
How to generate a Certificate of Insurance
The fastest way to generate your Certificate of Insurance is now through 
your online account. Quickly and easily create and access your proof of 
insurance in three easy steps.

Select the Certificates header then select Add a Certificate1

2

3

Select the Policy and Certificate type and complete the form.  
 
For Property certificates you will be asked to select the applicable location. You can also 
add a Certificate Holder if desired. If you require additional customization please contact 
your agent.

Click Create Certificate of Insurance.

Note: Your policy must be added to your profile and appear in the drop down to be 
available for a self-service certificate. 



The Certificate of Insurance will automatically open once generated. You can use the 
options in the upper right corner to save or print the COI.

All previously generated Certificates can be found on the Certificate of Insurance tab. 
Select the Certificate link to view.
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Frequently Asked Questions

What if a mistake is made entering the certificate holder information?
You can generate a new COI with the correct certificate holder information. Follow the 
same steps outlined above.

How long will the COI display within the portal?
At this time all generated certificates will appear within the Certificate of Insurance tab, 
regardless of when they were created.

Why is my Certificate not displaying?
Certificates of Insurance generated by Agents will not appear in online accounts. 

Only certificates generated for policies listed within the user's profile will appear in 
online accounts. If a policy was removed from the user profile, the previously generated 
certificate will be removed.

Can I delete a COI from my profile?
At this time, all generated certificates will remain in the Certificate of Insurance tab and 
cannot be deleted.

My certificate holder is requiring additional language on the certificate, how do I  
add this? 
Any requests that require additional language will need to be completed by your 
independent agent or broker. 
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