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Certificates 
 
 
Click on Certificate of 
Insurance to issue certificate 
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For renewal certificates click 
certificate holder list to 
update 
 
 
 
 
 
 
 
Click certificate template 
needed 
 If reprint is needed click on 
the previously issued 
certificate radio button, 
select certificate needed, 
click submit request to print 
 
 
 
 
 
Select add holder 
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Complete certificate 
holder section 
 
Click submit request 
button at bottom to 
print certificate 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Click certificate to view a and print form 
Form can also be emailed 

3 of 4 

 
 
 
 
 
*Please be advised if you have pop-up blocker 
installed on your computer you will NOT receive 
your certificate.  Please disable your pop-up 
block by going to the TOOL menu in Internet 
Explorer.  In the Pop-up Blocker section, choose 
DISABLE POP-UP BLOCKER prior to issuing the 
certificate in order to receive it.  Also some pop-
up blockers give you the option to add specific 
websites that will allow pop-ups, please add our 
website. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
To issue another certificate 
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To return to menu click service  
menu  
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