Change Capabilities with Travelers Click®

HOW TO MAKE A CHANGE TO AN ERISA POLICY

The Travelers Click platform provides the ability to make changes to both Travelers Click and non-Travelers
Click originated ERISA policies, except for SAA/ERISA Compliance policies. The following changes can be
made:

e  Sponsor Information — name and address.
e  Policy Information — policy limit, change inflation guard coverage, and/or add plan names.

e  Agency Personnel Change — agency processor or licensed producer.

How to Initiate a Change

A change can be made from three different places within Travelers Click:
1. Active Bonds queue

2. Bond Search results

3. Bond Summary screen

Initiate a Change from the Active Bonds Queue
1. Access the Active Bonds queue from the My Agency’s Work menu and select a policy from the list.

2. Click on the dropdown menu in the Actions column and choose Bond Change.

TRAVELERé? Travelers Click® w rerwences () () @)

“Welcome, Test”

“"Start a Bond My Agency's Work: Active Bonds
Your agency's active bonds appear below. Click the plus sign (+) to view additional information or choose an

option under Actions.
My Agencys Work. P =T
Export -
Work in Progress D —— |:| pen =

Active Bonds Agency  Effective

Renewals Bond # Principaliinsured Obligee Bond Type T ol Status Actions
Search 106047491 & ot L s ERISA Fidelty T osmanmia Active Open | v
106047609 Camriat St s ERISA Fidelity — 05247014 Active Open |~
My Agency's Customers . . .
106047603 it s ERISA Fidelity e e 040412014 Active open |~
Browse & B of . . = :
mice BONAS B — CTY AND COUNTY OF  Contracting Excess - Renewal = Reprint Bond Package
105556750 GENNS Cant SAN FRANCISCO WeightHighway/Street prund 032520 pnging L OPEn 2 f |
access Trainin erany T L % California Integrated - nte Renewal [ = equest to Cance
g 103517462 M, \Waste Management Board ‘Waste Tire Hauler Bond il 03/1372013 Pending Open
view Authority 106047578 e Eary WA ERISA Fidelty Swes  030U2014 Actve | Open |v
106047475 ity WA ERISA Fideliy . 02262014 Actve Open | ™
106047500 s sutlmsemst ot WiA ERISA Fidelity e g 0211272014 Active Open__= 4
£, Notifications (0) View £ L
106047615 A Sarmeien s ERISA Fidelity 0211247014 Active N
. Open
106047625 Al Sarueien s ERISA Fidelity 0211202014 Activi S
Edit Personnel
; sll6lz 8
T t2]2 4s]elz]e]2 w0 aors nats mee S T i,
Surety: Reguest to Cancel

Lisa L McDaniel
B00-873-1477
Ext. 458-2212

| B eMail
ERISA:
Tracy A Alberteli
B00-B73-1477
Ext. 458-2202

View all contacts




Initiate a Change from the Bond Search Results

1. Search for a policy using basic or advanced search criteria and select it from the search results.

2. Click on the dropdown menu in the Actions column and choose Bond Change.
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Initiate a Change from the Bond Summary

1. From the list of policies in either the Active Bonds queue or Bond Search results, select the one to be
changed.

2. Choose ( [oeen | ) under Actions or click on the Bond Number ( 106047612 ) to view the Bond Summary.

3. Select the type of change from the dropdown options.
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How to Make a Change to a Policy

Step la: Bond Details (Change Information)

The screen is populated with the current term sponsor, policy, and agency personnel information. Changes to
these items can be made here.

An effective date for the changes must also be entered.

Start a Bond Chan e Bond # 106047618 Spons®g Hame: ABC Corporation 6

1. Bond Details (2| 2. Underwriting Decision (2 4. Print Package (2)

< Bond Details > Underwriting

Review the Sponsor, Policy and Agency information and update as needed. Click Next to continue with the

change process.

Current Billing Term: From: 02/12/2014 * Transaction Effective Date: [mr/ddfvyyy | 5]

To: 021212017

(2) Sponsor Information Policy Information
= Plan Sponsor Name: ABC Corporation * Policy Limit: ($) 100000
(As it appears on IRS Form 5300} [ Remove Inflation Guard (2
* Address 1: 1 Main Street ™ AddPlan Names
Address 2:
*City, State, Zip Code: PAWTUCKET Rl | |ozss0
Agency
Agency: 024069, MICHELETTI & ASSOCIATES, SAM
JOSE, CA
* Agency Prooessor:l it s peaiy ;I
* Licensed Produoer:l WLNELE T WA T ;I

* Required

CCraions |



Step 1b: Bond Details (Underwriting)

Answer any underwriting questions if required.

Start a Bond Change Bond #: 105047618 Sponsor llame: A5 Corporaton
Bond Type: ERISA Fidelity

1. Bond Details (2 | 2. Underwriting Decision (2 3.Bill & Issue (2) 4. Print Package (2)

« Bond Details ‘ Underwriting >

Please answer the guestion(s) below.

Yes HNo

(Do any of the Applicant's plans contain Employer Securities?



Step 2: Underwriting Decision

An underwriting decision is immediately provided, along with any premium for the transaction.

Start a Bond Change Bond #: 106047613 e
Bond Type: ERISA Fidelity

1. Bond Details (2 | 2. Underwriting Decision (2| 3. Bill &Issue (Z) 4. Print Package (2

Underwriting Decision

< APPROVED! Please ;’k MNext to continue to bill and issue this policy.

00

Sponsor Information Current Billing Term
Plan Sponsor Name: ABC Corporation From: 0212/2014
Address 1: 100 Park Street To: 021272017
Address 2: Transaction Effective: 03/12/2014

City, State, Zip Code: PAWTUCKET, RI 02860

Transaction Premium

$0.00

Limits

Policy Limit: $100,000

Premium Details

Policy Premium: $0.00

Commission %: 20.0%
Commission $: $0.00 (included in premium)

Tax: §0.00

Surcharge: $0.00

Transaction Premium: $0.00

< Previous Cancel




Step 3a: Bill & Issue (Billing Information)

This tab shows previously entered billing information (Agency Bill or Direct Bill) for the current term. For non-
premium bearing changes, billing type information is not displayed.

Premium Bearing Change

Start a Bond Change Bond #: 106047618 Sponsar Name: ABC Corporation (&)
Bond Type: ERISA Fidelity -

1. Bond Details | E' 2. Underwriting Decision Eu 3. Bill & Issue | E. 4 Print Package E.
Billing Information Issue Package
Current Billing Type: Direct Bill
Direct Bill # 9375L5077 Current Billing Term
An invoice for this transaction will be sent to the following billing address: From: 02/12/2014 To: 0212/2017
ABC Caorporation Transaction Effective: 03122014
100 Park Street ! E | An Inflation Guard surcharge will be applied at renewal.

PAWTUCKET, RI 02860

Non-Premium Bearing Change

Start a Bond Change Bond #: 106047618 SR L TR L e @
Bond Type: ERISA Fidelity -

1. Bond Details | E' 2. Underwriting Decision Eu 3. Bill & Issue | E. 4. Print Package E.

Billing Information Issue Package

[Addi'tional premium will not be charged for this transaction. ]
Current Billing Term
From: 02/12/2014 To: 02/12/2017
Transaction Effective: 03122014

! E | An Inflation Guard surcharge will be applied at renewal.




Step 3b: Bill & Issue (Issue Package)

Allows the user to:

1. Preview the policy package, which includes the change endorsement and related documentation; and

2. Issue the change!

1. Bond Details (2

+ Billing Information

Sponsor Name: ABC Corporation
Bond Type: ERISA Fidelity

Bond #: 106047618

v

2. Underwriting Decision (2|

Issue Package

o e

3.Bill & Issue (2

00
)

4. Print Package ()

The policy package is almost ready to be issued. Please take a moment to preview the documents below as you will be unable to make

changes after Bill & Issue.

< Previous

Forms
Execution Instructions

Premium Evidence

Policy Changes Endorsement

Preview Policy Package

\ Cancel

I THER EMDORSEMENT CHANGER THE POLICY. PLEASE READ IT CAREFULLY. ]

POLICY CHANGE ENDORSEMENT
This endorsement changes ERISA Fidelity Polioy:
Issued By- Travalers Casusify and Surety Company of America
Issued To: ABC Corporation

Policy Mumbear. 106847618

Effective dale: March 12, 2014 iz01am

Process date:

it ke agresd that-

1 he D are amenged, 3 by (-

[  ITEM1: Name and Address of ihe entity sponsonng the Insured Pianis)
[0  T™hename of ine enity sponsoring e Insured Flans Is changed:
From
oo
E e he entity i Pians gest:
Fronc 1 Main Street, PAWTUCKET, Rl B2860
To- 1060 Park Street, PAWTUCKET, Rl 02860
[0  TEM3: Policy Period bs amendad o reat:

Policy Period:  Efaciive from 1204 amuon fo: fcheck one)
[m] 1Z0Eam an sar
[0 1201 am on the efective date of e cancellation ar fermination of fhis Policy.
O ITEM 4 Limil of Insurance:
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Too $100,000.00 (This amount Ik the summation of he Limits of Insurance for each

Ineured a5 of the Pollcy effective date and as more fuly set farth
In:section I LIMIT OF INSURANGCE with inflation Guard )

— —
EFP-15001 Ed. 0214 Page 1082

€ 2014 The Travelers Indemnity Company. All ights resersed.




Step 4: Print Package

View, print, or save the policy change package and upload supplemental documentation, if needed.

Start a Bond Change Bond #: 106047618 o
Bond Type: ERISA Fidelity
@ O © L)

1. Bond Details 'E' 2. Underwriting Decision | Eu 3. Bill &lssue E. 4. Print Package | E.

Print Package

Congratulations! The policy is issued.

Click to save a final copy to your computer or priit. View Final Policy Package

tion Instructions

Click to upload other supporting dncuments[ Upload Documents ]

Document Name Document Type Date Uploaded Size (KB) User Notes Status

Financial statements or other supporting documents not uploaded at this time can be emailed to TravelersClickERISA NonProd@travelers. com or faxed to 866.785.2463.




How to Edit the Billing Method
The Billing Method can be changed for policies in either the Active Bonds queue or Bond Search results.
1. Select a policy from the list.

2. Click on the dropdown menu in the Actions column and choose Edit Billing Type.

3. Make the necessary changes in the window displayed.

Open |~ '
Open
Bond Change

Edit Billing Type

Edit Personnel
I' Reprint Bond Padkage
Request to Cancel

Edit Billing Type B3

Bond # 106047509
Principal/insured: abc retirement plan
Bond Type: ERISA Fidelity Billing Option: Agency Bil

CURRENT BILLING TERM: From: 02(12/2014 To: 02122017

NEXT BILLING TERM: From: 0212/2017 To: 021212020
Billing Option: Agency Bill

Change the billing option for the next billing term:

" Agency Bil

A change to the Biling Type for Bond
(@ Direct Bill - Invoice #106047508 wil take effect at

renewal.

Select the biling name and address or [l TGN oL
Direct Bill # Bill To Name Address 1 Ad m

T e

PARK

= 949511077 Principal/insured abc retirement plan 1234 Maple KS 66213




The ability to add a new address is also available from this screen.

ng Type

Bond #: 106047509
Principaliinsured: abc retirement plan

NEXT BILLING TERM: From: 02M12/2017 To: 0212/2020

Billing Option: Direct Bill
Direct Bill: Invoice
Direct Bill # 94985L1077 abc retirement plan 1234 Maple OVERLAND PARK, KS 66213

Change the billing option for the next billing term:

™ Agency Bil

(& Direct Bill - Invoice

Select the biling name and address or “Add Billing Details .

CURRENT BILLING TERM:  From: 02/12/2014

To: 02012/2017

Bond Type: ERISA Fidelity Billing Option: Agency Bill

A
Direct Bill # Bill To Name \ Address 1 Address 2 City State Zip Code
o 949501077 Principalinsured abc retirement plan \ 1234 Maple EX;'ELAND KS 66213

Select a Bill To name and provide the following information.

incipaliinsured: abc retirement plan

¢ Alternate Payor Mame

* Address 1: 1234 Maple

Address 2:
* City, * State, * Zip Code: OVERLAND PARK IKS vl 66213
* Phone:

*Required

 Customer Account: ABC Holding Company

Add New Address | % |




How to Edit Agency Personnel

Agency personnel information can be edited for policies listed in either the Active Bonds queue or Bond Search
results.

1. Select a policy from the list.
2. Click on the dropdown menu in the Actions column and choose Edit Personnel.

3. Make the necessary changes in the window displayed Open 1 M ] |
Open

Bond Change

Edit Perscnnel
Reprint Bond Package
_| Request to Cancel

Edit Personnel
Bond #: 106047618
Principal Name: ABC Corporation
Bond Type: ERISA Fidelity

Update the Agency Personnel associated with this bond

Agency: 024069, MICHELETTI &

ASS0OCIATES, SAN JOSE,
CA

- AgoncyProcessor [
- icenset roducer. RSN =]




Request to Change for ERISA SAA/Compliance Policies

Changes to ERISA/SAA Compliance policies are initiated through a request in Click that will be handled by your
Travelers ERISA underwriter. This option will only be available for these types of policies; in the event that this
is not applicable to the policy in question, you will see the option for Bond Change in the Actions drop down list.

For these types of policies you will see “Request to Change” in the drop down list under Actions:
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Clicking “Request to Change” will bring up a window for you to enter the items you wish to have changed on the
policy:

Request to Change X
Verify the information below. Click Submit Request, and an email will be sent to your undenwriter for review.

Bond #: 105157002
Insured: so = e

* Transaction Effective Date: mm/dd/yyyy ﬁ

Note: The actual effective date of change is dependent upen

FuES auomrtae et S SRS ST T underwriting review.

P T R o AR
Policy Limit: $20,000

Current Billing Term
Billing Type: Direct Bill

From: 07/31/2011 To: 07i31/2014

* Indicate the type of change you would like to request
™ insured
™ Insured Address
[~ Policy Limit

[~ Billing Type (For nextterm)  Agency Bill  Direct Bill - Invoice

For an item not listed above, please indicate here

Attachments: Files Attached:
Click Browse and choose file(s) to upload.
L. Browse... |

Simply enter the items you want to change, the effective date of the change, and click Submit Request. You
will receive the following message:

The request to change has been
submitted to the Underwriter.

Your underwriter will automatically receive the request and will review it for processing. An email will be sent to
you along with the details submitted with your request. If you do not want to receive these confirmation
emails please go to My Preferences in Travelers Click and disable the checkbox for this option.

Travelers Click @ your fingertips
& ! T

Travelers Casualty and Surety Company of This material does not amend, or otherwise affect, the provisions or coverages of any
America and its property casualty affiliates. insurance policy or bond issued by Travelers. It is not a representation that coverage does

or does not exist for any particular claim or loss under any such policy or bond. Coverage
One Tower Square depends on the facts and circumstances involved in the claim or loss, all applicable policy
Hartford, CT 06183 or bond provisions, and any applicable law. Availability of coverage referenced in this

document can depend on underwriting qualifications and state regulations.
travelers.com/click
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