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Access Agent Portal from OneHub 
由OneHub進入Agent Portal
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This is the cover page of 
OneHub.

1. You will receive the log 
in URL in your 
welcome email from 
Chubb

2. Tip: Bookmark URL 
for easy access in the 
future.

https://hub.apac.chu
bb.com/site/hk

3. Once your login 
credentials are 
authenticated, you 
will be redirected to 
Home Page.

4. For new users – Click 
‘Forgot Password’ and 
follow the process. 

https://hub.apac.chubb.com/site/hk
https://hub.apac.chubb.com/site/hk


Access Agent Portal from OneHub 
由OneHub進入Agent Portal
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Then click here. 

然後按此。

Click on Products.

點擊產品。



Language Setting
語言設置
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You can select your 
preferred language by 
clicking on the "Settings" 
icon in the main menu. 

您可以透過點擊主選單中
的「設定」圖示來選擇您
的首選語言。

Please 
click here. 

請按此。



Emergency Arrangement
緊急情況處理

• In the event of an emergency or if you're unable to access the system to issue a policy, 

please email the IDP Team/Travel Team with the information detailed below for HOLD 

COVER. Once conditions return to normal, please issue the policy and inform us so we 

can process the endorsement.

• 假若閣下在任何情況下未能登入系統而有保單急於處理，請將以下資料電郵給IDP Team / 

Travel Team 同事作HOLD COVER之用。當閣下能重新登入系統後，請如常在系統內投保

保單，完成後請聯絡 IDP Team / Travel Team 同事以為保單作出所需之Endorsement。

• Travel Date (Start/End) 旅遊日期

• Travel Destination(s) 旅遊國家

• Plan Name and Plan Type 計劃名稱及類別

• Full Name of Insured(s), Date of Birth, ID No. 受保人全名、出生日期及證件號碼
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New Quote 索取報價 / 
Issue Policy 投保保單
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New Quote 索取報價 / Issue Policy 投保保單
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Please click and select the Product. 

按下並選擇所需產品。
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Select the destination, and the system will 
display the appropriate premium. 

請選擇目的地， 系統會自動配對所屬區域 (亞
太/環球)，以計算出正確保費。

Select the number of insured within the 
appropriate age group. 

請於年齡組別點選受保人數目。

System Default. 

系統自動顯示。

Input Promo Code (if appropriate) 

輸入促銷代碼 (如適用) 。

Choose cover type 

輸入保障類型。

Then press “Next Step” 

然後按 “下一步”。

New Quote 索取報價 / Issue Policy 投保保單
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Select Plan, then press “Create Quote Confirmation”. 

揀選計劃類別, 然後按 “儲存報價紀錄” 。

And you can see the “Quote Number” as above and the quote number will 
valid before the departure date.  

您可以看到上面的 “Quote Number” ，此價單號在出發日期之前有效。

Or you can simply press “Next Step” to create the new policy directly. 

或您可以直接按“下一步”建立新保單。

New Quote 索取報價 / Issue Policy 投保保單
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Please input the necessary information and press 
“Next Step”.

 請輸入必要的資料並按“下一步” 。

New Quote 索取報價 / Issue Policy 投保保單
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Please check the application information and press “Confirm”.

請核對投保資料並按「確認」。

New Quote 索取報價 / Issue Policy 投保保單
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Policy issuance has been 
completed, and a 
confirmation email will be 
sent to the designated 
email address. 

保單簽發已完成，確認郵
件將寄送至指定電郵地址。

New Quote 索取報價 / Issue Policy 投保保單



SEARCH POLICY 
(To retrieve issued policies) 
保單查詢(可查詢曾發出過之保單)

Confidential Document 14



SEARCH POLICY (To retrieve issued policies) 
保單查詢(可查詢曾發出過之保單)
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You can search for policies from either the homepage or the search 
page by using the Policy No., Policy Keyword Search, or Quote 
Keyword Search . Just enter the necessary information and click 
“search (       ) ” to retrieve the quote or policy.

您可以使用保單號碼、保單關鍵字或報價關鍵字從主頁或搜尋頁面搜尋
保單。只需輸入必要的資訊並點擊“搜尋 (       ) ”即可檢索報價
或保單。



Download Product information files

下載索取產品資料
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You can download the product information files here. 

您可以在此下載產品資訊。

Download Product information files
下載索取產品資料



Download Product information files
下載索取產品資料
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Choose the product, then press “Apply”.

選擇產品，然後按“確認”。



Copy Policy 保單複製
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Copy Policy 保單複製
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First search the Policy No. and enter to the 
product page, then press “Copy Policy” from 
the right corner menu (       ).

首先搜尋保單，然後按右上角選單(      )中
的「複製保單」。



Endorse Policy 保單修改
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Endorse Policy 保單修改
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Search the Policy, then click "Endorsement" in the menu 
located at the right corner, update the required information, 
and double check the policy information. 

首先搜尋保單，然後按右上角選單中的「修改保單」，更新及確
認保單內容。

By clicking "Default" and press “Proceed” to continue.

 按一下“Default”並按“繼續” 到下一頁。



Endorse Policy 保單修改
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Before clicking “Confirm”, please provide the 
endorsement reason by filling in this box. 

在點擊「確認」前，請提供保單修改原因於此位置。

Update the required information, and double check 
the policy information, then press “Confirm”. 

更新所需信息，並仔細檢查保單內容，然後按“確認”。



Cancel Policy 取消保單
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Cancel Policy 取消保單
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Search the 
Policy, then 
select 
"Cancellation" 
from the menu 
in the right 
corner. Enter 
the required 
information, 
click "Next," 
and then select 
"Cancel Policy".  

首先搜尋保單，
然後從右上角的
選單中選擇「取
消保單」。輸入
所需信息，按一
下“下一步”，
然後選擇“取消
保單”。

Before clicking “Next”, please 
provide the cancellation reason 
by filling in this box. 

在點擊 “確認” 前，請提供保
單取消原因於此位置。

Please select Cancellation By - 
“Insured”, Type of Refund as 
“Full Refund”. 

請選擇 取消源由為“Insured”. 
Type of Refund為“Full Refund”。

Confirm the refund amount and 
press “Cancel Policy”. 

確認退款金額後，請按“取消保
單”。



Bulk Purchase Function
團體購買
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Bulk Purchase Function 團體購買
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Bulk Purchase Function Overview 團體購買概述:
• Product 產品 : HK Chubb Travelwell Production Plan (Single Plan Only 只適用於單次旅遊)
• Maximum Pax 人數上限: 200 individuals 位客人

Steps 步驟: Image圖像:
1. Input Number of Insured 輸入受保人人數:

On the “Travel Detail” page, user inputs the no. of 
insured when creating a new policy.

在「旅遊計劃詳情」頁面，建立新保單時輸入受保人
人數。

2. Premium Calculation保費計算 :

System automatically calculates the total premium.
系統自動計算總保費。

Confidential Document



Bulk Purchase Function 團體購買
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Steps 步驟: Image圖像:
3. Download Bulk Upload Template下載團體
投保表格 :

On the “Personal Detail” page, click the “Download 
Bulk Upload Template” button to generate an Excel 
template. 

在「個人資料」頁面，點選「下載團體投保表格」按
鈕，下載Excel表格。

4. Input Client Details 輸入客戶資料 :

Fill in the client details in the downloaded Excel 
template.
在下載的 Excel表格中填寫客戶資料。

Confidential Document



Bulk Purchase Function 團體購買
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Steps 步驟: Image圖像:
5. Upload Template上載表格:

Use the "Upload Bulk Upload Template" button 
to upload the completed Excel file. 
使用「上載團體投保表格」按鈕上傳已完成的
Excel 檔案。

6. Automatic Data Upload 資料自動上傳:

The system will automatically upload the data. 
Confirm the client details and complete the 
payment process, similar to the general new 
policy binding procedure. 

系統會自動上傳資料，確認客戶資料並完成付款，
與一般新保單投保流程相似。



Bulk Purchase Function 團體購買
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Steps 步驟: Image圖像:
7. Insured Person(s) Display 受保人資料:

If the no. of insured individuals exceeds 20 pax, 
the "Insured Person(s)" section will display the 
message: "Please refer to Appendix 1." 
若受保人數超過20人，「受保人」部分將顯示
「請參閱附錄1」資訊。

Please see below the Sample fulfilment for reference. 請參閱以下保單確認電郵內容以供參考。



Download Report 下載報告
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Download Report 下載報告
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To obtain a policy report 
for a specific period based 
on transaction date, 
please follow these steps: 

若要根據交易日期取得特
定期間的保單報告，請依
照下列步驟操作：

1. Main page 
select “Reports”, then 
choose “Policy 
Transactions” 

1. 於主頁選擇”報告” ，

然後選擇 “保單報表” 。



Download Report 下載報告
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2. Provide the necessary 
information and select the report 
items by modifying the “Edit 
Report Columns”. 

2. 提供必要的資訊，並透過編輯

「報告欄」選擇保單報表選項。



Download Report 下載報告
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3. After that, click on 
"Submit Request," and you 
will see a "Success" message 
once the report is ready.

3. 之後，按一下“提交請

求”，報告準備就緒後，您將
看到“成功”資料。



Download Report 下載報告
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4. Choose 
"Report 
Download," and 
you will find the 
"Policy 
Transaction 
Report”.

4. 選擇“下載報

告”，您將找到
“保單交易報
告”。



Download Report 下載報告
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The amount of commission in HK$

所得佣金。

After opened the file, you may save it to your computer and file 
as your own sales record.

開啓Excel 檔案後，可自行儲存到電腦資料庫中，方便用作核對
月結單。

Shows the discount that had 
given, 10 = 10% off.

折扣百分比 10 = 10% = 九折。



Download Report 下載報告

The report is available in Excel format and may include the following information: 

該報告以 Excel 格式提供，可能包含以下資訊：

• Policy No. 保單號碼

• Policy issuance date 發單日期

• Discount % 折扣碼

• Policy Type 保單類別

• Policy Status 保單狀況

• Travel start date & Travel end date 出發及回程日

• Policyholder’s name, mailing address, tel. no and email address保單持有人資料、地址、聯絡電話及電郵

• Insured(s) information 受保人資料

You can also view the details of premiums and commissions earned, which include the following items:

另外，亦可透過此報告查看付款資料，保費和佣金的詳細項目，包括；

• Total Premium 總保費

• Net Premium 淨保費

• Commission 佣金

• Credit Card’s Type 信用咭類別

Once you open the file, you can save it to your computer and store it as your own sales record.

開啓Excel 檔案後，可自行儲存到電腦資料庫中，方便用作核對月結單。
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Legacy CRS POLICY Checking Method 
查詢CRS保單系統之有關保單方法
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Legacy CRS POLICY Checking Method
查詢舊保單系統(CRS)保單的方法
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You can locate the 
Legacy CRS policies 
by selecting "Legacy 
CRS" on the search 
page. From there, you 
can search using 
Policy No., Policy 
Keyword Search, or 
Quote Keyword 
Search. Simply input 
the required  
information and click 
“search (      )” to 
access the quote or 
policy. 

您可以透過在搜尋頁面
上選擇 “Legacy CRS”
來尋找舊版CRS系統的
保單。從那裡，您可以
使用保單號碼、保單關
鍵字或報價關鍵字進行
搜尋。只需輸入所需資
訊並點擊「搜尋 (      )」
即可存取報價或保單。
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Click on the related policy, and you will be redirected to 
the policy within the CRS system. 

點選相關保單，您將被重新導向到CRS系統內的保單。

Legacy CRS POLICY Checking Method
查詢舊保單系統(CRS)保單的方法



Renew Policy 續保年單
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Renew Policy 續保年單
(for Agent Portal policy)
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To renew a policy in 
Agent Portal, start by 
selecting “Agent 
Portal" on the search 
page to find the 
relevant policies. 
Once you find the 
policy you need, click 
on it. 

若要續保Agent Portal

中的保單，請先在搜尋
頁面上選擇相關保單。
按一下它即可前往相關
保單內容。



Renew Policy 續保年單
(for Agent Portal policy)
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Click on “Renew”.

點擊「續保保單」 。



Renew Policy 續保年單
(for Agent Portal policy)
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Review all the information thoroughly 
before selecting “Renew Policy”.

徹底檢查所有資料，然後選擇「續保保
單」。



Renew Policy 續保年單
(for Agent Portal policy)
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Review all the information thoroughly 
before selecting “Confirm”.

徹底檢查所有資料，然後選擇「確認」 。



Renew Policy 續保年單
(for Agent Portal policy)
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Policy status changed to “Renewal 
Accepted”

保單狀態已更改為「已接受續保」。

You may download the renewal policy 
documents under “Manage Document”, 
then click “Certificate”. 

您可以在「保單文件」下下載保單文件，
然後點選「保單承保表」。



Renew Policy 續保年單
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To renew a policy in 
the Legacy CRS, start 
by selecting "Legacy 
CRS" on the search 
page to find the 
relevant policies. Once 
you find the policy you 
need, click on it to be 
directed to the policy 
section within the CRS 
system. Proceed to 
renew the policy in the 
CRS system. 

若要續保舊版 CRS 中的

保單，請先在搜尋頁面
上選擇「舊版 CRS」以

尋找相關保單。找到所
需的保單後，按一下它
即可前往 CRS 系統內的
保單部分，繼續在CRS
系統中更新保單。
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Click on "Renew Policy" and review all the 
information thoroughly before selecting "Confirm 
Renew.”

點擊“Confirm Renew”並徹底檢查所有資料，然後選
擇“Confirm Renew” 。

Renew Policy 續保年單
(for Legacy CRS policy)
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Once the policy is renewed, the data will 
automatically synchronize with the Agent Portal. 

保單更新後，資料將自動與Agent Portal 同步。

Renew Policy 續保年單
(for Legacy CRS policy)



THANK YOU
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