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There are four different ways to initiate the certificate processing flow.

Selecting the ACORD form type

This method will allow you to manually select the desired ACORD form.

Certificates can be issued by selecting the required policies or by selecting a previously
created certificate template.

Uploading a sample certificate
This method will allow you to upload a sample certificate and add the required policies base
on the sample.

Uploading a contract
This method will parse an uploaded contract, scan for the insurance clause, and pull the
required policies.

Entering insurance clause/requirements
This method will allow you to enter the insurance requirements and pull the required
policies.

This guide will take you through how to issue a certificate by Uploading a contract.

We will review the most common form, the ACORD 25.




Starting the Certificate Issuance Process

To begin, drop down the “Certificates” menu and click “Manager”.

== CERTIFICATES

Import
Export

Bulk Jobs

Within the Certificate Manager, click the orange “Create Certificate” button.

@ Certificates: Manager @

Manager Impaort Export Bulk Jobs \

Q, search 122 certificates = FLTER v TOGGLE COLUMNS ™ + CREATE CERTIFICATE

Select “Contract” and select the contract you want to upload from your device.
Click “Create Certificate” to proceed.

New Certificate

ACORD FORM

SAMPLE CERTIFIC,

& CONTRACT

Demo Sample Contract.docx

ALLOWED FILE TYFE: .PDF, .DOCK

INSURANCE CLAUSE

CANCEL CREATE CERTIFICATE



Certificate Editor

This will bring you to the Certificate Editor, where you can add and remove the windows that appear. You
can have an few as one window, and as many as four — depending on your viewing preference.
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Customizing the Certificate Editor View

To view additional windows, in the upper right corner select the “Add Column” dropdown.
Select the window you wild like to view, and an additional window will appear on the screen.

ADD COLUMN v

Contract
Query
MNotes
History

Documents



The image below is an example of the user viewing the maximum number of windows, in this case viewing
the Insurance requirements, the ACORD form, the contract that was uploaded, and the attached internal
Documents.

Certificate Editor MN m ]
INSURANCE ~ [ x ] CERTIFICATE v B8 CONTRACT v x| DOCUMENTS ~ [ x |
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’3
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+ LINE OF BUSINESS

The dropdown at the top of each window will allow you to switch to any window that is not currently
displayed. Simply click the dropdown and select a different window’s content to view.

If you would like to close out of one of the windows to reduce the number of items on the screen, you can
click the X in the upper right corner of the window.

You can continue to click this X until you have the number of windows on the screen that fits your
preferred view.

DOCUMENTS v X |




Depending on the number of windows you are viewing, you can also change the view of your window by
selecting one of the tabs at the top of each window.

Certificate Editor

AOP LM m :

Notes History Documents Contract Insurance Certificate Query

ENDORSEMENTS 0 endorsements attached
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ACORD' CERTIFICATE OF LIABILITY INSURANCE

30472025

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS

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
AND HOLDER.

WPORTANT: W the cariicat hokder b an ADCITIONAL INSURER. Bhe polcyies] st iave AUGITIONAL WSURED provilors or be sndorsed.
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement._A statement on
this certificate does not confer rights 1o the certificate holder in liew of such endorsement(s).
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Certificate Editor Views

Certificate Editor

MNotes History Documents Contract Insurance Certificate Query

Notes
Displays notes pertaining to the Insured and the Certificate.

Certificate Editor

NOTES v m

INSURED NOTES

Notes that pertain to the current Insured goes here.

CERTIFICATE NOTES

Notes that pertain to this specific certificate goes here.



History
Displays an audit of activities related to the certificate.

Certificate Editor

HISTORY W

Origin Certificate# User Issued at

REVISE 14961 nvandgrift@certificatehero.com —

REVISE 14960 nvandgrift@certificatehero.com 3/7/2025, 10:14:47 AM

EDITOR 14957 nvandgrift@certificatehero.com 3/6/2025, 4:59:49 PM
Documents

Displays any internal documents uploaded by an agency that helps support the issuance of a certificate for
the Insured the user is processing in.

Certificate Editor
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Contract
Displays a copy of the contract that was uploaded.

Certificate Editor

‘ CONTRACT A ‘
CLEAR HIGHLIGHTING QUICK FINDS hd
Q 1 |8 Q 120%Y @ 8, 3
Master Services Agreement
Customer Information:
Primary Business Contact Primary Billing Contact
Custorner Lagal Name ABC Construction John Haris
Contact Name John Harris
Street Address 2345 Beacon Street
City, State, Zip Boston, MA. 02110
Phone (617) 555-5555
Email jharri om
Builders Inc Information:
Primary Sales Contact
Contact Name Miranda Smith
Phone (615) 555-5555
Email mamith & buildersine. com
Legal Notices
Legal Notice Email

These STANDARD TERMS AND CONDITIONS (“Standard Terms™) of the Master Services Agroement by and betwaen Builders Inc ("Bullders Inc”) and
ABC Construction ("Customer). Is made efiective as of 1/1/2025 ("Effective Date”). "Customer” may include Customer's Affiliates approved by ABC
‘Construction to receive “Services™ (as defined below) under these Standard Terms. The agreement Between the parties consists of the attached Standard
Terms and Conditions and all service orders (“Service Orders”) attached hereto or subsequently signed by the parties (collactively, the “Agreement’). In the
event of a confict between the Standard Terms and any Service Orders), the Senice Order(s) shall take precedenca.

The Agreement shall continue in effect until the compéetion of project taking place at Greenwood Park, 1234 Elmwood Drive, Nashwille, TH 37210 (Project #:
1592). unless earlier terminated in accordance with the provisions of the Agreement. The term of each Service Order is stated in the applicatle Service Order.

SIGNATURE BELOW BY YOUR AUTHORIZED REPRESENTATIVE IS YOUR CONSENT TO THE STANDARD TERMS AND CONDITIONS OF THE
AGREEMENT WHICH ARE ATTACHED HERETO

Insurance
Displays a breakdown of the insurance requirements extracted from the uploaded contract.

Certificate Editor

INSURANCE v ‘

Indicates some coverages are not compliant

(™ Builders Risk [q — REMOVELOB v
® Automobile Liability [ — REMOVELOB v
‘ (@ Professional Liability / Errors & Omissions [g) — REMOVELOB Vv ‘
‘ (™ General Liability [ — REMOVELOB  V ‘
™ Worker's Compensation @ — REMOVE LOB W
® Umbrella/Excess Liability [g) — REMOVELOB v

=+ LINE OF BUSINESS



Certificate
Displays the ACORD Form selected with applicable lines of business and coverages populated, with a real

time preview of updates made while processing the certificate.

Certificate Editor

CERTIFICATE v

ENDORSEMENTS ~ 0 endorsements attached

106%~ O @
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AcorRD CERTIFICATE OF LIABILITY INSURANCE e

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS WO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CEM’IDCA‘IE 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
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.
IMPORTANT: H the cerlificate holder 15 an ADDITIONAL INSURED, the policy(ies] must have ADDITIONAL INSURED provisions or be endorsed.
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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Query

Al-powered chat, allowing a user to chat directly with the contract.

Certificate Editor

QUERY A @

w CERTIFICATE"™
Start a conversation with the CH assistant by asking questions about the uploaded
contract.

Ask a question. q

Al can make mistakes. Check important infa.



ACORD Form Blue Selectors

Once you have selected the ACORD Form, within the certificate view, you will see in real time any
additions and edits you make to a certificate. Anything with a BLUE selector is an area within the
certificate you can interact with.

You can customize or modify your certificate of insurance by choosing any of the following blue selectors:
eAgency contact name, number, and email
eNamed Insured
Certificate policies
Description of Operations
eCertificate Holder

eSignature
..----I‘E’-I DATE (WMDY
ACOR CERTIFICATE OF LIABILITY INSURANCE | -

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS MO RIGHTS UPON THE CERTIFICATE HOLDER, THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR MEGATIVELY AMIEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF IMEURANCE DOEE MOT CONSTITUTE A CONTRACT EETWEEN THE ISSUMG INSURER(S], AUTHORIZED
REPRESENTATIVE OR FRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: If the certificate holder ks an ADDITIOMAL INSURED, the policyfies) must hawe ADDITIOMAL INSURED provisions or be andorsed.
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IHCCATED. HOTWITHSTAKNDING ANY RECHLAREMENT, TERM OFt CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHKCH THIS
CERTIFICATE MAY EE |SSUED OR MAY PERTAIN, THE INEURANCE AFFORDED BY THE POUCIES DESCRIEED HEREIM 15 SUBIECT TO ALL THE TERME,
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Contracts Window
Contract View

When a contract is uploaded, a copy of the contract will be available for reference within
the Contract window.

From here, you can scroll through and review the contract you just uploaded, as well as confirm you have
uploaded the correct one for the request you are working on.

CONTRACT hd

Q 1 6 Q M%vY @ 83

Master Services Agreement
Customer Information:
Primary Business Contact Primary Billing Contact

Customer Legal Name ABC Construction John Harris

Contact Name John Harris

Street Address 2345 Beacon Street

City, State, Zip Boston, MA. 02110

Phane (617) 555-5555

Email jharris @ abcconsstruction.com
Builders Inc Information:

Primary Sales Contact

Contact Name Miranda Smith

Phone (615) 555-55855

Email msmith @ buildersinc.com

Legal Notices

Legal Notice Email

These STANDARD TERMS AND CONDITIONS (“Standard Terms”) of the Master Services Agreement by and between Builders Inc (“Builders Inc¢”) and
ABC Construction (*Customer”). Is made effective as of 1/1/2025 (‘Effective Date"). “Customer’ may include Customer's Affiliates approved by ABG
Construction to receive “Services” (as defined below) under these Standard Terms. The agreement between the parties consists of the aftached Standard
Terms and Conditions and all service orders ("Service Orders™) attached hereto or subsequently signed by the parties (collectively, the “Agreement”). In the
event of a conflict between the Standard Terms and any Service Order(s), the Service Order(s) shall take precedence.

The Agreement shall continue in effect until the completion of project taking place at Greenwood Park, 1234 Elmwood Drive, Nashville, TN 37210 (Project #:
1592), unless earlier terminated in accordance with the provisions of the Agreement. The term of each Service Order is stated in the applicable Service Order.

SIGNATURE BELOW BY YOUR AUTHORIZED REPRESENTATIVE IS YOUR CONSENT TO THE STANDARD TERMS AND CONDITIONS OF THE
AGREEMENT WHICH ARE ATTACHED HERETO



Contract Search

When you select to view the Contract, you are provided the ability to search within the contract. With this
feature, even unstructured PDFs are now searchable, allowing you to quickly find specific information in
your uploaded document.

To use this feature, click the search icon in the upper left corner of the Contract window. Enter a word or
phrase in the search box, and the system will highlight all instances in yellow, making it easy to locate
across pages.

Q 6 Q 150%v @ 4 3
- These STANDARD TERMS AND CONDITIONS (' Terms") of the Master Services Agreement by and between Builders Inc (*Builders Inc”) and
Project /5] ABC Construction ("Customer’). Is made effective a g Date"). “Customer" may include Customer's Affiliates approved by ABC
Canstruction to receive “Services” (as defined below) t between the parties consists of the attached Standard

[JMatch case Tems and Conditions and all service orders (*Service
event of a conflict between the Standard Terms and any

") attached hereto or subsequently sig ies (collectively, the “Agreement”). In the
ice Order(s), the Service Order(s) shall take precedence.

[JWhole words
The Agreement shall continue in effect until the completion of project taking place at Greenwood Park, 1234 Elmwood Drive, Nashville, TN 37210 (Project #:
N Close 1592), unless earlier terminated in accordance with the provisions of the Agreement. The term of each Service Order is stated in the applicable Service Order.

SIGNATURE BELOW BY YOUR AUTHORIZED REPRESENTATIVE IS YOUR CONSENT TO THE STANDARD TERMS AND CONDITIONS OF THE
AGREEMENT WHICH ARE ATTACHED HERETO

ABC Construction Builders Inc
(by its authorized representative) (by its authorized rep ive)
By: By:
Name: Name:
Title: Title:
Date: Date:
Last updated April 10, 2019 Page 1 of 6 Confidential

Contract Quick Finds

Also within the Contract view, you are provided an easy to use Quick Finds dropdown. These Quick Finds
are Pre-found Al concepts, allowing you to quickly jump to commonly required criteria, for example:
Additional Insured status, or the AM Best Rating.

When you select one of the quick finds options from the dropdown, you will be directed to that section of
the contract, with the requirement highlighted yellow.

QUICK FINDS hd

Additional Insured
AM Best Rating
Auto Symbols

Insurance



The image below is an example of a user selecting AM Best Rating from the Quick Finds dropdown, with
the contract view updated to show the rating within the contract, highlighted yellow for easy reference.

AM BEST RATING v

@ 1B0%Y & 4 3

Accident; $1,000,000 Bodily Injury by Disease - Per Employee; and $1,000,000 Bodily Injury by Disease - Policy Limit. (v) Umbrella Liability with a minimum each
occurrence limit of $5,000,000 and an aggregate limit of $5,000,000. (VI) Builders Risk coverage is required for this project. (VII) Professional Liability Limit of
$1,000,000 will be required for this project. All insurers must have an AM Best Rating of A-VIIl or higher. Certificates of insurance will be provided on request.

Contract Query

Within the Query view, you can “chat” with the contract. Simply ask a question, and the system will
extract relevant information for you. Your queries can cover both insurance and non-insurance topics—if
the information is in the contract, this feature can find it.

The image below shows an example of a chat conversation with a contract. In this example, the user
inquires about the Additional Insured status, the Waiver of Subrogation status and the project information.

| QUERY v |

Is Additional Insured status required?

e Yes, Additional Insured status is required. The document states: "Customer
must procure and maintain... Commercial General Liability insurance with
additional insured status, in an amount not less than $2,000,000 per
occurrence and $4,000,000 in annual aggregate for bodily injury and property
damage.".

Is WOS status required?

e The document does not contain any mention of Waiver of Subrogation (WOS)
status being required.

What is the project number and address?

e The project number is 1592, and the project address is Greenwood Park, 1234
Elmwood Drive, Nashville, TN 37210.

What page can | find this on?

@ The project number and address can be found on page 1 of the document. The
project number is 1592, and the project address is Greenwood Park, 1234
Elmwaood Drive, Nashville, TN 37210.

Ve 5

| Aska question... 1 )

Al can make mistakes. Check important info.



Certificate Hero’s Al behind the chat feature is intuitive enough to recognize common abbreviations (e.g.,
GL for General Liability and WOS for Waiver of Subrogation), understand variations in formatting (such as
full questions versus brief phrases), and accurately respond to misspellings.

QuERY v E]

What are the GL limits?

o The General Liability (GL) limits specified in the document are as follows: -
Commercial General Liability insurance must be in an amount not less than
$2,000,000 per occurrence and $4,000,000 in annual aggregate for bodily
injury and property damage.

auto requirements

o The automobile insurance requirements specified in the document are as
follows: - Automobile Liability: Symbel 1 (Any Aute) with a Combined Single
Limit of $1,000,000 per accident for bodily injury and property damage.

is biulder riks required?

o Yes, builder's risk coverage is required for this project

The Query window can also pop-out from the window it begins in. In the upper right corner, click the icon
to pop-out the chat box.

"-\__*

Once the chat box modal appears, you can move it around the screen.

Certificate Editor m :

Al Assistant
D ndoramants atacned

of Subrogation (WOS) status being required. Indicates some coverages are not compliant

o Builders Risk [3) — REMOVELOB
‘What is the project number and address?
IFICATE OF LIABILITY "

o8 Automobile Liability [g) REMOVELOB W
The project numb: 92, and the project address is
Greenwood Park, 1234 Elmwood Drive, Nashville, TN -
37210, o Professional Liability | Errors & B - revoveros ~
. Omissions
‘What page can | find this on?
™ General Liability @ —Tes W ‘
™ Worker's Compensation @ — REMOVELOB
Drive, Nashville, TN 37210.
™ UmbrellajExcess Liability [g) — REMOVELOB

Check important infa.

I

oy Hara
-

e




You can either click the X in the upper right corner to close the chat box or click the icon to collapse the
modal back into your view.

Al Assistant

of Subrogation (WOS) status being required.
What is the project number and address?

The project number is 1592, and the project address is
Greenwood Park, 1234 Elimwood Drive, Nashville, TN
37210.

What page can | find this on?

The project number and address can be found on page
1 of the document. The project number is 1592, and
the project address is Greenwood Park, 1234 Elmwood
Drive, Nashville, TN 37210.

Al can make mistakes. Check important info.

Insurance Requirements Window

When a contract is uploaded, it is run through the Certificate Hero software. Through this, the insurance
requirements of that contract are isolated and extracted. Certificate Hero will then break down the
insurance requirements of the contract by line of business. And then within each line of business, breaks it
down further by each coverage that’s being required.

The details of the Insurance requirements will be displayed within the Insurance window.

Certificate Editor

INSURANCE v |

Indicates some coverages are not compliant

(P Builders Risk [g) — REMOVELOB v
t® Automobile Liability [a) — REMOVELOB v
‘ ™ Professional Liability [ Errors & Omissions @ — REMOVE LOB Vv ‘
‘ P General Liability [q — REMOVELOB v ‘
™ Worker's Compensation [q) — REMOVELOB Vv
™ Umbrella/Excess Liability [q) — REMOVELOB  w

+ LINE OF BUSINESS



Line of Business Quick Finds

Within the Insurance view, to the right of the Line of Business you'll find the policy quick find icon.

Clicking the icon will jump you to the appropriate section of the contract.

If you do not already have a view of the Contract window open, one will open for you once you've clicked

this icon.

Certificate Editor

INSURANCE v

ndicates some coverages are not compliant

™ Builders Risk @ / — REMOVELOB v
™ Automaobile Liability @ / — REMOVELOE v

t® Professional Liability / Errors & Omissions [q) ‘/ — REMOVELOE
™ General Liability @ ‘/ — REMOVELOB Vv

™ Worker's Compensation [q) / — REMOVELOE v
™ UmbrellafExcess Liability @A/ — REMOVELOE

+ LINE OF BUSINESS

The image below is an example of a user that has clicked the policy quick find icon for the Automobile
Liability policy. To the left of the Line of Business requirement, you can see the verbiage highlighted

within the contract.

o™ Automobile Liability [ / — REMOVELOB

—

Insurance.

Customer Insurance Obligations. Customer must procure and maintain, at Customer's sole cost and expense, the following insurance coverage during the

Service Term: (i) Automobile Liability: Symbol 1 {Any Auto) with a Combined Single Limit of $1,000,000 per accident for bodily injury and property damage; (i)

Commercial General Liability insurance with additional insured status, in an amount not less than $2,000,000 per occumrence and $4,000,000 in annual aggregate
P 5 ekl .

Foe hedih inkins and aennarh: damann - 5 Emnlance Linhilik innemnnn in o amnont ant s fhan €4 008 A ane

This view will also display any compliant and/or non-compliant policies.

Compliant and Non-compliant Coverages

You can expand each LOB to review the coverage requirements extracted from the uploaded contract.

Certificate Editor

INSURANCE v ‘

Indicates some coverages are not compliant

™ Builders Risk [q) — REMOVELOB v
™ Automobile Liability [Q) — REMOVELOB v
’ M Professional Liability / Errors & Omissions [g) — REMOVELOB v ‘
’ ™ General Liability [g — REMOVELOB v ‘
™ Worker's Compensation @ — REMOVELOB Vv
™ UmbrellafExcess Liability [ — REMOVELOB v

+ LINE OF BUSINESS


https://support.certificatehero.com/start-upload-contract#compliant
https://support.certificatehero.com/start-upload-contract#non-compliant

Requirements — Compliant Line of Business (LOB)

A compliant LOB, the LOB will not have a highlighted red boarder. Without a red boarder, it means the
policy and coverages meet the insurance requirements found in the contract.

To verify compliance, expand the LOB, and compare the "Contract" column (insurance requirement from
the contract) and "Coverage" column (the coverage the Insured actually carries according to AMS
integration) to determine where the insured is compliant.

If the coverages match, the "Compliant" column should be marked as YES.

Certificate Editor

INSURANCE v ‘

Indicates some coverages are not compliant

(® Builders Risk [q) — REMOVELOB v

® Automobile Liability [q) — REMOVE LOB A

Automobile liability: symbol 1 ( any auto ) with a combined single limit of $1,000,000 per accident for badily injury and property
damage; Show Less

REQUIREMENT CONTRACT COVERAGE COMPLIAV ACTIONS

Combined Single Limit @ $1,000,000 $1,000,000 YES

Symbol 1- Any Auto SPECIFIED SPECIFIED YES

ADD COVERAGE



Requirements — Non-Compliant Line of Business (LOB)

A non-compliant LOB will be easily identifiable by a highlighted red boarder.

To view what is not complaint, expand the LOB and a red message in the "Compliant" column should be
marked NOto identify which coverage(s) within the policy is not compliant with the contract you

uploaded.

You can then compare the "Contract" column and "Coverage" column to determine the areas in which the
Insured's policy is not compliant.

Certificate Editor

‘ INSURANCE v ‘

Indicates some coverages are not compliant "7

‘ ™ General Liability [q) — REMOVELOB A

Commercial general liability insurance with additional insured status, in an amount not less than $2,000,000 per occurrence and $4,000,000
in annual aggregate fer bedily injury and property damage. Show Less

REQUIREMENT CONTRACT COVERAGE COMPLIANT ACTIONS
Each Occurrence Limit @ $2,000,000 $1,000,000 NO /
General Aggregate Limit @ $4,000,000 $2,000,000 NO
Additional Insured @ SPECIFIED SPECIFIED B YES

ADD COVERAGE

If the Insured does not carry a required LOB, this is considered a non-compliant LOB as well. This LOB
will also be identifiable by a highlighted red boarder.

When you expand to view how the LOB is not complaint, the "Coverage" column should read "No
Coverage".

Certificate Editor

‘ INSURANCE v

Indicates some coverages are not compliant

‘ ™ Professional Liability [ Errors & Omissions @ — REMOVELOB A

Professional liability limit of $1,000,000 will be required for this preject.

REQUIREMENT CONTRACT COVERAGE COMPLIANT ACTIONS

Each Occurrence Limit @ $1,000,000 NO COVERAGE WO

ADD COVERAGE



Updating the Agency Contact

Within the contact section of the certificate, click “Select Contact”.

PR U Y W AN PRI ST UL S W L U I USRIl R UL e

such endorsement(s). SRR  Select Contact
CONEACT  John Smith
| TAIS No. Ext). (555) 556-6555 [FAX o). (555) 555-4444
Eb”.;ﬂ'gss: jsmith@certificatehero.com
1

Selecting an Existing Agency Contact

To select an existing contact, click the contact’s name.

You can scroll through the list of the existing contacts...

Edit Contact

CONTACT + ADD NEW

Choose a contact...

John Smith (Default)

Robert Johns

Nicole Vandgrift

..Or type ahead to find the name of the contact you would like to select.

Edit Contact

CONTACT + ADD NEW

Robert Johns

Robert Johns

 —




Edit an Existing Agency Contact

To edit an existing contact, select the desired contact name and click “Edit Existing”.

Certificate Editor

Notes History CID Contact
CONTACT \‘ [ EDITEXISTING + ADD NEW
Agency Contact x

*Changes have not been added CANCEL

Within the edit form, proceed with the revisions and click “Save”.

Edit Agency Contact

NAME

AGENCY CONTACT

SHOW NAME ON CERT

PHONE

AGENCY PHONE

FAX

Enter fax

E-MAIL

AGENCY EMAIL

() DEFAULT CONTACT

SHOW
QA pReviEW CANCEL

Adding a New Agency Contact

To add a new contact, click “Add New”.

Certificate Editor
Notes History CID Contact

GONTACT [# EDITEXISTING + ADD NEW

Choose a contact...

*Changes have not been added CANCEL UPDATE CERTIFICATE

SAVE



Within the create form, fill out the applicable fields and click “Save”.

Create Agency Contact X
NAME
Agency Contact

SHOW NAME ON CERT

PHONE

(555) 555-5555

FAX

(655) 655-4444

E-MAIL

agencycontact@agencyemaildomain.com

DEFAULT CONTACT

SHOW \ -

PREVIEW CANCEL SAVE

Once you have selected, revised, or added an Agency Contact, click “Update Certificate” to reflect the
change on the certificate.

Certificate Editor

Notes History cib Contact

CONTACT (# EDITEXISTING + ADD NEW

Agency Contact \ x
*Changes have not been added CANCEL

The Agency Contact on the certificate has been updated:

e e R e

ich endorsement(s). Select Contact
CONTACT  Agency Contact
HIONE . (555) 555-5555 TA% jo. (555) 555-4444

E-MAIL i i
ADDREss: agencycontact@agencyemaildomain.com




Updating the Named Insured

Within the Insured section of the certificate, click “Select Named Insured(s)”.

Builders, Inc.
95 Rochester Street
Teterboro, NJ 07608

Selecting an Existing Named Insured

To select an existing Named Insured, click the First Named Insured.

Certificate Editor

Notes History ciD Named Insured

FIRST NAMED INSUHED/ [# EDIT EXISTING + ADD NEW
NAMED INSURED

v

ADDITIONAL NAMED INSURED(S)

BUILDERS, INC. v

CANCE UPDATE CERTIFICATE

You can scroll through the list of the existing Named Insureds...

Certificate Editor

Notes History CiD Named Insured
FIRST NAMED INSURED (# EDITEXISTING + ADD NEW
NAMED INSURED v ‘

| | [Type to filter...

Architects LLC ‘

Builders, Inc.

Named Insured

...Or type ahead to find the Named Insured you would like to select.

Certificate Editor

Notes History CID Named Insured

FIRST NAMED INSURED # EDITEXISTING + ADD NEW
I NAMED INSURED v ‘
| ‘ Namel ‘

Named Insured ‘



You can also add Additional Named Insured(s) to be reflected on the certificate.

Click on the “Additional Named Insured(s)” dropdown and selected the additional Named Insured(s) you'd

like shown.

Certificate Editor
Notes History CID Named Insured

FIRST NAMED INSURED (4 EDITEXISTING + ADD NEW

~

NAMED INSURED

ADDITIONAL NAMED INSURED(S)

|

BUILDERS, INC.

Type to filter... ‘

Builders, Inc.

[J Architects LLC

Edit an Existing Named Insured
To edit an existing Named Insured, select the desired entity and click “Edit Existing”.

Certificate Editor

Notes History CID Named Insured

FIRST NAMED INSURED \ [ EDITEXISTING + ADD NEW

NAMED INSURED v

ADDITIONAL NAMED INSURED(S)

BUILDERS, INC. ~

*Changes have not been added CANCEL UPDATE CERTIFICATE

Within the edit form, proceed with the revisions and click “Save”.

Edit Named Insured

NAME

Named Insured

INSURED STREET ADDRESS

123 Main Street

Enter primary address cont'd

ciTy
Anywhere
STATE ZIP CODE
Ve 90210

CA

Q PREVIEW

Please Note: To edit any Additional Named Insureds, follow these same steps.



Adding a New Named Insured

To add a new Named Insured, click “Add New”.

Certificate Editor

Notes History cio Named Insured

FIRST NAMED INSURED

[ EDIT EXISTING  + ADD NEW
BUILDERS, INC.

ADDITIONAL NAMED INSURED(S)

ADDITIONAL NAMED INSUREDS

Within the create form, fill out the applicable fields and click “Save”

Create Named Insured

NAME
Hamed Insured

INSURED STREET ADDRESS

123 Main Street

Enter primary address cant'd

cmy
Anywhers

STATE zIP coDE
cA

20210

SHOW
@ preview

CANCEL SAVE

Once you have selected, revised, or added a Named Insured, click “Update Certificate” to reflect the change
to the certificate.

Certificate Editor

Notes History cip Named Insured

FIRST NAMED INSURED

[£ EDITEXISTING + ADD NEW
NAMED INSURED

~

CANCEL UPDATE CERTIFICATE

ADDITIONAL NAMED INSURED{S)

BUILDERS, INC.

*Changes have not been added

The First Named Insured on the certificate has been updated:

INSURED

Select Named Insured(s) |
Named Insured

123 Main Street
Anywhere, CA 90210

Any Additional Named Insured(s) will show in the Description of Operation:

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES

Additional Named Insureds: Builders, Inc.



Updating the Policies

Within the Policies section of the certificate, click “Add Policy” for the policy you want to add to the
certificate.

[ TYPE OF INSURANCE m'ﬁ' POLICY NUMBER (;%ACDYMEFF _[ﬁ"r':%%) LIMITS
COMMERCIAL GENERAL LIABILITY EACH OCCURRENCE S
CLAMSMADE | OCCUR __-/' — PREMSES 2 outarence) |

. MED EXP (Any one person) $

PERSONAL & ADV INJURY | §

GEN'L AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE S
POLICY RO | Joc PRODUCTS - COMP/OP AGG | §
OTHER: Y N YT W T TR T T S

This will take you to the Line of Business (LOB) editor within the certificate editor.
On the far left of this section you can switch through various LOBs to add to the certificate.
You can also select existing LOB profiles or add new LOBs profiles.

Line of Business *
General Liability GHOOSE PROFILE / \
NO PROFILE ~ 4 E " + ADD NEW
Automotive
Umbrella POLICY NUMBER POLICY NAME EFFECTIVE DATE EXPIRATION DATE DESCRIPTION

Workers Comp

GOMMERGIAL GENERAL LIABILITY Certificate Only Field EACH DCCURRENCE LIMIT
ADDITIONAL INSURED
ADD LOB v

CLAIMS-MADE BASIS OCGURRENGE BASIS DAMAGE TO RENTED PREMISES
e Certificate Only Field LT

COVERAGEA WAIVER OF SUBROGATION

MEDICAL EXPENSE
COVERAGE B

PERSONAL & ADVERTISING LIMIT

PER POLICY PER PROJECT PER LOCATION GENERAL AGGREGATE LIMIT

PER OTHER PRODUCTS - COMP/OP AGGREGATE
LMt

CANCEL SAVE

Selecting an Existing Policy LOB

To add an existing LOB, click the “Choose Profile” dropdown and select the policy you would like to add.

Line of Business

General Liability CHOOSE PROFILE
NO PROFILE ~
Automotive
No Profile
Umbrella ¥

2020 GL (Default) - 20-21 General Liability
L (eI HIDE EXPIRED



This will populate the data from your LOB Profiles Manager.

Line of Business

General Liability CHOOSE PROFILE

2020 GL (DEFAULT) - 20-21 GENERAL L... v [ EDITEXISTING  + ADDNEW

Automotive

Umbrellz POLICY NUMBER POLICY NAME EFFEGTIVE DATE EXPIRATION DATE DESCRIPTION
Workers Comp
AMS Value: Checked Certificate Only Field AMS Value: 1,000,000
w00 Lo8 . COMMERGIAL GENERAL LIABILITY (] ADDITIONAL INSURED [EACH OCCURRENCE LIMIT
AMS Value: Unchecked AMS Value: Checked ;e:::\cf::nznswu:::mncu AMAGE TO RENTED PREMISE AMS Value: 50,000
CLAIMS-MADE BASIS OCCURRENCE BASIS s cETo ses
. AMS Value: Not Found
AMS Value: Unchecked AMS Value: 5,000
COVERAGE A MEDICAL EXPENSE
AMS Value: Unchecked AMS Value: Not Found AMS Value: 1,000,000
COVERAGE B PERSONAL & ADVERTISING LIMIT
AMS Value: AMS Value: AMS Value: CENERAL AGGREGATE LiNIT AMS Value: 2,000,000
Unchecked Unchecked Unchecked
PER POLIGY PER PROJEGT PER LOGATION
PRODUGTS - COMP/OP AGGREGATE '~ 2% 2,000,000
AMS Value: Unchecked AMS Value: Not Found LIMIT
PER OTHER

CANCEL SAVE

You can either select the next LOB on the left to add to the certificate...
Line of Business

General Liability GHOOSE PROFILE

NO PROFILE ~

~ No Prafile
|

2020 CAU (Default) - 20-21 Auto Liability

Automotive

Umbrella

Waorkers Comp

HIDE EXPIRED
. .
Line of Business
General Liability CHOOQOSE PROFILE
NO PROFILE v
Automotive
No Profile
Umbrella I

2020 CUB (Default) - 20 -21 Excess Liabili

Workers Comp 2020 EXE $1mil - 20 -21 Excess Liability

HIDE EXPIRED L
ADD LOB had

Line of Business

General Liability CHOOSE PROFILE
NO PROFILE ~
Automotive
No Profile
Umbrella

2020 WC (Default) - 20-21 WC 0OS (NH, CT, RI)
Workers Comp HIDE EXPIRED



...Or click “Save” in the lower right of the LOB editor to finish adding the selected policy(ies) to the
certificate.

Editing an Existing Policy LOB

Please Note: While you are unable to increase the limits pulled from your AMS to show on the certificate,
you can update to show a lower limit.

To edit an existing LOB, within the LOB editor click “Edit Existing”.

Line of Business x

| General Liability CHOOSE PROFILE \
& EDITEXISTING  + ADD NEW

2020 GL (DEFAULT) - 20-21 GENERAL L. ~
Automotive

This will ensure the values are no longer greyed out and are ready for you to edit. Proceed with the
revisions.

Please Note: Any changes you make to the LOB within the Certificate Manager will update not just the
certificate, but the LOB Profile in your LOB Manager menu as well.

Line of Business x
I General Liability CHOOSE PROFILE \
2020 GL (DEFAULT) - 20-21 GENERA B SAVE  + ADDNEW
Automotive
Umbrella POLICY NUMBER POLICY NAME EFFECTIVE DATE EXPIRATION DATE DESCRIPTION

Workers Comp

*Example: $1,000,000 AMS value cnditcd to $500,000

AMS Value: Checked AMS Value: 1,000,001
400 108 . COMMERCIAL GENERAL LIABILITY EAGH DCCURRENGE LIMIT 500,000
AMS Value: Unchecked AMS Value: Checked AMS Value: 50,000
] GLAIMS-MADE BASIS OCGURRENGE BASIS DAMAGE TO RENTED PREMISES LIMIT 50000
. AMS Value: Not Found
AMS Value: Unchecked AMS Value: 5,000
(] COVERAGE A Coverage A Name MEDIGAL EXPENSE
5,000
AMS Value: Unchecked AMS Value: Not Found AMS Valus: 1,000,000
] COVERAGE B Coverage 8 Hame PERSONAL & ADVERTISING LIMIT 1000000
AMS Value: 2,000,000
AMS Value: Unchecked AMS Value: Unchecked  AMS Value: Unchecked o
o . - GENERAL AGGREGATE LIMIT
(] PER POLICY PER PROJECT [ PER LOCATION 2,000,000
AMS Value: 2,000,000
AMS Value: Unchecked AMS Value: Not Found PRODUCTS - COMP/OP AGGREGATE LIMIT
2,000,000
Dreromen Other Name
Coverage Name X | value

+ ADD OVERFLOW COVERAGE

After your edits are complete, click “Save” in the lower right of the LOB editor to add the revised
policy(ies) to the certificate.




Adding a New Policy LOB

Don’t see the policy you want to show on the certificate? Add a new LOB while issuing a certificate by
clicking “Add New”.

Line of Business x

| General Liability CHOOSE PROFILE

2020 GL (DEFAULT) - 20-21 GENERAL L... ~ [ EDITEXISTING  + ADD NEW

This will allow you to create a new LOB Profile right from within the certificate editor, without having to
leave your certificate and entering the policies.

Please Note: While you are unable to increase the limits pulled from your AMS to show on the certificate,
you can update to show a lower limit on this screen.

The ACORD Form type will already be selected determined by the ACORD form you selected at the
beginning of the process.

Create General Liability LOB Profile

AGORD FORM

ACORD 25
POLICY

LOB TYPE

LOB TYPE NAME

PROFILE NAME

(] SET AS DEFAULT

Select the desired policy from the Policy drop down.

Create General Liability LOB Profile

ACORD FORM

ACORD 25

POLICY

| (2020-09-01) GL9120 20-21 General Liability

HIDE EXPIRED

OB TYPE NAME T



After selecting the policy, the LOB Type and LOB Type Name will pre-populate.

Enter a name for the LOB profile you are creating.

Create General Liability LOB Profile

ACORD FORM
ACORD 25 AMS Value: Ck
COMMERCIA
POLICY
AMS Value: Ur
(2020-09-01) GL9120 20-21 GEN... v ] GLAIMS-MAL
OB TYPE AMS Value: Ur
GL [J COVERAGE #
LOB TYPE NAME AMS Value: Ur
General Liability [J COVERAGE E

PROFILE NAME
AMS Value: Ur
2020 Sample GL

[] PER POLICY

[C] SET AS DEFAULT
AMS Valna- |r

Review and confirm the data pulled from the AMS.

Create General Liability LOB Profile x
ACORD FORM
. AMS Vaiua: Checked o oeemeneE L AMS Value: 1,000,000
Al
COMMERCIAL GENERAL LIABILITY 1,000,000
POLICY
AMS Value: Unchecked AMS Value: Checked AMS Value: 50,000
(2020-08-01) GLE120 20-21 GEN... [ CLAIMS-MADE BASIS OGGURRENGE BASIS DAMAGE TO RENTED PREMISES LIMIT
50,000
LOB TYPE AMS Value: Not Found
AMS Value: Unchecked AMS Value: 5,000
[J COVERAGE A Coverage A Name MEDIGAL EXPENSE
5,000
LOB TYPE NAME AMS Value: Uncheckad AMS Value: Not Found AMS Value: 1,000,000
General Liability [J GOVERAGE B Coverage 8 Name PERSONAL & ADVERTISING LIMIT 1,000,000
PROFILE NAME
AMS Value: Unchecked AMS Value: Unchecked AMS Value: Unchecked AMS Valus: 2,000,000
2020  Sample 6L - GENERAL AGGREGATE LIMIT
(] PER POLICY (] PER PROJECT (] PER LOCATION 2,000,000
(0 SET AS DEFAULT AMS Value: Unchecked AMS Value: Not Found AMS Value: 2,000,000
PRODUCTS - COMP/OP AGGREGATE LIMIT
() PER OTHER Other Name 2,000,000
Coverage Name X | value

+ ADD OVERFLOW COVERAGE

When ready to select to add the new policy to the certificate, click “Save” in the lower right of the LOB
editor to update the data on the certificate.




Additional Insured and/or Waiver of Subrogation Boxes

If you need to check the Additional Insured and/or Waiver of Subrogation boxes, you can do so while
within the LOB editor. Select the policy, check the Additional Insured and/or Waiver of Subrogation boxes,
and click “Save”.

Line of Business %

| General Liability CHOOSE PROFILE

2020 GL (DEFAULT) - 20-21 GENERAL L... (£ EDIT EXISTING  + ADD NEW

Automotive

POLICY NUMBER POLIGY NAME

Certificate Only Field
ADDITIONAL INSURED

Certificate Only Field
(3| WAIVER OF SUBROGATION

Umbrella EFFEGTIVE DATE EXPIRATION DATE DESGRIPTION

Workers Comp

AMS Value: Checked AMS Value: 1,000,000

COMMERCIAL GENERAL LIABILITY EACH OCCURRENGE LIMIT

ADD LOB v

AMS Value: Unchecked
CLAIMS-MADE BASIS

AMS Value: Checked
OCCURRENCE BASIS

AMS Value: 50,000
DAMAGE TO RENTED PREMISES
[0

AMS Value: Unchecked
COVERAGE A

AMS Value: Unchecked

AMS Value: Not Found

AMS Value: Not Found

AMS Value: 5,000

MEDICAL EXPENSE

AMS Value: 1,000,000

COVERAGE B

PERSONAL & ADVERTISING LIMIT

AMS Value:
unchecked
PER POLIGY

AMS Value: Unchecked

PER OTHER

The selected policies and any applicable revisions or additions are now reflected on the certificate

AMS Value:
unchecked
PER PROJEGT

AMS Value
unchecked
PER LOGATION

AMS Value: Not Found

AMS Value: 2,000,000

GENERAL AGGREGATE LIMIT

PRODUCTS -

LT

AMS Value: 2,000,000
COMP/OP AGGREGATE

cancer m

COVERAGES CERTIFICATE NUMBER: 2638 REVISION NUMBER:
THIS IS 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 CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO 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
e
iy TYPE OF INSURANCE Am[;% %:}JVB: POLICY NUMBER :l:%%}'\f?rﬁ‘ﬁ‘l [m%%‘;ﬁﬁl LIMITS
¥ | COMMERCIAL GENERAL LIABILITY EACH OCCURRENCE g 1,000,000
X AddiRolIcy DAMAGE TO RENTED 50.000
CLAIMS-MADE OCCUR PREMISES (Ea occurrence] | $ 2%
MED EXP {Any one persan) | § 2,000
A XX GL9120 09-01-2020 | 09-01-2021 | personaL & Aovinuury | 5 1,000,000
|EN'L AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE s 2,000,000
poLicy X TB% | Loc PRODUCTS - CoMPIOP AGG | s 2:000,000
OTHER: s
AUTOMOBILE LIABILITY Add Policy [MBINED SINGLELIMIT 15 1,000,000
¥ | ANY AUTO BODILY INJURY (Per persan) | §
OWNED SCHEDULED -01- -01-
A D LY | Schep CAUS120 09-01-2020 | 09-01-2021 | BODILY INJURY (Per accident) | §
HIRED NON-OWNED PROPERTY DAMAGE s
AUTOS OMLY | AUTOS ONLY | (Per accident)
s
UMBRELLA LIAB X occur Add Policy EACH OCCURRENCE ¢ 5,000,000
A | % | excessLas CLAIMS-MADE EXCESS9120 09-01-2020 | 09-01-2021 | pccreGATE s 5,000,000
DED | Rerenmions s
'WORKERS COMPENSATION PER OTH-
AND EMPLOYERS' LIABILITY YIN Add Palicy X | Sikrure ER 1000000
A [orricermEmseRexciupens o [N | [N1a 00SWC9120 09-01-2020 | 09-01-2021 | E-L- BACH ACCIDENT $ 2
(Mandatory in NH) EL. DISEASE - EAEMPLOYEE| s 1,000,000
If yes, describe under 1.000.000
DESCRIPTION OF OPERATIONS bslow E.L. DISEASE - PoLicy LmiT | 5 1,000,




Updating the Description of Operations

To add verbiage to your Description of Operations (DOO), click “Edit Description of Operations”.

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (ACORD 101, A may be if more space is required) Edit Description of wﬂﬂl

You will now be able to update the DOO verbiage within the Certificate Editor.

Please Note: Any previously selected Additional Named Insureds will be reflected in the “Additional
Named Insureds” box, indicating this will be present in the DOO as well.

You can either select previously entered verbiage templates from the Language Library, or manually enter
the verbiage in the free form DOO box.

Certificate Editor

Motes History CID Desc of Ops

ADDITIONAL NAMED INSUREDS ‘—"'_—_-

Builders, Inc.
e
DESCRIPTION OF OPERATIONS / + LAMGUAGE LIBRARY

Type description of operations text here...

A~

CANCEL UPDATE CERTIFICATE



Language Library
To view your verbiage templates, click “Language Library”.

DESCRIPTION OF OPERATIONS > + LANGUAGE LIBRARY

You can search for your desired language library template by scrolling through the existing entries, or by
utilizing the type ahead search bar at the top.

Once you found the language you want to add, check the box on the far left.

From here you can either edit that existing template or add to the DOO.

Add To Description Of Operations x

-

Editing Language Library Template

To add an existing Language Library template, ensure the template you want to edit is checked and click
“Edit”.

Add To Description Of Operations x

Q alawos = FILTER v TOGGLE COLUMNS v & @ Eom

NAME + CONTENT CREATED STATUS.

“’;:HI Liabilty Al & WOS

Certificate holder is included as Additional Insured, cn a Pri... Jan 3, 2024 ACTIVE |

Within the edit form, proceed with the revisions and click “Save”.

Edit Language x

NAME *

General Liability Al & WOS
CONTENT *

Editing this Template

Gertificate holder Is Included as Additional Insured, on a Primary and Non-ceniributory basis, as respects the General Liabllity, Including ongaing and completed cperations, if required by

written contract

CANCEL SAVE

‘Walver of Subrogation applies In favor ef the Additional Insured as respects the General Liability, If required by written contract.



Create a New Language Library Template

To create a new Language Library template, click “Create New”.

Add To Description Of Operations *

\

NAME ~ CONTENT CREATED STATUS
O GL (Al PnC WOS) Certificate holder is included as additional insured, on a pri... Jun 1, 2022 ACTIVE |

Within the create form, fill out the applicable fields and click “Save”.

Create Language x
NAME *

General Liability Al & WOS
CONTENT *

Certificate holder is included as Additional Insured, on a Primary and Non-contributory basis, as respects the General Liability, ineluding 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.

AHeEr

Once you have selected, revised, or added a template, ensure the template is checked and click “Add
Description of Operations”.

Add To Description Of Operations x
| Q 6L = FILTER v TOGGLE COLUMNS & EoiT
NAME 4 CONTENT CREATED STATUS
GL (Al PnC WOS) Certificate helder is included as additional insured, on a pri.. Jun 1, 2022 ACTIVE

10 ROWS v « < m > »

~

CLOSE ADD DESCRIPTION OF OPERATIONS

After you've finished adding all language from the library, click “Close”.

\CLOSE ADD DESCRIPTION OF OPERATIONS



The Description of Operations also allows for free form edits. You can manually type out the DOO verbiage
or include additional verbiage to a template added from the Language Library.

Certificate Editor

Notes History ciD Desc of Ops

ADDITIONAL NAMED INSUREDS

Builders, Inc

DESCRIPTION OF OPERATIONS / -+ LANGUAGE LIBRARY

(FREE FORM VERBIAGE)
Project #: 123456

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, i
required by written contract.

4

*Changes have not been added CANCEL UPDATE CERTIFICATE

Once you have reviewed the verbiage to be referenced on the certificate, click “Update Certificate” to
reflect the change to the certificate.

Certificate Editor

Notes History CiD Desc of Ops

ADDITIONAL NAMED INSUREDS

Builders, Inc.
DESCRIPTION OF OPERATIONS + LANGUAGE LIBRARY
Project #: 123456

Certificate holder is included as Additional Insured, on a Primag 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

The DOO on the certificate has been updated:

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (ACORD 101, Additional Remarks Schedule, may be attached if more space is required) Edit Dgscrlpﬂorl of Opal‘ﬂol'ls

Additional Named Insureds: Builders, Inc.
Project #: 123456

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.




Anything that did not fit on the first page of the certificate has overflowed to the additional remarks
schedule of the certificate, also known as the Certificate Hero 101:

ADDITIONAL REMARKS
THIS ADDITIONAL REMARKS FORM IS A SCHEDULE TO ACORD FORM, Edit Description of Operations
FORM NUMBER: FORM TITLE:

Waiver of Subrogation applies in favor of the Additional Insured as respects the General Liability, if required by written contract.

Updating the Certificate Holder

Within the Certificate Holder section of the certificate, click “Select/Add Holder”.

CERTIFICATE HOLDER

_/' Select/Add Holder

You can select any Holder that has historically been entered by your agency. You can also add a new
Holder.

Certificate Editor

Notes History CID Holder

HOLDER \+ ADD NEW
Enter a holder...

HOLDER ADDRESS
CHOOSE HOLDER ADDRESS v

CANCEL

Selecting an Existing Holder

To select an existing Holder, click the Holder name.

Certificate Editor

Notes History CID Sample Certificate Holder
HOLDER / [# EDIT EXISTING -+ ADD NEW
Sample Holder x
HOLDER ADDRESS
123 MAIN STREET MIAMI, FL 33133 ~

*Changes have not been added CANCEL UPDATE CERTIFICATE




You can scroll through the list of the existing Holders...

Certificate Editor

Notes History CID Sample Certificate Holder

HOLDER E XISTING -+ ADD NEW

Enter a holder...

ALLY FINANCIAL
Bank of America, N.A.
City of Boston

City of Framingham
City of Marlborough
City of New Orleans
City of Raleigh

City of Shrewsbury

...Or type ahead to find the Holder you would like to select.

Certificate Editor
Notes History CID Sample Certificate Holder
HOLDER i X + ADD NEW

SAMPLE Holder

Sample Holder

LAUUDSE MULUER AUUKEDD

Once you have selected the Holder, you can select one of the addresses already on file for that Holder, or to
forego showing an address.

Certificate Editor

Notes History ciD Holder
HOLDER # EDITEXISTING -+ ADD NEW
Sample Holder x

HOLDER ADDRESS /
w

123 MAIN STREET MIAMI, FL 33133

*Changes have not been added CANCEL



Edit an Existing Holder

To edit an existing Holder, select the desired Holder and click “Edit Existing”.

Certificate Editor

Notes History cip Holder

HOLDER \’ [ EDITEXISTING + ADD NEW

Sample Holder x
HOLDER ADDRESS
123 MAIN STREET MIAMI, FL 33133 ~

*Changes have not been added CANCEL

Within the Holder name edit form, proceed with the revising the name of the Holder. If you need to
update the Holder address, click “Edit”.

Edit Holder X
NAME *

Sample Holder - EDIT /

ADDRESS LINE 1 ADDRESS LINE 2 ADDRESS LINE 3 CITY STATE ZIPCODE COUNTRY

123 Main Street Miami FL 33133 USA\L REMOVE

ADD ADDRESS
SHOW
a PREVIEW CANCEL SAVE

Within the Holder address edit form, proceed with the revisions, and click “Update Address”.

Edit Holder Address x

NAME *

ADDRESS LINE 1

123 Main Street

ADDRESS LINE 2

Suite 456

ADDRESS LINE 3

cITy

Miami
COUNTRY

USA ~
STATE

FL v

POSTAL CODE

33133

SHow
Q@ preview [PYTSN UPDATE ADDRESS



Back on the Edit Holder screen, when all revisions are complete, click “Save”.

Create Holder

wasee -
Sample Holder
AODRESS LINE1 ADGRESS LINE 2 ADGRESS LINE 3 CITY STATE 2IPCODE COuNTRY
123 Main Street Miami FL 33133 usA [ —
ADD ADORESS

SHoW
A preview

Add a New Holder
To add a new Certificate Holder, click “Add New”.
Certificate Editor

Notes Histary cio Holder

HOLDER

Enter a holder..

HOLDER ADDRESS.

o m

CHODSE HOLDER ADDRESS

Enter the new Holder name.

To add an address to show on the certificate, click “Add Address”.

Create Holder x
NAME *
Sample Holder
ADDRESS LINE 1 ADDRESS LINE 2 ADDRESS LINE 3 CITY STATE ZIPCODE COUNTRY
Q Pﬁ?\?\:"w CANCEL SAVE
Fill out the address form and click “Add Address”.
x

Edit Holder Address
NAME *

ADDRESS LINE 1

123 Main Strast

ADDRESS LINE 2

ADDRESS LINE 3

POSTAL GODE

anss
e FANCEL

a PREVIEW



After reviewing the new Holder information, click “Save”.

Create Holder x
NAME *

Sample Holder

ADDRESS LINE 1 ADDRESS LINE 2 ADDRESS LINE 3 CITY STATE ZIPCODE COUNTRY

123 Main Stree Miami FL 33133 USA REMOVE

ADD ADDRESS

SHOW
Q PREVIEW CANCEL SAVE

Once you have selected, revised, or added a Holder, click “Update Certificate” to reflect the change to the
certificate.

Certificate Editor

Notes History cip Holder
HOLDER [# EDITEXISTING + ADD NEW
Sample Holder xX

HOLDER ADDRESS

123 MAIN STREET MIAMI, FL 33133 \ -

*Changes have not been added CANCEL UPDATE CERTIFICATE

The Holder on the certificate has been updated:

CERTIFICATE HOLDER

Select/Add Holder

Sample Holder
123 Main Street
Miami, FL 33133




Updating the Signature

Within the Signature section of the certificate, click “Sign Here”.

AUTHORIZED REPRESENTATIVE

sonies 4 lgnature

You will now be able to update the Signature within the Certificate Editor.

Certificate Editor

Motes History cID Signature

SIGNATURE / (# EDITEXISTING + ADD NEW

Choose a signature..

You need to select a signature CANCEL

Selecting an Existing Signature

To select an existing Signature, click to choose a signature.

Certificate Editor

MNotes History ciD Signature

SIGNATURE / (# EDITEXISTING + ADD NEW

Choose a signature...

You need to select a signature CANCEL

You can scroll through the list of the existing signatures...

Certificate Editor

Notes History cip Sample Certificate Signature

SIGNATURE “ NG+ ADD NEW

Choose a signature..

Certificate Hero (Default)

Insured Tester

...Or type ahead to find the signature you would like to select.

Certificate Editor

Notes History ciD Signature
SIGNATURE - [4 EDITEXISTING + ADDNEW
[ sty A ]

Test NV



Edit an Existing Signature

To edit an existing Signature, select the desired Signature and click “Edit Existing”.

Certificate Editor

Notes History ciD Signature
SIGNATURE \ [# EDITEXISTING + ADD NEW
Test NV x

*Changes have not been added CANCEL UPDATE CERTIFICATE

From here, you will be able to either upload a new signature, and/or edit the signature name.

Modify Signature X

NAME

Test

RECOMMENDED IMAGE SIZE: 1600X500

Drag and drop your file here or click to browse

ALLOWED FILE TYPE: .PNG, .JPG, .JPEG

] DEFAULT SIGNATURE

CLEAR

bl

Within the edit form, proceed with the revisions and click “Save”.

Modify Signature x

NAME

Test

Q’W

[CJ DEFAULT SIGNATURE \
CLEAR SAVE



Adding a New Signature

To add a new Signature, click “Add New”.

Certificate Editor
Notes History CID Signature

SIGNATURE # EDIT EXISTING + ADDNEW

Choose a signature...

You need to select a signature CANCEL

Within the create form, fill out the applicable fields and upload the new Signature.

Create Signature X

NAME

John Smith Signature

RECOMMENDED IMAGE SIZE: 1600X500
Drag and drop your file here or click to browse

ALLOWED FILE TYPE: .PNG, .JPG, .JPEG

DEFAULT SIGNATURE

Then click “Save”.

Create Signature x

MAME

John Smith Signature

g{y/ﬂm

DEFAULT SIGNATURE \
CLEAR SAVE



Once you have selected, revised, or added a Signature, click “Update Certificate” to reflect the change to the
certificate.

Certificate Editor

Notes History ciD Signature

SIGNATURE D’ EDIT EXISTING -+ ADD NEW
Testhy \ i

*Changes have not been added CANCEL

The signature on the certificate has been updated:

AUTHORIZED REPRESENTATIVE

— Hlgnature
Completing the Certificate

Once you have completed the creation of your certificate, there are several next options you can take.
Across the top of the Certificate Editor, you will find the Editor Action buttons:

e Assign the certificate to another team member.

e Delete the certificate if it is no longer needed.

e Save the certificate details as a template for future use.

e Save the certificate to come back to later.

e Review the certificate prior to issuance.

ADD COLUMN v REVIEW

Assign
| Delete

| Save as Template |

2

| Save

Assigning the Certificate

To assign a certificate to another team member to review or work on, click “Assign”.

ADD COLUMN ~ REVIEW

Assign
| Delete
| Save as Template |

-

| Save



Search for and select the team member the certificate needs to be assigned to and click “Assign User”.

Please Note: The team member you assign to the certificate to must first have a Certificate Hero account.

Assign User X

/

Nicole Vandgrift: nvandgrift@certificatehero.com x

CANCEL ASSIGN USER

Deleting a Certificate in Progress

If a certificate is no longer needed prior to issuance, click “Delete”.

ADD COLUMN REVIEW

Assign
| Delete

| Save as Template

| Save
x

The system will prompt you to confirm if you wish to delete. Click “Yes” to proceed with the deletion.

Delete Certificate x

~a

CANCEL YES

Delete this certificate?

Saving as a Certificate Template

To save the certificate details you just created as a certificate template for future use, click “Save as
Template”.

ADD COLUMN v REVIEW

Assign
| Delete
| Save as Template |

s

| Save



Enter a name for the new certificate template and click “Create Template”.

Save As Template x

TEMPLATE NAME"

Test Template ‘

CANCEL CREATE TEMPLATE

Once saved, you'll receive confirmation on the upper right corner that your template has been saved. You
can proceed with your current certificate issuance.

(V) Template TEST TEMPLATE saved X

Saving Certificate for Later
To save the certificate to come back to work on later, click “Save”.

Please Note: You can save the certificate at any point within the process.

ADD COLUMN REVIEW

Assign
Delete

Save as Template

=

Save

You will be brought back to the Certificate Manager where you can find your saved certificate.

The Actions menu will show you the options you can take with the saved certificate. To pick up where you
left off, click “Edit”.

-] CREATED STATUS CERT # ISSUED MAMED INSURED HOLDER SUMMARY ACORD FORM ENDORSEME... ACTIONS
= Dec 29, 2023 1N PROGRESS 4581613 - TEST NAMED INS ... TEST HOLDER AUTO, GL, UMB, ... 25 0 x v

View
Edit

Delete

Reviewing the Certificate

To preview the certificate and prepare for distribution, click “Review”.



From here, you can review the certificate you just created and prepare for distribution via email/fax.

e e,
1004

15 ISBUED AS A WATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS

mﬂmmmmMYwmmvmmmumﬂl ATFONGED BY THE POUICIES

INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S)

REPAESENTATIVE OR PRODUCER, AND THE CEATIACATE NOLDER.

WIPGRTANT. W the cerificate hakder Is an ADOITIONAL Whe policylies) must have ADGITIONAL INSURED provisions or be endorsed.

# SUBROGATION IS WAIVED, sublect 10 the terma and condiions of the paikcy, certain poiicies may require an endorsement. A statement on

CERTIFICATE OF LIABILITY INSURANCE

i lew of suen endorsement(s).
e Agervy Cortmet
‘YOUR AGENCY HERE (55%) 9555455 (355) 5554444
Addewss sgencycontaBagencremaionan
Address Line 2 [——— [ wacs |
Chy. Bla Ty wavntna, CWA Insurance Corpanies [T
e ey —1
Momad P |
123 Main Swost | nawnenc ]
Aeyabors, CA 50210 |msunene: _—

Tras 18 T0 CERTRY T ToE FOLCES OF b LsTED TSSUED 10 TR ABOVE F

OTWITASTANONG, ANy RECOUEVENY TES O CONGIION OF Y CONTFAC) O OTWEN COCUMENT WA, AESPECY TO.WHCH T8
CERTIRGATE Lo B2 BEUED O KuY FENTASL Tl WNSLPAOWSE AFFORGET bY THE FOUCIES BEGCABED HERER: 18 SUARCT T ALL THE TENS
EACLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED & FAID CLAIMS.

T AP A =
X | Commnci. seana. b aoroccmms |3 1000000
cnnmance [X] oceum S ey |+ 50000
MO £ gy e ey | ¢ 8,000
X| X|ano 09.01-2020| 09-01-2021 munr |3 1.000.000
aEena soonsoars__| s 2.000,000
rrocucTs- cowroe 430 | 200,000
s
e[} 3 000,000
B00m WA P e | &
09.01-2020 | 09:01-2021 | s00mv sy e s
FROPERTY CAMALE 0
|ososed — 1+
v
tacnoccmees |4 5,000,000
09.01-2020 | 09:01-2021 | soareaare + 5,000,000
s
X[ [T | —
. ieasiacceet |5 1000
ROV BN | csesse a1 1000000
1 Osast poucy ot | s 1000000

CANCELLATION

SHOULD 40T 0F TWE ABOVY BESCNND POLCIS B CANCELLED BErOA
o EXPRATION BE OELVERED

Mo FL 33133 Koot i e oL PO

ez R aAT.
Cartificats Hero
s
©1388.2013 ACORD CORPORATION. Al rights reserved.
ACORD 25 (20100 The ACORD narme and loge are registersd marks of ACORD

Email the Certificate

To email the certificate, you will:
e Enter the destination email address(es).
e Enter the email subject line.

Loc#:
ACORD ADDITIONAL REMARKS SCHEDULE Page 1 of2
oun Asescy nene praipinidl
oy
Canme ]-‘wu
ADOITIONAL REMARKS
THIS ADDITIONAL I8 A BCHEDULE TO

o FORMTMLE: |

iaiver of in tavor of the Listiny,

ACORD 161 (200801)

e Enter personalized verbiage for the email body.
e Mark whether the certificate needs to be deactivated after issuance.

TO cC

N

testemail@testemaildomain.com

BCC

SUBJECT

Test Certificate
BODY

Hello,
Please see the attached and send confirmation of receipt.

AN

Drag and drop your file here or click to browse

ATTACH A FILE (OPTIONAL).

ALLOWED FILE TYPE: .JPG, .JPEG, .TXT, .DOCX, .CSV, .PDF

- Certificate contains at least one expired policy

+ LANGUAGE LIBRARY

[ Mark certificate as inactive
\ COMPLETE COMPLETE & DOWNLOAD

52008 ACORD CORPORATION, All rights resarved.




Please Note: There is a language library available for certificate email distribution. Please refer to the
Description of Operations Language Library to review how to utilize the tool.

Fax the Certificate

To fax the certificate, you will:

e Enter the destination fax number and contact name.

e Enter the fax subject.

e Enter any fax verbiage.

e Mark whether the certificate needs to be deactivated after issuance.

Email Fax

FAX NUMBER /\ NAME

(655) 555-6555 John Smith

SusJECT ‘/\ Please see the attached certificate of insurance.

Test Certificate of Insurance

ATTACH A FILE (OPTIONAL).

Drag and drop your file here or click to browse
ALLOWED FILE TYPE: .JPG, .JPEG, .TXT, .DOCX, .CSV, .PDF

- Certificate contains at least one expired policy

[ Mark certificate as inactive \ \
COMPLETE COMPLETE & DOWNLOAD

Certificate Issuance

“Complete” will issue the certificate without distribution and without downloading a copy.

COMPLETE  COMPLETE & DOWNLOAD

“Complete & Download” will issue the certificate without distribution and will download a PDF copy.

COMPLETE COMPLETE & DOWNLOAD COMPLETE & EMAIL

“Complete & Email” will issue the certificate and distribute per your email distribution instructions.

COMPLETE  COMPLETE & DOWNLOAD

“Complete & Fax” will issue the certificate and distribute per your fax distribution instructions.

COMPLETE COMPLETE & DOWNLOAD COMPLETE & FAX
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