
12/22/2011 

Community Association Certificate of Insurance  

Step by Step Visual Instruction 

Note: If the Association is still under development, or if a certificate is not available, you will be unable to issue a 
certificate on this system. A Certificate of Insurance Request form will appear. Please enter the appropriate 
information for the Certificate Holder where indicated.  Complete the Delivery Information.  Under the Certificate 
Information, Description of Operations please include the property address, unit owner and loan number. When you 
submit the request, the information will be received in our office via email.  A certificate will typically be issued and 
sent to you within 48 hours.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter login ID and Password as previously provided 

Click on Community Association 

Click on Certificate to start process 

 

Click on Insured Name 

Type in Association Name or part of, click search 
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Click on Certificate to build Acord form 

Click Submit Request to create certificate 

The recipient fields 
may be used to 
forward certificates to 
others, by simply 
completing the 
attention line, 
checking the Email this 
Form box and entering 
the email address of 
recipient 

Complete Certificate Holder 
information, All * fields are required 

Complete Holder specific section with  
Loan Number: 
Unit Owner Name: 
Property Address: - use Lookup to 
select appropriate address 
Location/Property MUST be shown on 
policy for coverage to apply, click 
Look Up to view 
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When done, simply “X” out of form in the right hand 
corner  

 

Form can be printed, saved or emailed by simply clicking 
on the appropriate icon 

To go back to association selection, click on service menu or 
click on logoff to exit  

 


