information

Contact the Commercial Surety Team with questions about BONDirect:

Commercial Surety Team
bondsubcs@hanover.com
1-800-799-6380

For any questions pertaining to a specific bond, or for underwriting assistance, please contact:

Diane Marino Scott Reinke
Manager Director

Field Operations - Surety Transactional Surety
dmarino@hanover.com sreinke@hanover.com
508-855-3445 952-897-3029

The
Hanover The Hanover Insurance Company hanover.com

Insurance GI‘OUp® 440 Lincoln Street, Worcester, MA 01653 The Agency Place (TAP)—https://tap.hanover.com

This material offers a brief description of coverages and programs and is provided for informational purposes only. Actual coverages may vary by state. Options and credits are not available
in all states. For exact terms, conditions, exclusions, and limitations, please contact your Hanover Agent.

©2017 The Hanover Insurance Group, Inc.

118-10001 (6/17)



