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1. To Review the Report 

 Review your online BOP Renewal Questionnaires and submit electronically with the click of a button.  Easy to find, just click on the 

“NEW! BOP Renewal Questionnaire” link under Commercial Lines Tools on ARBELLA CONNECT ™home page. 
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Important Information about Online BOP Renewal Questionnaires 

 

1. Completed renewal questionnaires must be submitted for underwriting consideration in order to properly price and 

determine continued acceptability of the BOP policy.  All changes must meet Arbella’s BOP Underwriting Guidelines and 

Rules.  Manuals are located in the CL Reference Center. 

 

2. The renewal questionnaires will be required for a period of one-year for conversion purposes. 

 

3. Questionnaires submitted electronically will remain online for 30 days after renewal date for reviewing for agents.  Internal users will 
continue to have access to the form. 

 
4. Online questionnaires provide a snapshot of the policy based on the current information on file and allow electronic entry of new 

or updated information required for renewal consideration. Review, enter required information as needed, and electronically 

submit to Arbella with a click of a button.  IMPORTANT YOU MUST CLICK ''SAVE" IN ORDER TO VIEW CHANGES ON THE PDF. 

 

5. An online indicator“DUE DATE"' -turns red and a   will appear for questionnaires not received for policies that renew in 70 

days. Refer to the reminder by clicking on the  . Electronically submit a completed questionnaire by the listed “’DUE DATE.” 

 

6. Check questionnaire status using the "'REQUEST STATUS" drop down feature. There are three statuses: 
 

 

"NOT SUBMITTED" A completed questionnaire is due and has not been submitted to Arbella 

"SUBMITTED" A completed questionnaire was submitted electronically to Arbella and will be reviewed by Underwriting 

"RECEIVED" 
A completed questionnaire was received by Arbella via U.S. mail, fax, or email and will be reviewed by 
Underwriting. 
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1. Report Displays in “RENEWAL DATE” order – earliest date displays (Please Note: Policy#, Insured Name & Insured Address will display): 
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To Filter or Search the Report 

1. To filter questionnaires based on “Producer” (select producer code or “All Producers”), “Renewal Month” (select month) or “Request 

Status” (“Not Submitted”, “Submitted”, or “Received”) choose option desired and click “Update”.  The desired results will display.  The 

current filter selections will always display at the top of the screen. 
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2. To search by “Policy Number”, click “More Options” – the search will be independent of the current filter settings and will return the 

possible matches. 

 

 

 

To View and Update Questionnaire  

1. To view, click on policy number: 

  

2. The BOP Renewal Questionnaire will display.  There are currently two required fields - FEIN or TAX ID# and Estimated Annual Gross 

Sales.  Please fill as much information out as possible so that we can promptly and properly process your renewal policy. 

Alex’s Bar & Grill 
123 Marudy Drive S. Weymouth, 

MA 02190 

S. Weymouth, MA 02190 

7500026770 
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7500026770 

 

[Type a quote from the document or the summary of 

an interesting point. You can position the text box 

anywhere in the document. Use the Text Box Tools 

tab to change the formatting of the pull quote text 

box.] 

Alex’s Bar and Grill 

123 Marudy Drive  
S.Weymouth, MA 02190 
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3. To save changes to a questionnaire at any time before submission, click located at bottom of screen.  A “Successful 

Save” message will display briefly then fades.  IMPORTANT – YOU MUST CLICK “SAVE” IN ORDER TO VIEW CHANGES ON THE PDF. 

4. To print, click on located at top right hand side of the screen.  IMPORTANT – YOU MUST CLICK “SAVE” IN ORDER 

TO VIEW CHANGES ON THE PDF. 

5. To return to search, click on  located at top right hand side of screen. 

6. Required Fields: If adding or changing information, all fields within the section are required.  If required information is missing, hard 

stop message will display at top of screen and will not allow user to “SUBMIT”.  Sections that require mandatory entry are: 

a. FEIN or TAX ID # 

b. Estimated Annual Gross Sales 
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1. Click  Button. 

2. A confirmation screen will display showing a SUBMITTED status and an option to print the submitted questionnaire. 
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3. A submitted questionnaire will display a status of SUBMITTED. 

 

4. A submitted questionnaire will display QUESTIONNAIRE STATUS: SUBMITTED and will no longer display the “SUBMIT” button.  Once 

submitted, additional changes can no longer be electronically sent.  The submitted questionnaire will be reviewed by Underwriting 

for changes and approval.  Contact your Underwriter if a change was submitted in error or if additional changes are needed. 
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