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Login to FastBond™  

Misplaced Password 

I have misplaced my password and am unable to log into FastBond™. 
 
If you forget your user name or password click the Forgot your password or user name link. Complete the 
user information form to have your information emailed to you. Alternatively, you can contact your 
FastBond™ administrator or Roanoke Trade Bond Representative. 
 

Login Error 

I can’t login; I am getting a login error. 
 
FastBond™ will automatically deactivate your user ID/password if there is no activity for a period of 45 
days. Contact your FastBond™ administrator or Roanoke Trade Bond Representative. 
 

Deactivate a User 

I need to deactivate an employee’s login to FastBond™ as they are no longer employed by our company. 
 
Contact your FastBond™ administrator or Roanoke Trade Bond Representative for assistance: 
 

ISF Bonds 

Surety Reference Number 

I need the Surety Reference Number in order to transmit my ISF.  Where do I get it? 
 
Enter the bond details in the Issue Bond screen and click either Print Now or Print Later to receive your 
Surety Reference Number.  For ISF-only bonds, select activity code 16.  For unified filings (ISF and entry 
transmitted at the same time), select activity code 1 and click Yes to the unified filing question. 
 

ISF Transaction Number 

I received my Surety Reference Number, but now need to add my ISF Transaction Number.  How can I 
do this? 
 
When issuing an ISF single transaction bond, you have the option to Print Now or Print Later.  
 
Print Now 
Click on the Print Now button and receive your ISF Surety Reference Number. FastBond™ will also 
display a prompt to enter the ISF Transaction Number as provided by CBP. 
 
You can: 
 
1. Enter the ISF Transaction Number and select Print Now to print this bond now. 
2. Enter the ISF Transaction Number and select Print Later to create additional bond package 

components and save this bond for later review, editing, or printing.  
3. Leave the ISF Transaction Number blank and select Print Later to create additional bond package 

components and save the bond for later review, editing or printing. 
 

© 2010 Roanoke Trade Services, Inc. – Rev0210  Page 2 of 12 



 

 
 

 
 
Print Later 
Select Print Later to create additional bond package components and save this bond for later review, 
editing or printing. FastBond™ will display your ISF Surety Reference Number. You can then click on Go 
to Issue Bond to return to the Issue Bond screen, or you can navigate to another page via the navigation 
bar. 
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Locate a Bond 

I can’t find my bond in the system, and I can’t create a new one. 
 
The bond will generally be in either Bond History if the has already been printed or in the Print Queue if it 
has not been printed. 
 

For Printed Bonds 

1. Select Query, then click Bond History  
2. Locate the principal in the Select Principals box, click on it so it is highlighted 
3. Set the search criteria in the Please Enter Bond Search Parameters section 

a. To search for only bonds created in FastBond™, click on FastBond (Note: Click All to search 
for bonds not created in FastBond™; however, doing so will cause the Action field to 
disappear.) 

b. Click the correct bond type, Single, Continuous or All 
c. Click All to search both Active and Canceled bonds 
d. Click Run Query 

4. Select the appropriate activity from the Action dropdown 
 

 
 

For Unprinted Bonds 

1. Select Bond, then click Print Queue 
2. Click on the correct bond type, Single or Continuous 
3. Enter either the Importer # or Principal Name 
4. Click All to search both Active and Canceled bonds 
5. Click Find 
6. Select the appropriate activity from the Action dropdown 
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Note: If you are unable to locate the bond in either section, contact your Roanoke Trade Bond 
Representative. 
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Unable to Print 

Blank Screen 

When I try to print a bond, form or other document all I see is a blank screen. 
 
Some FastBond™ users can experience difficulties accessing documents from the system if they have an 
excessive amount of Internet temporary files stored on their computer. To clear out the Internet temporary 
files on your computer, please follow the directions below. If you are not able to do either of these, you 
will need to notify your IT department to look into it for you. 
 

Clear Internet Temporary Files  

1. From any open Internet Explorer window, click on the tools option from the application menu bar. 
2. Under the Tools menu, click on the Internet Options button to open the Internet Options window. 
3. Under the General tab of the Internet Options window, click on the Delete Files button under the 

Temporary Internet Files heading. 
4. Depending on the amount of Internet temporary files on your local computer, this may take 

several minutes. Please let the application run until the hourglass disappears. 
5. Click OK on the Internet Options window to exit and try to re-print from FastBond™ as usual. 

  

 
 

I have tried to clear my Internet temporary files and still cannot print my documents. 
 
In some cases, users may also need to modify their current Adobe Reader settings so their Adobe 
Reader opens outside of the browser. To modify your Adobe Reader settings, please follow the directions 
below: 
 

Modify Adobe Reader Settings 

1. Click on the Start button in the lower left-hand portion of your screen. 
2. Click on the Programs option. 
3. Locate your version of Adobe Reader from the program listings and open the application. 
4. In Adobe Reader, click on the Edit option from the application menu bar. 
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5. Under the Edit menu, click on the Preferences button to open the Adobe Reader preferences 
window. 

6. Select Internet from the bar on the left-hand side. 
7. Under the Internet settings area, remove the check box for Display PDF in browser. 
8. Exit from Adobe Reader and try to re-print from FastBond™ as usual. 

 
 

 
 
Note: Should the issue remain unresolved, contact your local Roanoke Bond Representative. 
 

Printing Error Messages 

When I try to print a bond, I receive an error message that reads, “This file cannot be opened because it 
has no pages.” 
 
When printing any bond in FastBond™, you must select at least one component of a bond or bond 
package to print (i.e., bond copy, cover letter, bond back, application, 5106, etc.). Select the desired 
item(s) you wish to print and print as normal. 
 
When I try to print a bond from the Bond History screen, I receive an error message that reads, “Invalid 
form picked. Press ‘Find’ button to refresh the data.” 
 
Before you click on the Print button, you must select Print Bond from the action dropdown menu for the 
bond you wish to print. This feature is necessary as multiple bonds may be printed at one time. 
 
When I try to print a bond for a foreign principal, I receive an error message that reads, “Prior Approval 
from Roanoke Trade is required on all bonds issued for foreign principals, except those located in 
Canada, and the U.S. territories of Puerto Rico, Guam, and the U.S. Virgin Islands…etc.” 
 
You do not have the authority to issue this bond.  Please call your Roanoke Trade Bond Representative 
for assistance. 
 
When I try to issue a new bond, I receive an error message that reads, “This bond exceeds the 
underwriting authority granted by the insurance company. This bond will not be printed. The bond must 
be issued by a Roanoke Trade office after specific approval from the insurance company.” 
 
You do not have the authority to issue this bond.  Please call your Roanoke Trade Bond Representative 
for assistance. 
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When I try to print a single transaction bond for ISF, it won’t print. 
 
All bonds for ISF require the ISF Transaction Number be entered or the bond will not print.  The ISF 
Transaction Number may be edited as detailed as detailed in Editing a Bond, or directly from the Print 
Queue.  
 

1. Click Edit next to the line item and enter the number.  
2. Click Save to save your changes. 
3. Print your bond as usual. 

 
 

 

 

Duplicate Errors 

Bonds 

I tried to issue a new bond, but received an error message that reads, “Bond Errors: 1 Duplicate Bond: a 
CTB (or STB) with the same principal, activity code, rate code exists.” 
 
An open bond (not canceled) is already entered into Roanoke Trade’s system for your principal. Check in 
your Print Queue to locate bonds yet to be printed, or in your Bond History for bonds that have already 
been processed.  If you cannot locate the bond, please contact your Roanoke Trade Bond 
Representative for assistance. 
 

Principals 

I tried to add a new principal/importer to the system and received an error message that reads, “Duplicate 
Record: This record already exists in the system.” 
 
FastBond™ only allows for one principal record to be entered into the system with a unique importer 
number per company. This means you are entering a company into FastBond™ and another importer has 
already been assigned that importer number. You will not be able to enter the new record. 
 
Locate the existing record and update the necessary details as needed: 
 
1. Select the Maintenance tab, then click Principals 
2. Enter either the Importer No., Name, or DIV/AKA/DBA 
3. Click All to search both Active and Inactive principals 
4. Click Find 
5. Select the appropriate activity from the Action dropdown 
 
 Important: You can change any field within a principal record with the exception of the importer 

number. If you entered a principal record with an incorrect number, the record should be 
inactivated and a new record should be created.
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Note: Should the issue remain unresolved, contact your local Roanoke Bond Representative. 
 

Add a Foreign Principal 

Selecting a Country Code 

I can’t add of foreign principal in FastBond™. 
 
Foreign principals can be added by selecting FN from the State/Province dropdown menu.  In the Country 
Code pop-up box, select the appropriate country and then click Ok. If the Business Type is a Corporation 
or LLC, In the business type State/Province field, select FN. 
 

 
 
Note: If no pop-up message appears, check for a message bar (typically yellow or white) at the top of the 
page stating, “Pop-up blocked.” Click the message bar and select "Always Allow Pop-ups from This 
Site…” Should the issue remain unresolved, contact your local Roanoke Bond Representative. 
 

© 2010 Roanoke Trade Services, Inc. – Rev0210  Page 9 of 12 



 

 
 

Cancel or Delete Bonds 

How do I cancel a bond? 
 
If the bond has been issued, but not filed with CBP, the bond may be deleted or canceled in FastBond™ 
via the Bond History screen or Print Queue. See below section, “Editing a Bond” for details. 
 
If the bond has been filed with CBP, contact your Roanoke Trade Bond Representative for assistance. 
 

Editing a Bond 

Change the Bond Value or Effective Date 

How do I change a value (bond amount) or effective date in FastBond™? 
 
The bond may be edited via the Bond History screen or Print Queue, depending on whether your bond 
has been printed: 
 

For Printed Bonds 

1. Follow the steps listed under Locate a Bond, Printed Bonds 
2. Click on the Action dropdown, then click Return to Print Queue 
3. FastBond will move the bond to the Print Queue. If the bond is not listed, follow the steps listed under 

Locate a Bond, Unprinted Bonds. 
4. Click on the action dropdown, then click Edit 
5. Make the change to the Penalty Amount or Effective Date field 
6. Click Save 
7. Return to the Print Queue and query the bond again 
8. Reprint the bond 
 

For Unprinted Bonds 

1. Follow the steps listed under Locate a Bond, Unprinted Bonds 
2. Click on the Action dropdown, then click Edit 
3. Make the change to the Penalty Amount or Effective Date field 
4. Click Save 
5. Return to the Print Queue and query the bond again 
6. Reprint the bond 
 

Change a Continuous Bond Address 

How do I change an address on a CTB for a bond that was already issued? 
 
If the bond has not been filed with CBP, the bond may be edited and reprinted for filing: 
 
1. Follow the steps listed under Locate a Bond, Printed Bonds 
2. Click on the Action dropdown, then click Return to Print Queue. 
3. FastBond™ will move your bond to the Print Queue. 
4. From the Maintenance tab, Click Principals and query your principal  
5. Click on the Action dropdown for the principal, then click Edit 
6. Make the change in the appropriate field(s) 
7. Click Save 
8. Return to the Print Queue and query the bond again  
9. Reprint the bond 
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If the bond has already been filed with CBP, an address-change rider must be filed. Contact your 
Roanoke Trade Bond Representative for assistance. 
 

Change an Entry Number 

How do I change the entry number on a bond? 
 
The entry number is a primary identifier in FastBond™ and cannot be changed. The bond must be 
canceled and then re-issued. 
 

1. Follow the steps listed under Cancel or Delete Bonds. 
2. Re-issue the bond in the Issue Bond screen using the correct entry number. 

 

Is FastBond™ Down? 

When I try to login to FastBond™, I receive an error message stating ‘Page cannot be displayed’ or I’m 
getting an ‘Oracle Error’. 
 
Contact your Roanoke Trade Bond Representative for assistance or Email fastbond@roanoketrade.com. 
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Electronic Signature 

Upload your Electronic Signature 

How do I get my signature into FastBond™? 

Complete the Electronic Signature form, located under the Print tab, Customs Forms & Letters screen 
and submit it, via email, to fastbond@roanoketrade.com.  You can also fax the completed form to 1-800-
969-8200.  You will be notified when your signature is available for use. 
 
Note: To help ensure a quality image of your signature is important to sign with a heavy pen. Sign in the 
blank space on the Electronic Signature from and do not sign over any wording. 
 

New User Setup 

To obtain a FastBond™ login for additional employees, go to www.roanoketrade.com and click on the link 
“login or register for Fastbond”.  Click on “register now”, fill in the form and submit. You will receive an 
email confirmation of your user setup. 
 

Training 

Your Roanoke Trade Bond Representative can arrange for you to receive customized, one-on-one 
training of FastBond™. 
 

mailto:fastbond@roanoketrade.com
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