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Update Certificate Holder list for Renewal 
 
Click on Review Certificate 
Holder List to update on line 
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Click on Certificate Holder 
Spreadsheet to update e
and email to Van Gilder 
Representative 

xcel 

 
 
 
 
 
Note number of pages, if 
more than one go to items 
per page and enter in 0 and 
click search.  This will 
display all certificate holders 
 
Click on check mark in issue 
box to remove holder from 
renewal process.   
 
If changes to the holder 
information is needed, click 
on change 
 
 
 
 
 
 



Make appropriate changes to 
holder information and click 
submit request 
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After updating list click send 
If a new certificate holder is 
needed click on add , the 
update delivery information 
screen will display for 
completion 
 
Upon clicking send, VGIC will 
receive notification of updated 
certificate list to include any 
additions or changes and 
renew certificates accordingly. 
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