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OVERVIEW

The philosophy behind ecertsonline is a simple one, to speed the processing of ACORD
Certificates form. It is based on the premise that once a Master is set up, containing the
appropriate policy information, any number of Interests can be added. At the time of issuance,
each certificate is printed with the individual Interest’s information shown rather than re-typing
a completely separate certificate each time one is required.

In addition, some Interests will require lengthy wording in the Description of Operations section
easily exceeding the five lines of space available. With ecertsonline, once an Interest is
added, an Addendum can also be added that provides 55 lines of additional wording. This
Addendum is permanently attached (until deleted) to the Interest and prints with the certificate
at the time of issuance.

Further, for those Interests that require additional insured wording, the appropriate
endorsement can also be attached if permitted by the Administrator. Then at the time of
issuance, the certificate, the addendum, and the endorsement are all printed simultaneously
since they are all attached to the specific Interest database. This eliminates the necessity of
the insurance carrier having to separately issue an endorsement at the time it receives a
completed certificate since ecertsonline tracks and maintains that database automatically. We
emphasize this process since it is important to understand that an Interest is attached to a
Master Certificate, and the Addendum(s) and/or the Endorsement(s) are attached to the
specific Interest. When performing many of the functions within ecertsonline, it will always be
necessary to first identify the Master Certificate, then the Holder, then any Addendum or
Endorsement. They are all intertwined and related to each other.

Finally, unlike most online programs, ecertsonline integrates separate functions together in
order to create a complete process. What this means to the user is whenever possible, what
would normally be individual steps requiring start and completion of a function then having to
start and complete the next step and so on, ecertsonline combines the steps together so that
they flow into a seamless process. This not only eliminates potential oversight, it also reduces
redundant data entry. ecertsonline also anticipates other functions to be performed during
various phases of the process. For that reason, in many instances the user will find several
links on a single page. These links will be underlined and will take you directly to other
functions that can be immediately performed. While this may initially make a particular page
appear somewhat intimidating, the addition of these links provides the user a multiple choice
of options and a convenient transition from one step to the next. This enhanced navigation
significantly simplifies the process and adds to the overall enjoyment of the user.

* ACORD is a registered Trademark of ACORD CORPORATION

This manual is designed to provide an explanation of the process including helpful hints that
will not only save you time, it will also make your experience more enjoyable. We suggest you
make additional copies of this manual and distribute to anyone within your organization that
will be using this service. Above all, please read this manual in its entirety before using
ecertsonline.

Every effort has been made to write this manual in layperson’s terms, however in certain
instances, the use of technical terminology is unavoidable. This could be either from an
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insurance perspective or an operations standpoint. In either case, these situations are kept at
an absolute minimum and are avoided wherever possible.

Finally, if a question should arise during the operation of ecertsonline, this manual may be
used as a ready reference. By clicking on the Help link located in the upper left corner then
clicking on the “ecertsonline User Manual” link, the manual will appear on page. By clicking on
the appropriate heading in the Table of Contents, you will be taken directly to that section of
the manual where you can review the written instructions. This eliminates the necessity of
requiring a paper copy to be readily available for every user.

DEFINITIONS

There are certain words and/or phrases used throughout the manual and the ecertsonline web
site of which you should be aware. These are not legal definitions, but words or phrases that
only pertain to the functioning of the site. Some of the more common are:

e User — The company being provided the use of ecertsonline.
¢ Administrator — The company providing ecertsonline for your use.

o Master Certificate — The Certificate of Insurance that contains the name and address
of the Insured, policy numbers, effective & expiration dates, and policy limits. The
Master Certificate is set up by the Administrator and cannot be changed or modified by
the User. Depending on the type of operations and the individual needs of the insured,
the Administrator may make several different Master Certificates available for your use.
Each Master Certificate will be clearly identified with the type(s) of coverage provided,
so always make certain you are working with the correct Master Certificate. If you are
every in doubt, contact the Administrator before processing.

¢ Interest — The person, organization, or Certificate Holder on whose behalf the
certificate is being issued and to whom the completed certificate will be sent. The
name(s) and address of the Interest will always be shown in the lower left corner of the
certificate.

e Attachment — A blank page attached to a Master Certificate that is used by the
Administrator to list Named Insureds, or to provide pertinent information such as policy
exclusions or deductibles. Similar to the Master Certificate, the Attachment cannot be
accessed by the User.

¢ Addendum - A blank page that provides an additional 55 lines of text for the
Description of Operations wording beyond the four lines provided on the certificate.
The Addendum is always attached to the specific Interest.

¢ Endorsement — A document attached to the certificate signifying their respective
interest in the policy. The Administrator designates which endorsements can be used
on a specific certificate.
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ABBREVIATIONS

By necessity, the Administrator may utilize abbreviations when providing a description of the
Master Certificate(s) set up for your account. This is due to the limited space that is available
for the description when listed on-page. The abbreviations generally describe the policy(s)
shown on the certificate. Since several lines of coverage can be contained on a single
certificate, the descriptions can be somewhat cramped. Listed below are the descriptions of
some of the more common abbreviations used by ecertsonline customers. Your Administrator
may provide you with a separate listing based on your specific policy(s).

All Lines — All Lines of coverage are shown

e Automobile Liability — Auto, Bus Auto, B/A, BA Comprehensive — Comp, Collision —
Coll

e Excess Liability — Excess, ExLiab, Umbrella, Umb

e Garage Liability — Garage, GarLiab

e General Liability — GL, G/L, GenLiab

e Professional Liability — ProfLiab Products Liability — ProdLiab

e With Additional Insureds - w/Al, Als OK Without Additional Insureds —w/o Al, No Als

e Workers’ Compensation & Employer’s Liability - WorkComp, W/C, WC, EmpLiab

WEB SITE REQUIREMENTS

ecertsonline is browser based and requires no additional software in order to function.
However, there are certain requirements for its use. You must have:

1. Access to the Internet

2. Version 5.0 or higher of Microsoft Explorer TM (recommended), or Version 6.0 or higher of
Netscape Navigator TM

3. Version 4.0 or higher of Adobe Reader
4. Any printer (Laser printer recommended)

5. An email address Microsoft Explorer may be downloaded for free at www.microsoft.com
Netscape Navigator may be downloaded for free at www.netscape.com Adobe reader may be
downloaded for free at www.adobe.com
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MONITOR RESOLUTION

The quality of the PDF you see on the page will vary from computer to computer. The PDF
may be clear or it might be slightly fuzzy depending on the quality of your equipment. We
recommend you use a minimum graphics setting of 1024 x 768 with 16bit color. If you do not
have these resolutions available, set your values to their maximum levels.

How to change your resolution

Minimize your web browser

Click ‘Start’, ‘Setting’, ‘Control Panel’

In the ‘Control Panel click on ‘Display’

In the ‘Display Properties’ click on the ‘Setting’ tab
Change the ‘Colors’ to 16 Bit

Change the ‘Page Area’ to 1024x768

Click ‘OK’

NoOahwN =
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GETTING STARTED

ACCESS

Access to ecertsonline is controlled by the Administrator. A button or link on the
Administrator's web site will activate ecertsonline or you will be provided with an alternative
URL. Click on the appropriate link and the ecertsonline information page will appear.

ACCESS/LOGIN
To access ecertsonline, type the following link into a browser bar:

http://www.ecertsonline.com

The ecertsonline information page will be displayed:

ecertsonline

[ EERT ]

sonfine ecertsonline ecertsonline ecertsonline

ecerts

To login, type your Email Address and Password, then click on Log In.

Insurance Visions Inc

If you have forgotten your password, click on the Forgot your password? link. The ecertsonline “Forgot

your Password?” page will appear:
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ecertsonline
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Type in your email address and click on the Continue button. Your password will be emailed to you.

After successfully logging in, the ecertsonline “Welcome” page will appear:

L g b | s s | | v |
ecertsonline

Hemos | Aeports | archive | Transportation

Wlcome Candice Blair
’ . A
el chi [Tomit o eoa: hee o seach - Saich . 3o \'_'L_‘ SR
| =min-s: Jeleck Corlbcate
1 Farrse] Fomrad
314 G, ANE WG OT Zerticals of Lighiy BT 72 Al Lig

Lol Focammed;s =000 0030 a0 14D HRD TS I

fail Corfcate oilishlity 1314 GL AL G W OT REG0- 3 20000 PM
AFRT Cansnicton Inc Ceetfinie of Lisiey 13-04 GL ALL 5 W O S B0 00 P
Arsheen Ty Certroule of Lahiy 13-84 GL AL 4E W OT AMIEIAE DL 10 Aks
Bank OF e bes Certiale o Lisaby 130 L AU 8 W O 21023 2450 Ax
bl gibees Coniztectian, bz Cratifiane of Lidaly 13 0L GL ALUE W0 OT A0 450 A

This is your gateway into ecertsonline. Please note the links in the upper right hand corner of
the Home page:

e Login User Name link will display your Login Account settings.

o System Settings includes the name, phone number and email address of your
Administrator including the name of the primary contact. By clicking on that person’s
name, the email program will automatically open and you will be able to send an email
to that individual.

¢ Help displays Technical Support Information and copies of the Users Manuals.
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e Logout will take you to the Logout page of this program.

System Settings located in the upper right corner contains your company information.
When activated, the following will appear:

ecertsonline

Home | Reports | Archive

Systum Settings:

Account Information:
MWame CAImiE Wincliss L LDCEt::I"I:

WWinciows Ana Lis
Addrass ke L s el L H-a:
City, Stafe, Tip Garden Groeee | CAFI733- 1254
Contack./ohrrmy Mack
Telephone 714 Sdd 154757

aflowed Delivery Oplhons!

Emai
Far
WS, Mal
Szarch

G Login dccaunbsh Faund Sid Legin Accout
Arism Farste AF orstotFicem com wiewar |l
Cardice 2 ILIL\.ﬁL-\J TG C0Mm Ledmin IO 20 2 14500 TH
Jack Staps | = Edmin
Joames Moare JMIZI LA com User

e St FUSESC0 C0m Admin
Lopd2355 42358 a0 org User

Account Information — Your name, address, contact, and phone number. If any of this
information changes, you should immediately contact the Administrator.

Named Insureds: If your company has been set up to utilize the optional Named Insured
function, the listing of your various business entities or subsidiaries will be shown here. The
Named Insured function permits each to be shown as the Insured on the Certificate at the time
of printing and is selected at the time a Certificate Interest is added. If your administrator has
determined this is not an appropriate function for your organization, this portion of the page will
not appear.

Login Accounts — This is a listing of all individuals within your company that have access to
the ecertsonline program. Clicking on the person’s Name will take you into that individual’s
information page where changes can be made. By clicking on their email address, the email
program will automatically open and you may then send an email to that individual.
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In order to access ecertsonline, you must have been provided a User ID and Password by
your Administrator. If you have been assigned an Admin level, you may then assign individual
User ID’s and Passwords for those of your staff members that will be using this program. To
do this, click on the Add Login Accounts link and the “System Settings: Login: Modify” page
will appear:

Home | Feports | Archive

System Settings: Login: Modify

S ] rame

e-F 3l ADcrass (Login UsesID)

Title

Direct Phone & Edensian Password

e | [ — LIser | evels: ArTEs&]
Tranzpomaton: Deplay Vel LS
Fassmord Level | Salact - Vigwer frchive
. wenwar 11 Archiva, Beports
Sand Deivery Confirmatan [ Entry Homm, Interests, Archive
[Ha v Al et Wie BrECAT, o B ine
atrn Fa |

Enter the user’s name in the order of first name, last name. The use of middle initials, middle
names, or nicknames is optional. Enter their email address as the Login User ID. You may
also enter a Title and Direct Phone & Extension. Assign their Password. This will appear on
page as ******** and contain from 1-8 characters. Using the pull-down table, assign the
operator their Password Level from the table on the right.

Each time you access ecertsonline, it will be necessary to provide your User ID and Password
otherwise access will be denied. When you have finished, click on the Save button.

There are various functions that can be performed. These functions appear consistently
throughout ecertsonline and will be discussed later in more detail. These individual functions
shown are activated by clicking on the appropriate tab. A brief explanation of each follows:

Forms: Select Certificate: Permits you to issue a completed Certificate, and add, change, or
delete Interests. It also permits adding Addendums and attaching Endorsements if allowed.

Archive: Permits you to view and re-print Certificates that have been issued today or this
Month.

Reports: You may run Reports and profile the various Interests to whom the certificates are
sent.

10
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CERTIFICATES

The primary function of the Certificates section is to issue ACORD Certificates forms. A listing
of all Master Certificates currently set up for your account and available for self-servicing will
appear on the Home page.

Home | Reports | Archive

Welourne Cardive Blair

Snar:h:|!’.h] & tpesilie lvpe oA sasnch - & Haichas

Forms: Select Certificat e

1 Formil's] Fournd

[ fom L Numbor | nstructions [ Mads ||
List

15314 G AL E50W0 OT Cetibcang of Liahilty ROUORE 25 08 Add

Lost Accessed:  B010 20 330 Cdo SE0 O Cm

| terem | Fem ]| Oesalplen ] fate |

Cablamia Chesa Cediicale of Liab &y 13-148 G| AL 252000 O SECA13 17 4200 B8
Cartificain of Liahfily 1314 GL AU EEWC OT SA2013 17 41 00 A
Cetiicale of Lisb@y  13-14 GL & 25WE OT SUV2013 1141 00 A
Certdicate of Liab ity 13-14 GL &l 55WE OT A013 114000 A

Gy of Ceange Cardicale of Liab &y 1314 GL & <5 wC OT W03 1714000 A

Amarnca Malignal Bank Cartficain af Liabfy 1312 GL AL E5WE OT 013 171 3000 S

A BRT Constractoa. b Certficate of Lish®y 1314 GLAU XS oT S013 1123100 A

Cay of Anshain Cerficate of Liab &y 1314 GL AL ES W DT SA2013 11,5300 AM

Madhes Corgdction, oG Cartficale of Liab iy 13-14 GL AL 5WE 0T 41100 3 9 4500 A

To Issue a Certificate (Steps 1-4):

1. From the “Form: Select Certificate” section, click on the List link to the right of the correct certificate
Description and the “Issue: Form Description: Interest List” page will appear:

11
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HOm Hepors | archive | Transportation
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The current list of Interests will be displayed. If the Interest Holder requesting a certificate
appears on the list, select it by checking the box to the left of the name to preview or issue
the certificate.

2. To add a new Interest Holder, click on the Add Interest link on the top right side of the page.

T T
ecertsonline

Honmes | Cortificates | Approval | Roports | &rchive |

Forms: ACORD 2% (05710} Cortificate of Wabllity: Inkorest

e [MERTE: (03 W18 Typea o B Cmps}

Fame | Bank Of Amenca Sl vin Ere = oand | LLE Hal =
by ol Tumiy Emal 1 el vy o) el M GSs DA DO
Adn Many Adce Eangd 2
hadrass 1(P3 Ba; P 0 Box 15648 FRY VR4HER4IED (FGRAAT AR 145531780
Addwss 2{Secd) 123 Man St COREaEs Bahm KS ik
Gty Saate Dp| Drarge ca  [amear Phone 930888 7777
Crasming Lisisd 5w L
Explanslion 55455 71 MarRins s bl
Dans =iar |s2arTh Intanasl 51 By dals) Loy ']

Vriarast Holfar i ar, Somon sl 106 s fo et i paeformed oy Fe s wesd

Acidions! sws d Endorsament CEHT 00 BS)
Frimary Wonding Endorsaimant

Sutvegien Waive Endamamant

Complete the “Interest Information”: Name, Address and Explanation of the Certificate Holder.

12
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a) Select the Delivery Method and provide the appropriate information.

b) If the Certificate Holder’s interest will not exist at the end of the policy term, check the box
“Non-Renewable”. If the interest is for a dated event, type the date in the box “Date Filter”.

c) Complete the “Description of Operations” if available.

d) Click on the Save button.

The “Issue: Form Description: Confirmation” page will now be displayed:

Home | Rapors | Archiva | Transportation

Iscne: 1¥-14 CL AL 28w O Canfir nakion

» Bupsey
nF TWERY MPTIOMNS: e e
® Caws|
Dielvey Methodisr Les Nsoat fisdatoary mafvcie 3 | dunderr of Tnbormetis] ruleed 1
Subjecd Line i L Bl M % L8, M)
Ergheae MgEmn

e Pogc
Inzn.clic s

ATTAGIHICT REGIPTEYTA CH wrnse mesipicntdss ples cheek i b, B2=s e s mnaees

| B

I T T T T

3. The Confirmation page allows you to select a delivery method override, add additional wording
to the coverage page and preview the certificate for accuracy.

a) Click on the pull down next to “Delivery Method(s)” and make your selection to override
b) the delivery method selected on the Interest page.

c) Complete the coverage page “Subject Line”, “Coverage Page Instructions” and add any
necessary notes to the “Archive Memo” section.

d) You can now either click on the Preview or Issue link to review or issue the certificate(s).

Once you have issued the certificate, the “Issue: Form Description” page will appear:

13
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ecertsonline
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4. The Issuance Summary provides the details of the batch previously issued. On the right is a

list of links for additional information:

e Issue Copy — Click on the PDF icon to view a copy of the issued certificate(s).

¢ Interests — Click on the Interests link to view the list of Interest Holders who were issued

certificates within that batch.

o Recipients — Click on the Recipients link to view the list of Recipients who were issued

certificates within that batch.

e Delivery-Completed — Click on the Delivery Completed link to view the Interest/Recipient
certificates delivered and how they were delivered (email, Fax or US Mail), and if the delivery

was successful.

e Return — Click on the Return link to display the Interest List page (Step 2 of 4).

MODIFY INTEREST

To modify and Interest, click on the List link to the right of the Master Certificate name. A listing
of all Interests on file for the Master Certificate you have chosen will appear. Click on the
Interet Name of the Interest you need to modify then click on the Interet Name again. When
the Interest record appears, make the necessary changes or modifications. When you have

finished, click on the Save button.

14
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Home | Reports | Archive
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Also, please familiarize yourself with this page since it is used to launch many of the functions
that you will be performing in ecertsonline. It is referred to throughout this section as the
Interest’'s Maintenance page. The page contains five (5) function links listed vertically on the
right side:

o Preview/lssue permits you to continue the certificate issuance process.

e Add permits you to add another Interest

o List returns you to the list of Interests.

e Copy permits a Interest to be copied. This will be discussed in the following section.

¢ Mark as Non-Renewable will remove the Interest from the Interest List.

COPY INTEREST

Copy Interest is another time saving function incorporated into ecertsonline. It is based on the
fact that multiple Certificate Interest(s) on a Master will often bear a commonality of data or
wording, and we wish to take advantage of that in order to eliminate keystrokes. This function
permits an Interest from one Master Certificate to be copied to any other Master for an insured
since in many instances similar or even identical wording may be used in the Description of
Operations section, and we can capture then modify it without re-typing the entire section. To
make this even easier, if you are adding several Certificate Interests that contain common
data, ecertsonline will permit you to copy as many as you need in a single operation.

Insurance Visions Inc
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To copy an Interest, follow the same sequence used in Modify then click on the Name of the
Interest you wish to copy. At the Interest Maintenance page click on the Copy link located on
the right side of the page.

Home | Reports | Archive |

13=14 GL AU X5 WC OT: Inlerasts: Gopy

nlerzz2is) T3 b copiad 1

cAnce L_p}|

Diptiaiis:
O aa Capy Soflis 10 Inlersst Hamee

P
1 Explanation
"1 Diescription of Cpeeations

L] Endorsemants

The page reflects the number of Interest(s) to be copied. Select the Master Certificate to
which this Interest will be copied. Make your “Options:” and “Exclude:” choices and click on

the Copy button and the process will be complete. You will then be taken directly to the
Interests listing.

REMOVE AN INTEREST FROM THE LIST

To remove an Interest from the list, first select the correct Master Certificate then at the
Interest Listing click on the Name of the Interest. At the Interest Maintenance Page, click on
the Mark as Non-Renewable link. A confirmation comment will appear, “Are you sure? Yes
No”. If you want to proceed with the change, click on the Yes link.
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ADDITIONAL FEATURES
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Your company may have features turned on that were not displayed on the above pages. Below are
possible features including instructions for their use.

NAMED INSURED

ecertsonline

Bnme | Certificatns | Apgpeounl | Reports | Aechies |

Forms: BCORD 25 {05/ 10) Certflcate of (akiing: Interost

Eava |

WO 03 BT B e s A i}

Hamad Insinasd: | Colfamia o w s Repal Sy on PO B 456 Garoan Seove C4 S351C Jir Myar

Lascilin: b Gt S, M v G255 M e Aalor s e e B94EL

[Imtomst Tlormation: ______________________|
Hama |Bani M dmenca
City ol Tusiin
Atin Wary Alkce
Auldreas 1 (PO Basg P O Box TEESE
arideasn 2 {Stant) | 123 Man Srael
Gty Siaw Iy

drasga o, | EREIF

Coumry | iress Goes w

Deefireary Malbodi{s]

Sared v | el LA SRR

Evesant 4 frab @b L nocens 5407 Com
Eraiil 7
Fad (172354202 (PIAEAT AR 1 TLATE B

Camliad [Rutsin Ky,

Phgre [003-258-7777

T Men-Rerewabie

Date Filar{search narast kel by dale) (LR

If the Named Insured feature is turned on for the Insured, the Named Insured pull down will appear
at the top of the page when adding or editing an interest. Click on the pull down and select the
Named Insured to be assigned to this Interest and is to be printed on the certificate.

LOCATIONS

ecertsoniline

o oz

| Certificates | Appreval | Reparts | Archlve |

Farme: ACORD 35 (057 10) Cartillcats of |isbillty: Intersa

Save EPEITE o0 FT Ty b ] L]
Hamsd Insured: | Zabioris Wik =i Depar Sarece PO B 858 Gordes Crge 080500 Jow Ve
Leeation: i Eyah drent U v S4455 Wasthouas ARSR Lie Salew o HE458

[ T —
Meprre Emrk Oi&nmsmcs
Cily of Temtin
dgn ey Allcn
Ackdwes 1 (00 Soog) |F O Box S5
Addipas 2 [Sreal] |12 ManSieal
Ciy Stae Ip | eangs Ca | inesmy

Ca iy b’ " e w

clivery Mathed (5]
Sand via  Cva e

R
Ereml 7 rkal RN rEE AR CaNEIDn COm
Ennd 2

Fax 17142854280 P GRRAT Al 178433 50.040]

Cantas el W ey«

Fhens | 93 087777

[0 kion-Bonssakls

Dt Fier (earch Intenes ol b dere)

ferves ek
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If the Locations feature is turned on for the Insured, the Location pull down will appear at the top of
the page when adding or editing an interest. Click on the pull down and select the Location to
be assigned to this Interest and to be printed on the certificate.

ADDITIONAL INSURED

The ACORD 25 form includes a column to check if the interest has Additional Insured status.

Intarast Information:

Kame: |AB.RT Comsmuciion, inc.
KBRT Holdmgs. Inc.
Aln kSR Smilh
Addrags 1 {PD Bax) FO Box 4358
Addrass 2 [Shiest) (2347 WY, Aval on Baulesard

City Stalz Dp [van Muys

235

Gountry [Unec Saes

Explamst on |BAARE

S wid [Pl (o Cebvnry) W | and [oSeken. wl

el 1
Eringsl 2

Fisd FORMAT K350 17 145321218
Confact

P

[ BeneRenewstis
Liste Fiter |search nbaesst list by dste)

Subrogation Waiver:
[ Gererat Labilty
[T&idta | ishikty
CIExcass Liatdiy
[Chwiarkeers” Compensation

Come

Excluched Cowerage:

[ zaneral Liabiry

[T agn | iakdity

[ Ewcazs Ushifty

[ Workers ©ompansation

= Qi

If this feature is made viewable, check any of the applicable boxes, to indicate the lines of coverage
Subject to Additional Insured status for this Interest. At the time of issuance, a check mark will

appear next to that section on the

SUBROGATION WAIVER

Interest Informatinn:
Mame ABRT Comsmucton, o
KBRT Holdings. Inc.
#hin bak Smith

Addmgs | (PO Bar) PO Box 4758

Bgdraers 2 [Shinal) | 23475, Avesl an Baulisad

Caly Slals Dp |Yian Mirss

printed certificate.

Ca 22356

Country [Lnied States

Explasat on |B5455

S win [Pl ino Cetvery) W and [seeen. Wl

Erned 1

Eringsl 2
Fisd WFORMAT K50 A7 14553 1E1E)

Conlac

Frpss

[ HereResevwetie

Diste Faler [gearch |nbesssd |28 by dabe)

Additional Insured:

= Genpnad Liabdiy

B B Lisdiliy
[ Exeeas Lasbibty
[ mber

Subrogotion Walvar:

[#] Garerad Lisbility

[l &ia Lishifg
CIExcess Liazaity
[Chwsnmers” Compersation
[ camer

Excludad Coverage:

] Generd Liabiity

7] Basn Liskdity

[ Exees Lishibty
[vinekers Compansarion

= Qnrer
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The ACORD 25 includes a column to check if the interest has Subrogation Waiver status.
If this feature is made viewable, check any of the applicable boxes, to indicate the lines of coverage

subject to Subrogation Waiver status for this Interest. At the time of issuance, a check mark will
appear next to that section on the printed certificate.

DESCRIPTION OF OPERATIONS

Elesariplinn of Operatinns

rimgert —olcler i an Aurdcilion o irepare o -for wivie paric mead by the lnsured

Adk oralinsued Endorasment LU TT B
innary Vo ding Encic e

Subragatian Wame Endsrsiment

If this feature is made viewable, complete the section with the necessary additional wording.

You are permitted up to five (5) lines containing approximately 150 characters, but only if you use
upper and lower case. If you use only upper case, the available space will be lessened and the text
may print off the page.

EXCLUDE COVERAGE

If the agency turns on the Exclude Coverage option, this feature is used in order to reduce the
number of Master Certificates required on an account. When adding an Interest, the association with
the Insured may only be applicable to a specific line of coverage or combination of coverages. For
example, while your Master Certificate may contain GL, Auto, Excess, Workers’ Compensation, and
perhaps additional coverages in the “Other Section”, the Interest you are adding may only pertain to
the GL and Excess coverage.
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Intarast Information:

Rame |4.B.F T Consmucion, inc.
RBRT Holdings. Int.
Aln bR S mil
Addreas 1 (PD Box) [P0 Box 5555
Addrass 2 [Shieat) [Z347 W, s on Boulesan

iy Slabe L | Wan Muys

Couniry [Unied Sees

Explamat on |BE4EE

Naliwary Mathod{s);

S il [Frnd (o Doy % and [ Seedt. v

Ernasl §
Srngl 2

FAx (FORMAT &5 AT 4SSN E217)

LI HerRenewatie
D1ste Filter [3aarch Inteesat list by dste)

Fl Genzal Liatality
=] fusho Linbdry
abifly

L Excess |

MHhar

Subrogation Waiver:
[ Gererad Laabibty
[ Ao Linhikty

[IExcess Linkiiy

[_I'arkers” Compansatian

M

Excluded Coverage:

O General Liabiity
| Bgsn Linddiiy
Eucass Lmbily
“Workers Compensation

¥ teer

Check the box of the coverage sections to be excluded. Excluding coverages omits the coverages

selected and their insurers from the final issued certificates.

REDUCED LIMITS

If turned on for the master certificate, this feature is used to reduce the number of Master Certificate

required on an account. When adding an Interest, the association with the Insured may require lesser
limits than those on the certificate. This function applies to the General Liability, Auto Liability, Excess
Liability, and Employers Liability fields. It only permits limits equal to or less than those shown on the

Master Certificate template.
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GENERAL LIREILITY
& Eafa OOCurramce

Bamagz ta Reseed Presises (Ea ODosuszpesse

Rreducad Limit

& 1000000

0oTE00

EMCESS LasBILITY

WORKERS CONFENEATION
EL Lazh Accicmne

Disssas (Ea Kopi

To use Reduced Limits follow the steps below:

1. Check the box “Print Reduced Limits on Certificate”.

Faduoad Ll

Insurance Visions Inc

2. Input the lesser value next to the correct coverage. Use numbers only. Literal wording or text

such as Two Million, Excluded, None, etc. will cause an error.

CUSTOM FIELDS

If custom fields are used, type the correct data in the field. Those fields with an asterisk (*) are mandatory

for input. If no data is input in these mandatory fields, the Interest will not be saved and the user will see

the word “required” next to the blank custom field text box. The data added to the custom field text box can
print on the cert within the first two lines of the Description of Operations. Place *fieldname™* on either Line 1
or Line 2 of Preferences Description of Operations Default Wording section and check the necessary box to
the left for no entry, to disable the ability to override at the Interest Level.
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LAYERED ATTACHMENT

Cus o SPACHIT = Comptrm Marcatony Fed's
LCasrect iz * It Ewcass Ll

If Layered Attachments are used, type the Total Excess Limit in the box provided.

The limit determines which additional policy layers will appear on the Layered Attachment form, but only
up to the limit you input here. This is automatic and no additional steps are required.
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If adding addendums and attaching endorsements is allowed, The Interest: Maintenance” page will be
displayed after clicking on the interest Save button.

Home | Reports | Archive

ACORD 25 {05/ 10} Certificate of Liability: 13- 14 GL AU X5 WC OT: Interest: Maintenancs

Inlerest Informalion

KERT Holdngs. Irc
Attn: Iatt Srrath
Bddress 1 (PO Box) PO Box 4255

Ciry 5date Tip WVan Bys CA 97866
Explanation 35453

Mama 58 B T Constuclion, lng

Addeess 2 [Skreet) 2347 W, Adation Boulevard

Stalus Renawabla
Exchudad Covarags OT

Primted: LIN201311:2005 aM =l Modebied: 9/5/2013 1115900 84 Candice Sir

Addandums:

Docuwments:

Artached Fndorsements:

Addsanal Ingurad - Commancial Suty

CECATI

R E W

Fravigs/lssua

EEE

Mark a5 Yon- Ranawahls

Add

Description

Uplesd POF

Acdded [ Commem ]|

arrach

e eeaipion | Wumbo | Erplanaton |

It is referred to throughout this section as the “Interests: Maintenance” page.

ADDENDUM

If additional wording is necessary, beyond the “Description of Operations”, then an Addendum will

need to be added.

From the Interest Maintenance page, click on the Add Addendum link located in the middle of the

page, and the following page will appear:
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1117 GL AU XS W Interests: Addendum: Edit

Save |

Imterestz Bank Of Amenca
Addendum Description:

hadicicnal Desoripcion of Cperaciczs

Daleta

Type the additional wording. Or, copy and paste the wording from another document.
Click on the Save button once complete.

DOCUMENT

If a document, other than an endorsement, needs to be stored with the issued certificate, then a

Document will need to be uploaded. From the Interest Maintenance page, click on the Upload PDF
link and the “Interests: Uploaded Document” page will appear:

Interests: Upload Docurment

U ploed Document

In order 1o upinad your Lanifcabe Raguast o eLansUNLINE, chok on the Besosa buitor fo locaie. thes chck on lUipigad
# Only PO Fies ars supported,

# Cinly POFswith B3 or lsas par page are suppored

Click on the Browse button to locate the Document, and then click on the Upload button.
Click on the Save button once complete.

ENDORSEMENTS

Click on the Add Endorsement link from the Interest Maintenance Page. The list of approved
endorsements for that master will be displayed:
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ecertsonline

Home | Certificotes | Approval | Reports | Archive |

11-17 GL AL X5 W Interasts: Endorsemeant(s): Rttach

Intareat Hank Of &msrcs

Approved Erdorsemsamfs]

El Endorsement
] ABE - Dwnsre, Lasnsss or Corbactars - Schedsduisd Femaon/Drglrastion (Adminl) A0 RE EL DL O
:__ Addiions! rsured © Commenisl Aoto AECATOL
] addasenst Drsumis - Blarios AT 1020
[0 Addiionsd Irmured - &L & 2016
|
Cancel Arinch Endetsament(a)

Select the endorsement(s) to be attached to this Interest by checking the box to the left of the
endorsement name, then click on Save.

Endorsement Wording is a free-form text field that can be printed onto an endorsement where
space permits. To access this function, the endorsement fields, Interest Wording 1 — Additional
Insured(s) and/or Interest Wording 2 — Location(s) need to be added to the endorsement by the
agency. From the Interest Maintenance page click on the Name of the Endorsement. The
Endorsement Wording 1 and/or Endorsement Wording 2 text box will display.

Forms; ACDRD 25 {05/ 10) Certificate of Liability: Interests, Attaoched Endorsesment

Sane Imesees Hank Of Amenca
Endersemend Adoiional ivsured - Bianket - 4 1020
Farikxplanation

Endomsament Werding 1: Flame of Additional rswead Perscniz] or Crgan zatwris]

l Dialmbe |

Complete the “For/Explanation” field; provide a title or explanation for the endorsement. Type the
additional wording or copy and paste the wording from another document. Click on Save once complete.
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RENEWAL PROCESSING

Before beginning the renewal process though, it is important that you first do some
housekeeping. Using Interest Maintenance, you should make any changes necessary to the
Certificate Interests’ information including the deletion of those Interests that are no longer
required. If you have been using the Non-Renewable feature, the Administrator will filter out
those Interests for you if you choose.

The renewal function is identical to the standard issuance process except at the Interest
selection, you may wish to click on the Select All button. At time of issuance, ecertsonline will
automatically send all Certificates, Attachments, and Endorsements to all Certificate Interests,
Insurance Carriers, and the Administrator.

REQUEST CERTIFICATE

The Request Certificate process is not only designed as a training aid for new Users, it can
also serve the function of monitoring the ongoing issuance of certificates that may be difficult
or potentially problematic. It permits the Administrator to review the completed certificate prior
to its actual issuance so that both the Administrator and the User can be comfortable with the
fact that the certificate was properly prepared. Once the User has mastered the certificate
process, this feature can be turned off by the Administrator.

Once you have selected the certificate and holder, click on the Request Certificate(s) button.
At that moment notification is sent to the Administrator advising them that you have completed
a certificate that requires review and issuance, and the following page will appear:

Calitoasmin Wimndnves Forin ACHAN 25 (1510 Cetilioale of Lishility Doscrglion: 12 - 13 GL AL EE WS OT

Toena: BCORND 7% 0%/ 10) Cartficate of Hiahility

Batch Me. SO0 SO Visians Intrace Sy the aedificabs
ad il Egroead, 500 8 GOy al he catiicate b
Batch Des E 3
iRl canoiceDoawind owe. com
Dealivary Mathed{s] L=s Intarest Nls celnery Tisthods
I ] T e VNG oS
THsLrE Tig [ Fakurm
Form Crocrimtion 13 "2 O S0 S Wi o0
Tep: 13315
Ztatus e
=" PO R ] | I PO T I S )

No further action is required on your part. Click on the Return link and you will be returned to
the Certificate Holder selection page.

After review of the certificate and all attached documents by the Administrator, they will make
a determination as to whether the certificate is correct. If acceptable, they will issue the
certificate. An email, with a copy of the issued certificate, will be sent to the you.

26

Insurance Visions Inc



ecertsonline — Client Services Manual Insurance Visions Inc

REPORTS

The Reports function permits certain information to be displayed on-page, then immediately
accessed. This eliminates the necessity of accessing each file individually in order to obtain
the information you require. These reports may be sorted in ascending or descending order,
then printed on demand. Currently there are two types of Reports that can be compiled:

Home | Reports | Archive

Heports: Manu

A Ko USEOS B0 ToNT dsieary Comaiew & I 01 alinler 255 o6 (82 0w Form bumbern

g e Low Regods ACORD 25 @540} Tedificata of Lishility [87) o =

1. Usage Log - A listing of your ecertsonline activity.

2. Interests Reports — A detailed report of all Certificate Holders for each Master Certificate
that has been set up for your account.

To run Reports, click on the Reports link.

USAGE LOG

Click on the Usage Log link. The Report Options page will appear that will indicate a date
range.

Home | Reports | achive

P s Ulsuye Lomy:

Dale Rarge: 8192013 thw | BAR012

| Caninug

You may change the dates to accommodate the range you are looking for then click on the
Continue button. The listing that appears is for all Certificate issuance activity including the
Certificate ID used by ecertsonline. Since the size of this report is lengthy, we will not display a
picture. Also shown is the name of the Certificate Interest, the email address it was sent to or if
the Certificate was viewed/printed locally by the User, and the date & time of the transaction.
Any column except the email address may be sorted in ascending or descending order by
clicking on the appropriate heading.
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INTERESTS REPORTS

Interest Reports can be created in an HTML or Excel format. Click on the preferred icon
and the options page will be displayed:

Home | Rapoets | Archiva

Ramndc: Intaracts: Ceeal: ptlane
Cantficate [13-12 B AU HE We OT ]
steres] Dlalus | Rerswwabis b
Frinl Date
Genarain
Exclude from Reporz
[ Excluded Coverages
[ adninnal isred
L) Subrogstion Waker
[ Feduced Limits
L] &ddandums
O Endarsemerie
O Emdarseenest Wondng 1 - Adcitional rered{s)
[ Enarssrnent Wrdng 2 - Locstion(s)
71 Carsfinatn fin
E Daescrption of Operations

Make your selections and click on the Generate button. The appropriate report will be

displayed in a separate window. The report will include a list of all the Certificate Holders for
all Master Certificates selected.

ARCHIVING

Archiving is a function that automatically stores any completed Certificate, Attachment,
Endorsement, and Addendum at the time the form is issued by the User. The forms are stored
in the User’s folder on a secured server and in the identical format in which they were issued.
At any time within the timeframe selected, the User can retrieve and View or Print a copy
locally.
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EXIT

Insurance Visions Inc

To exit, click on Logout located at the top of the page, and you will be taken to the ecertsonline

Logout page.

ecertsonline

B Maanlins

"CLoCFve ElIfezzhl v cpped ol

Click on the ecertsonline Log In link to be returned to the Log In Page. If you return to the
ecertsonline Home page, you must then click on the Windows “Close” icon to exit out of

ecertsonline.

When you are inside the ecertsonline program, we suggest that you not shortcut this
procedure by simply clicking on the Windows “Close” icon. There are numerous technical

reasons for this, and your assistance in avoiding the many potentially negative implications is

greatly appreciated.
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