COIl and E-Certs Overview

Before you use eCertsOnline for the first time you must download and read the user guide. This is the only way you will know
what user ID and password to use when logging into the system. User Guide (CLICK HERE)

You will request all certificates via the Internet through eCertsOnline. eCertsOnline is an Internet based tool that creates, stores,
and issues certificates of insurance via e-mail. We are providing this tool to USASA individuals who are responsible for
obtaining and delivering certificates of insurance to holders.

What's a holder you ask? A “holder” is simply the name of the person or company or school district or whomever it is requesting
that you provide a certificate or proof of insurance before you use a field or other facility. It's that simple.

eCertsOnline will let you prepare the document needed to prove that your team or league has insurance coverage while using a
facility. You will be filling in online forms with your name, a way to contact you, and the name of the government or company
organization whose facility you plan to use.

You will also be telling eCertsOnline where to e-mail the official copy of the COI which you need.



https://usadultsoccer.com/wp-content/uploads/2024/03/client-services-manual-insured-09-09-2013-30.pdf
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https://ecertsonline.com/Default.asp

ONLINE PROCESS

Step 1: Once you are on the form maintenance page, you want to select ‘Add Interest.”

Step 2: This is where you will input the details for the holder. First you want to select which member/state association it
is for. Secondly, you will add the holder’s name and address. Then on the right side of the screen you can choose how
the COI can be delivered, Email/FAX/Print. If you choose the print option, you will have to send the COIl manually.

Step 3: On this step, you have to select how you would like it to be delivered. If you chose email/fax/print on the last
step, you could change it specifically for this COI on this page. You can choose to preview the COI before issuing it as
well (to make sure everything looks okay) then click issue when you are done.

Step 4: You can now pull the COI. You can see on the attached Step 4 image; | chose to Print (because | am sending
the COI to you) and there were 0 Completed Deliveries (since | printed). You can click the PDF file at the bottom of this
page to obtain the COI.
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SPECIAL REQUESTS /
ADDITIONAL INSURED

“If the city/municipalities push back on our certificate requiring additional information (More limits, additional language, etc.),
what do | do next?”

Please send an email to Amber and she will work with USI to get the COI updated.




HOW TO CANCEL A COI

Step 1: Select which holder needs to be cancelled
Step 2: Click the “Assign” drop down arrow
Step 3: Select Cancellation

Step 4: Fill out date of cancellation and reason (example: 06/03/2024 reason: permission to use field not given)
Step 5: Issue

*If there are issues cancelling, please let Amber know. She can issue the cancellation of the COI.




