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How to… and where… 
 
 

Q: How do I Login? 
A: See page 1 
 
Q: How do I add a new Insurance Company? 
A: Instructions on pages 2 and 3 
 
Q: How do I edit an Insurance Company’s Details? 
A: See page 4 
 
Q: How do I add a new Insured to the database? 
A: Instructions on pages 5 and 6 
 
Q: How do I edit an Insured’s Details? 
A: See page 7 
 
Q: How do I create a Liability Certificate? 
A: Instructions on pages 8 and 9 
 
Q: How do I add or view a Holder to a Certificate? 
A: See page 9 
 
Q: How do I edit a Liability Certificate? 
A: See page 10 
 
Q: How do I create and edit a Property Certificate? 
A: See page 11 
 
Q: How do I add or view Property Interests? 
A: See page 12 
  
Q: How do add a Vehicle Identification Card? 
A: See page 13  
 
Q: How do I view, edit or print the VIC’s?  
A: See pages 14 and 15 
 
Q: Are there any enhanced features? 
A: Yes, See the Enhanced Features Section beginning on page 17 
 



Step One: Producer Login 
 
 
 
 
Once you’ve been included in the Producers Certificate Program. You 
will receive an e-mail containing your user ID/password and a link to your 
producer’s home page. It should be similar to the one below. You may want 
to add this page to your favorites for ease of access later.  
 
 
 
 
 
 

 
 
 
 
 
 
 
Enter your provided Producer ID and Password then click the “Login” button. 
  
 
 
Note: Once you have provided us with a copy of your logo. It will appear on all 
of the pages within your database. 
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Step Two: Input your Insurance Companies 
 
 
 
Once you have “Logged In” you will see a dialog box similar to the one below. 
 
 
 
 

 
 
 
 
Just below the Certificate Program title, there are three blue text links. Please 
click on Insurance Companies. This will take you to a dialog box similar to 
the one below. 
 
 
 
 

 
 
 
 
 
To add a new Insurance Company to the database click the “New” button.  
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Step Two: Continued…. 
 
 
This will take you to a dialog box similar to the one below. 
 
 
 

 
 
 
 
Here you can add an Insurance company’s data one by one. After entering 
the company’s data click the “Save” button. This will return you to the 
Insurance Companies dialog box. 
 
 
 

 
 
 

To view or edit a company’s information, enter the company’s name and click 
on the “Search” button. This will show you a page similar to the one at the top 
of the next page. 
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Step Two: Continued…. 



 
 
 
 

 
 
 
 
To edit a company’s information click on the company’s name. The company’s 
name is highlighted in blue and on the left. This will take you to that company’s 
contact info dialog box similar to the one below. 
 
 
 

 
 
 
Here you can view and make changes to the company’s contact information. 
Remember to click the “Save” button to save any changes you have made. 
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Step Three: Input Insured’s Information 
 
 
From the title menu choose the blue link Insured Certificates. To add a new 
Insured click the “New” button. 
 

 

 
 
This will take you to the add Insured’s Detail box similar to the one below. 
 
 

 
 
Here you will need to input the Insured’s contact information. The login ID 
will be automatically generated after you save the Insured’s details. 
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Step Three: Continued…. 
 
 
You the Producer must choose the password for your insured. 
 

 
 

The enable check box is your control button for the Insured. 
 

 
 

Meaning: You check this box and their certificates are online. Uncheck it if 
the premium has not been paid and they’ll no longer have access to their 
certificates. 
 
 
As a producer you will need to furnish copies of the signature or signatures 
for your certificates to the Administrator of the Certificate program. Then they 
will be available to select from the “Select Signature’s” drop down box. At 
which time you can choose the signature that fits the Insured’s certificate.  
 
 

 
 
 
After you have entered the appropriate information click the save button. 
You will then be returned to the beginning, where you can add more Insured’s 
information. Or view and edit the one’s that you have already entered. 
 
 

 
 

To view or edit an Insured’s information click on the blue link Insurance 
Companies, then enter the Company’s name and click on the “Search” button. 
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Step Three: Continued…. 
 
 
This will take you to a page that looks similar to the one below. 
 
 

 
 
To view or edit this Insured’s account, click on the Insured’s name. It will be 
highlighted in blue on the far left. This will take you to the Insured’s Detail 
box, similar to the one below. 
 
 

 
 

Here you can view and edit the Insured’s information including their certificates. 
Or you can add and view their holders as well as enable or disable their 
account. 
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Step Four: Creating a Liability Certificate 
for the Insured 
 
 
After locating your insured via the “Search” button, click on their name 
highlighted in blue. Scroll down until you see the Liability Certificates control 
bar. It should look similar to the one below. 
 
 

 
 
 
Click on the “Add” button, this will take you to the certificate. 
 
 

 
 
 
 
Here you will enter the issue date of the certificate with a description of the 
certificate in the spaces provided. Then choose the Insurance Companies that 
will be providing the coverage for this Insured from the drop down boxes. The 
rest of the data will vary depending on the Insured. 
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Step Four: Continued…. 
 
 
 
 
Creating a new certificate continued…. 
 
 
 
 

 
 
 
 
After the pertinent data has been entered click the “Save” button. This will  
return you to the view and edit page for this Insured. If you need to enter the 
Holder Information for this certificate click on the Add Holder link to the far 
right. 
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Step Four: Continued…. 
 
Here you can add a holder to this certificate. 

 
 

 
 
After entering the Holder information click the “Save” button. This will return you 
to the view and edit page of this Insured. There you can view the holder list by 
clicking on the words Holder List, next to the add holder text. 
 
 

 
 
 
You will see a page similar to the image below. 
 

 
 
If you wish to edit this certificate click on the “Edit” link to the far left 
highlighted in blue. This will return you to the original certificate file where you 
can view or edit the Insured’s Certificates. 
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Step Five: Creating a Property Certificate 
for the Insured 
 
After locating you’re insured via the “Search” button. Click on their name 
highlighted in blue and scroll down until you see the Property Certificate control 
box. It should look similar to the one below. 
 
 

 
 
 
To create a new Property Certificate click on the “Add” button, you should see 
a page that looks similar to the one below. 
 
 

 
 

 
 
After entering the pertinent data click the “Save” button. To edit the Property 
Certificate click on the “Edit” link highlighted in blue, on the left of its control 
bar. 
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Step Five: Continued…. 



 
 
 
To add an interest to the Property Certificate, click on the text Add Interest. 
It will be highlighted in blue, on the right of the Evidence of Property Insurance 
control bar similar to the one below. 
 
 

 
 
 
 
This will take you to a page similar to the one below. 
 
 

 
 
 
 
Here enter the pertinent data and click the “Save” button. This will return you to 
the Insured’s original file where you can view or edit the Insured’s Certificates.  
Clicking the “Cancel” button will just return you to the view and edit page of this 
Insured. 
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Step Six: Vehicle Identification Cards 
 
 
On the original view and edit page of the Insured, scroll down to the Vehicle 
Identification Card control box. It should be similar the one below. 
 
 

 
 
 
Click on the “Add” button. In a pop up window you will see similar card to the 
one below.  
 
 

 
 
Enter the pertinent data and click the “Save” button. 
 
Note: The Agency/Company and Insured areas will be filled in with your current 
data. To edit or view this card again click on the Edit link highlighted in blue on 
the left of the Vehicle Identification Card control bar. This will open up the same 
box so you can update the card’s data. To do mass updates see the “Enhanced 
Features” Section. 
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Step Six: Continued…. 
 
Note: You will find all the Insurance Companies you have entered into your 
database in a pop up menu similar to the one below. 
 

 
 
 
If you wish to print the list of cardholders, click the “Print List” button. This will 
open Adobe Acrobat and display a printable PDF of the list of cards stored in  
your database. It will look similar to the one below. 
 

If you choose to print all of the Vehicle Identification Cards, click the “Print  
All” button. A  PDF will be generated for all of the actual cards. 
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Step Six: Continued….  
 
 
 
Meaning: This is what a similar card will print like so load up that tray. 
 
 

 
 
NOTE: When you are done working on your database always remember 
to “LOG OUT”. The “Log Out” is on the right of the title bar, highlighted in blue. 
This will protect your data against hackers. 
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How do I? 
 
 
 

 
Q: How do I update a Liability Certificate annually? 
A: See pages 18 and 19  
 
 
 
 
Q: How do I copy a Liability Certificate? 
A: See page 18 
 
 
 
 
Q: How do I update a Property Certificate annually? 
A: See pages 19 and 20  
 
 
 
 
Q: How do I copy a Property Certificate? 
A: See page 19 
 
 
 
 
Q: How do I Mass Update the Vehicle Identification Cards? 
A: See pages 20 and 21 
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Part One: Annual Updates for Liability Cert. 
 
When you need to do annual updates on your Insured’s Certificate you have 
two options. First: You can edit the existing certificate by just changing the 
effective dates and any other changes, then click the “Save” button. 
 
Second: You can create a copy of the existing certificate and edit it’s properties. 
Then rename the Certificate in the description box and click the “Save” button. 
 
To do this you will need to locate the Insured in question via the “Search” 
button of the Insured’s Certificates box, and click on their name highlighted in 
blue. Scroll down to the Liability Certificate control box. It should be similar to 
the one below. 
 

 
 
Here you need to click on the Copy link, highlighted in blue on the left. This will 
take you to a copy confirmation page similar to the one below. 
 

 
 
Click on the “Copy” button and an exact copy of this certificate will be 
generated and saved to your database. Your certificate control bar will then 
look similar to the one below. 
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Part One: Continued…. 
 
 
Edit the pertinent data and click the “Save” button.  
 
Note: Producers do not have permission to delete Certificates so you need to 
be sure before copying it. A Delete button may be added in the future but for 
now that’s how it is.  
 
 
Part Two: Annual Updates for Property Certs. 
 
The instructions for this are very similar to the Liability Cert. After locating your 
Insured’s view and edit page, scroll down to the Evidence of Property 
Certificate control box. It should be very similar to the one below. 
 
 

 
 
Click on the Copy link highlighted in blue on the left. You will be taken to a 
copy confirmation page similar to the one below. 
 
 

 
If you’re sure you want to copy this cert, click the “Copy” button and an exact  
copy of the cert will be generated and stored in your database. You can then 
edit the pertinent data and click the “Save” button. Your Evidence of Property 
Certificate control box should look similar to the one at the top of the next page. 
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Part Two: Continued…. 
 

 
 
Note: Remember to change the name of the (copy) certificate in the description 
box. This can be done by clicking on the Edit link on the left, highlighted in 
blue. 
 
 
Part Three: Mass updating the Vehicle 
Identification Cards 
 
All the VIC cards can be edited individually or with the ”Mass Update” button. 
This button will open up a dialog box similar to the one below. 
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Part Three: Continued….  
 
 
 
The mass update feature will only update a field of your choosing. Let’s say you 
only want to update the effective and expiration dates on your VIC’s. Then only 
those dates would be mass updated and the rest would remain unchanged. A 
change will only take place to the VIC cards that have the same Old Value to 
the New Value. 
 
For example: If half of your cards renew every six months, then only those 
cards would be updated to the new dates. Not the other half that renews six 
months later. 
 
 

 
 
Once you have entered the appropriate changes click on the “Update” button.  
 
Note:  Remember once you have completed any task within the database, you should 
always ”Log Out”. This will protect your data from hackers!!! 
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