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How to Clone a Certificate

Cloning a certificate will create an exact copy of a certificate you previously issued.

This method will copy everything from the Named Insured to the policies, holder, and endorsements.

What is the benefit in using the Clone method to issue a certificate?

If you have an Insured that repeatedly submits identical certificates requests, with perhaps only one small
difference between requests, (for instance, the project number in the Description of Operations, or the

Holder Name), certificate cloning might be the best processing method for you.

Because a cloned certificate is an exact replica of a historically issued certificate that was previously
approved by all parties (Holder, Insured, Etc.), you'll know the cloned certificate will already meet the

requirements by the same parties.

Certificate cloning lets you issue a certificate with the utmost efficiency, saving you valuable time because

you were able to make use of work you did before.

This guide will review selecting the most common ACORD form, the ACORD 25.




How to Clone a Certificate

To begin, drop down “Certificates” and click “Manager”.
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Revisions
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Within your certificate manage, find a certificate you want to clone.
You can utilize the “Filters” option to conveniently search through your certificates.
Once you found the certificate you want to clone, click the “Actions” menu on the far right.

& Certificates: Manager

Manager Import Export Revisions Renewals

Q search = FWLTER(2) v TOGGLE COLUMNS ~ g v + CREATE CERTIFICATE
O STATUS ISSUED CERT # NAMED INSURED: HOLDER DEACTIVATED DESCRIFTION OF OPERATIONS SUMMARY ASSIGNED TO “cﬂous
O ACTIVE Jan 26, 2024 2988 Builders, Inc. Sample Holder - Project # 15-0005 Certificate AUTO, BR, GL, UM -

Within the Actions menu, click “Clone”.
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Certificate Hero will clone the selected certificate and notify you in the upper right corner when the clone
is successful.

(V) Cloning successful X

You will then be brought to the Certificate Editor.

Certificate Editor ASSIGN DELETE SAVE AS TEMPLATE SAVE m
Notes History cio Desc of Ops ENDORSEMENTS ~ | 2 endorsements attached
6% O @

INSURED NOTES

Please send a copy of all certificates to admin@builders.com ——

58 ‘DATE (MaroDAYYYY)
Builders, Inc. has two WC policies. Check state of work before selecting one, MA is ACOR CERTIFICATE OF LIABILITY INSURANCE P
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CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED

CERTIFICATE NOTES REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.
X IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
Add notes related to this certificate. If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement. A statement on
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COVERAGES CERTIFICATE NUMBER: 3041 REVISION NUMBER:

THIS |5 TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR GONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPEGT TQ WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.
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The cloning method will make an exact copy of the certificate you selected to clone. This will include
everything from the attached endorsements and Named Insured to the policies, any checked AI or WOS
boxes, and specific verbiage in the Description of Operations (DOO).

ENDORSEMENTS 2 endorsements attached

150%~ O @

INSURED Select Named Insured(s) | insurers:
Builders, Inc. INSURERC ;
95 Rochester Street INSURERD :
Teterboro, MJ 07608 INSURERE :
INSURERF :
COVERAGES CERTIFICATE NUMBER: 3048 REVISION NUMBER:

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABCOVE FOR THE POLICY PERIOD

INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS

CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY TH CIES DESCRIBED HEREIN |15 SUBJECT TO ALL THE TERMS,
LICY EFF
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DESCRIPTION OF OPERATIONS below EL DISEASE - Pouicy LmT | 51,000,000
See next page...
DESCRIPTION OF OPERATIONS | LOCATIONS | VEHICLES (ACORD 101, Additional Remarks Schedule, may be attached if more space Is required) Edit wmn of op.rlﬂon.

Project #: 15-0005

Certificate Holder is included as additional insured. on a primary and non-contributory basis, as respects the general liability, including ongoing and completed
operations, if required by written contract. Waiver of subrogation applies in favor of the additional insured as respects the general liability, if required by written

At this stage, all you need to do is review the certificate and make any changes that are required for this
certificate.
After making the necessary changes to this cloned certificate, if you are ready to complete and issue the

certificate, proceed to the Certificate Review.



For the purpose of this walkthrough, let’s imagine the only difference for the new certificate was a new
project number, and all else stayed the same.

Enter the DOO to make the revision.

L L i L i L I i
DESCRIPTION OF OPERATIONS / LOCATIONS | VEHICLES (ACORD 101, Additional Remarks Schedule, may be attached if more space is required) Edit Description of Operations

Project #: 15-0005 afmm— /

Certificate Holder is included as additional insured, on a primary and non-contributory basis, as respects the general liability, including ongoing and completed

operations, if required by written contract. Waiver of subrogation applies in favor of the additional insured as respects the general liability, if required by written
contract.

Within the DOO editor, you will see the project number from the original certificate you cloned. Update to
the new project number.

DESCRIPTION OF OPERATIONS + LANGUAGE LIBRARY

Project #: 15-0005 fff——

Certificate Holder is included as additional insured, on a primary and non-contributory
basis, as respects the general liability, including ongoing and completed operations, if
required by written contract. Waiver of subrogation applies in favor of the additional
insured as respects the general liability, if required by written contract.

CANCEL

After updating to the new project number, click “Update Certificate”.

DESCRIPTION OF OPERATIONS + LANGUAGE LIBRARY

Project #: 15-0025 ff————

Certificate Holder is included as additional insured, on a primary and non-contributory
basis, as respects the general liability, including ongoing and completed operations, if
required by written contract. Waiver of subrogation applies in favor of the additional
insured as respects the general liability, if required by written contract.

\ )
*Changes have not been added CANCEL UPDATE CERTIFICATE

The DOO will be updated with the new project number.

DESCRIPTION OF ommﬂw‘ﬁmcmﬁ {ACORD 101, Additional Remarks Schedule, may be attached if more space is required) Edit Description of Operations
Project #: 15-0025

Certificate Holder is included as additional insured, on a primary and non-centributery basis, as respects the general liability, including ongoing and completed

aperations, if required by written contract. Waiver of subrogation applies in faver of the additional insured as respects the general liability, if required by written
contract.




Certificate Review

Once you have made all necessary changes per the new certificate request, click “Review” to preview and

review the certificate prior to issuance.

ASSIGN DELETE SAVE AS TEMPLATE SAVE

This will bring you to the Certificate Review where you can preview the certificate and attached

endorsements prior to issuing your certificate prior to issuance.
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Within the distribution section to the right, you can input any distribution required for the certificate.

When you are ready to issue the certificate, select one of the issuance options in the lower right.

Certificate Review mAEk || cANCEL

Certificate  Notes History Email Fax

To 3

SUBJECT

Email subject

BODY + LANGUAGE LIBRARY

Email body text

ATTACH A FILE (OPTIONAL)

Drag and drop your file here or click 10 browse

ALLOWED FILE TYPE: JPG, JPEG, .TXT, .DOGK, .CRWGDF
- Certificate contains at least one expired policy

O Mark certificate as inactive

COMPLETE CoMPLETE & DownLoap | [IESSVERSIFYIPINE

Back in the Certificate Manager, you will see your issued certificate with the new revisions included.

& Certificates: Manager

Manager Import Export Revisions Renewals

Q. search 50 certificates = FILTER v TOGGLE COLUMNS v E v + CREATE CERTIFICATE

a STATI |SSUED CERT # NAMED INSURED HOLDER DEACTIVATED DESCRIPTION OF OPG#ATIONS SUMMARY ASSIGNED TO A ACTIONS

[m] Feb 5, 2024 3041 Bullders, Inc. Sample Holder - Project 8: 15-0025 Certificate... AUTO, BR, GL, UM.. -
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