How to Create a Certificate of
Insurance in Applied Epic

A certificate of insurance confirms the coverage limits and policy details
held by your agency's clients. This guide walks you through how to create a
certificate of insurance in Applied Epic, from building a master certificate
template and adding policies, to setting up certificate holders and issuing
the finished certificate.

Prerequisites
e The current policy must already exist in the Applied Epic system
before you begin.
e Coverage limits must be entered on the policy application so they can
populate the certificate automatically.
e Access to Proofs of Insurance for the relevant client.
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Create the master certificate

1. Verify the current policy exists in Epic

Before creating a certificate, confirm that the current policy is present in the
system and that your coverage limits have been entered on the application.
This information automatically pulls into the certificate, so accuracy here

saves rework later.
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2. Navigate to Proofs of Insurance
In the left navigation panel, click Proofs of Insurance, then select
Certificates. Review the list of existing certificates before creating a new

one to avoid duplicates.
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Proofs of Insurance section selected, with the Certificates tab open and a list of master
certificates and their details.

3. Add a new certificate

Click Add a Certificate under the Certificates section. In the Add

Certificate screen:

e Type: Select "ACORD Certificate of Liability Insurance" from the

dropdown.

o Title: Enter a certificate name, such as 2020-21 Master Certificate.
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Click Finish to proceed.
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4. Add policies to the certificate

In the navigation panel, select the policy or policies you want to add to the
certificate. For example, select the most current General Liability policy.
Enter a description, such as 2020-21 GL, and confirm the correct policy term
is selected (for example, Effective: 6/26/2020, Expiration: 6/26/2021, Policy
Number: 1234).
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5. Set the certificate as a default template

Check the Default template box. This ensures that when you add a new
holder later in the term, the coverage limits populate automatically. Confirm
all policy limits and details are correct:

e Each occurrence: 1,000,000

o Damage to rented premises (each occurrence): 100,000
e Medical expense (any one person): 5,000

e Personal and advertising injury: 1,000,000

e General aggregate: 2,000,000
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e Products — completed/operations aggregate: 2,000,000
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in.

6. Review and save the master certificate

Double-check all entered information for accuracy, then save the
certificate. Once saved, you have successfully added a master certificate of
insurance for the current policy term, and the default template will
streamline future certificate issuance for additional holders.
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Add additional policies

7. Add other policy types to the certificate

After adding the most current General Liability policy, add any other
relevant policies. In the left navigation panel under Proofs of Insurance >
Certificates, select the next policy type you want to add, such as Work
Comp Employers Liability. You can also add policies such as Automobile
Liability, Excess Umbrella Liability, Professional Liability, or Cyber
Liability as needed.
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fields for limits and exclusions.

8. Enter Workers Compensation policy details

In the Line of business dropdown, select WCOC, then set the policy term
(for example, 1/26/2020 - 1/26/2021). In Service summary, select the
appropriate entry, such as 1/26/2020 - Renew - Worker's Compensation - Issued.
Enter a description, such as 2020-21 WC, and check Default template so this
policy is included for all holders added during the term.

In the Type of Insurance section, answer the exclusion question: for "Any
proprietor/partner/executive officer/member excluded?", select No. Then
enter the following limits:

« Employer's liability - each accident: 1,000,000
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 Employer's liability disease — each employee: 1,000,000
 Employer's liability disease - policy limit: 1,000,000
-
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Workers Compensation policy details filled in, with "Default template" checked,
exclusion set to "No," and all limits entered as 1,000,000.
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Add certificate holders

9. Open the Holders section

Once all desired policies are added, navigate to the Holders section in the

left navigation panel under the certificate, and click Holders to open the
holders management screen.
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Holders section selected, ready to add a new holder with empty fields for name,
address, and templates for this holder.

Click Add to create a new holder entry. Enter the holder's Name (for
example, Village of Crestwood) and address (for example, 100 Tower Drive,
Crestwood, IL 60418, United States of America). Optionally fill in the Phone and

Fax fields, and set Distribute via (for example, Print). Under Templates for
this Holder, verify the correct templates are assigned, such as:

e General liability: 2020-21 GL
 Workers comp/empl liab: 2020-21 WC
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Any other policy templates you previously added will also appear here.
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Holder details being entered for "Village of Crestwood," with address and templates for
General Liability and Workers Comp populated.
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10. Choose the most efficient contact method

Although you can enter the holder's fax number, it is recommended to
obtain and use the holder's email address for distribution. In the Distribute
via dropdown, select Email for more efficient delivery.
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Holder details screen with "Distribute via" set to "Email" and fields for phone, fax, and
email recipients visible.
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11. Add email recipients for the holder

Click Add in the Email Recipients section. In the Contact Select window,

choose Manual contact and enter the holder's email address (for example,
training@asnoa.net). Select whether this address should be the primary email,
and assign the recipient as To, or use CC or BCC if you want to send a copy

or blind copy. Click Finish to add the recipient.
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12. Enter description of operations and special wording

Click the Description of Operations tab. In the description field, enter any
required additional insured wording or special instructions, such as: "This
holder is made additional insured but only as respects to the operations of
the named insured." Always have an underwriter approve special wording
before entering it. Optionally, check Print Holder Summary if you want this
summary to appear on the printed certificate.
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Description of Operations tab open, with additional insured wording entered in the
description field.

13. Attach supporting documents (if needed)

If you need to add supporting documents, use the Documents Attached
tab. You can attach files from your desktop or from the customer's
attachments within Applied Epic.

14. Review and save the holder entry

Double-check all entered information for accuracy and confirm the correct
templates are assigned to the holder. Save the holder entry to complete the
process. With this, you have successfully added additional policies and set

up certificate holders, ensuring each holder receives the correct coverage
information.
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15. Add additional holders as needed

To add more certificate holders during the policy term, click Add in the
holders section again for each new holder. If you have a large number of
holders, use the Import function to add them in bulk.

Review holder details

16. Navigate to the Holder Details tab

In Proofs of Insurance > Certificates for the relevant liability policy, select
the Holder Details tab. Review the Additional Insured On and Subrogation
Waived On sections. Only check boxes for General liability, Automobile
liability, Excess/umbrella liability, or other coverages if you have explicit
approval from the carrier.

In this example, General liability is checked under Additional Insured On,
and Workers comp/empl liab is checked under Subrogation Waived On.
The Named Insured section displays the client name and address (for
example, Redbud Gardens Test Client, 999 Main Street, Burr Ridge, IL
60527).
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Holder Details tab with checkboxes for Additional Insured and Subrogation Waived, and
client information filled in.
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Issue the certificate

17. Start the Issue Certificate action

Navigate to the Actions menu and select Issue Certificate. Enter all
required information, ensuring it is accurate and complete. Only include
additional insured wording if it is specifically requested or required.

18. Select the producer and contact name

In the Issue Certificate dialog, under the Holder Distribution tab, locate the
Producer dropdown next to the selected holder (for example, Redbud
Gardens Test Client). Click the dropdown and select the appropriate
producer from the list (for example, Joseph Kobel, Katherine Bova, Nicholas
Petrocelli, Russel Kobel). Enter or select the Contact name at the top right
(for example, Joseph Kobel), and ensure the Scanned signature field is
populated (for example, Katherine Bova).
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Producer dropdown open with options, contact name field being edited, and signature
field visible.
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19. Configure certificate distribution

Still in the Holder Distribution tab, under Distribute To, select the holders
who should receive the certificate (for example, Redbud Gardens Test
Client, Village of Crestwood). In Delivery Options, set the contact (for
example, Redbud Gardens) and choose the delivery method (for example,
Email). In Email/Fax Details, enter the recipient's email address in the To
field (for example, info@redbudgardens.com). The sender's email and
signature (for example, Katherine Bova) populate automatically.
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O Claims L
Iﬂ A GL-S. | ‘
&l Activities wed
Primary Additional

Katherine M. Bova, SBCS
Histy Vice President of Education
A30-908-4226

v
Preview Finish Cancel
Applied Epic | Copyright 2019 Applied Systemi Lpron | cermview

Issue Certificate dialog with the Holder Distribution tab, email fields, and delivery
options visible.
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Verify that both the holder (for example, Redbud Gardens Test Client) and
the insured are checked in the Distribute To list. If you preview the
certificate without both selected, the preview will be blank. Confirm the
Contact and Via (delivery method) fields are set (for example, Contact:
Redbud Gardens, Via: Email), and double-check the To email address field
(for example, keraci-bova@ashoa.net).

| Issue Certificate X
File Edit Areas Home Locate Ad -
m Organization Contact
APPLIED Name  ASNOA Liesnse #
e Ho
Address Contact name  Joseph Kobel Q)
& Account Detail Cert Bt | Sefect Columns |
o Forms | org: Gontact | Holder Distrib
ontacts ]
4 ) v | i mns ‘
Opportunities ® — =
% Client Contracts -
% 4 Redbud Gat
& Policies
3|
@1 Proofs of Insurance
>
) Binders ®
® Certificates Holder |Re Producer ERAKAT | w  Katherine Bova
) Evidences Scanned signatur Issue insured copy only
@ Premium Processing Delivery Options Change Notification Settings o
® Transactions e
Ling al |
& Attachments = (T
T b
Ll GLs| Email/Fax Details eovto ||
Activities | :
AR |BU JAYAAN JIEEZEME|EE
< o
‘ Katherine M. Bova, SBCS
Hist} Vice President of Education v
£30-908-4226
= 2 v
Applied Epic | Copyright 2019 Applied Systemt i i m g LproD | cermview

Holder and insured selected, contact and email fields filled in, ready for preview.
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20. Review distribution options

You can issue the certificate without distributing it, or print and mail it
instead of emailing it. If an error appears (for example, "The Microsoft
Exchange administrator has made a change that requires you quit and
restart Outlook"), click OK and resolve any email client issues before
proceeding.

= Contact name Josey
&8 Account Detail Cert _— Seleat Columns 2
arms | Organization Contar
] contacts <5

# Opportunities

@® Client Contracts
& Policies

o Binders

HXS S

| Producer |ERAKAT | v Katherina Bova

o SR e

| Microsoft Outlook b
ssing

® Transactions
& Attachments
@ Claims

Bl Activities

The Microsoft Exchange administrator has made a change that
requires you quit and restart Outiook

|

Primary Additional

Redbud Gardens
Po Box 1400

< .
Katherine M. Bova, SBCS
Histi Vice President of Education (v
630.908-4226
Appicd ek Copye 2013 Appled sysed oo | I [ =] |oroo | corvew

Microsoft Outlook error dialog over the Issue Certificate window, with both holders
selected.
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21. Compose the email message

In Email/Fax Details, enter a clear subject, such as "Certificate of
Insurance." In the Message field, type a brief message, such as "Hello,
Please find attached Certificate as requested." Ensure your Outlook
signature is included at the bottom of the message (for example, "Katherine
M. Bova, SBCS, Vice President of Education, 630-908-4226").

B & B acSded3f-1ded-dead-8¢ X ‘ + v = a S
O M ) | file//C/ASIASLTAM/ThinClient/Temp/ac54e43f-1de0-4eat-845f-c4b9a DaD pdf * = 4L e
1 of1 | P — 4+ @ / [lfttopage [ Pageview | A) Readoloud f_Addnotes & E B | R
e~ REDEGAR-01  KATHY1AIS
AcCro CERTIFICATE OF LIABILITY INSURANCE | "1

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
cERnFch'IE DOEE NOT AFF\RMATWELV OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES

IS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTA“VE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed

If SUBROGATION IS WAIVED, subject to the terms and conditions olmo policy, certain policies may require an endorsement. A statement on
this certificate does not confer rights to the certificate holder in fieu of s

eroouceR T Mﬂ Joseph Kabel
ABMOR, [ e % n(630) 468-1701
[ kobsi@als-ins.com
o wics
wsurera; Lloyds of London loes202
INSURED Bad; Mutual Insurance 13420

Redbud Gardens Test Client Amsumerc:

999 Main Street L nsumero0:

Burr Ridge, IL 60527 e
INSURER F ;

CERTIFICATE NUMBER: REVISION NUMBER:

THIS IS TO CERTIFY THAT THE POLICIES OF NSURANCE LISTED BELOWHAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT. TERM OR CONDITION OF AN OTHER DOCUMENT WITH RESPEC HICH THIS
CERTIFICATE MAY BE 1SSUED. O MAY PERTANI THE NSURANCE AFFORDED B THE POLIGIES DESCRIBED HEREIN 1 SUBJECT TO ALL THE TERMS
| EXCLUSIONS AND CONDITIONS OF SUCH POLICIES LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAMS:

'{‘v‘a TYPE OF IsuRANCE TR POLICY MmBER R e | A | unars
X | COMMERCIAL GENERAL LIABILITY e
| cums o [X] oscom x| 1234 /2612020 | 6/26/2021 | i o
Ei | MED EXP thny one| ssue Certificate has completed.
— - | PERSONAL 8 A0V |
| GENL AGGREGATE UNIT APPLIES FER GENERAL AGGRE]

}}ﬂrnum T5es [ e
onisr
“AUTOMOBILE LABAITY

| aev aure | BoDILY Ry (P

Email subject and message fields filled in, with the signature visible in the message
body.
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22. Apply the message to multiple holders

If you want to use the same email message for multiple holders, click Apply
To next to the message field. Confirm the message (for example, "Hello,
Please find attached Certificate as requested.") is correctly applied to all
selected holders.

e |
a g 2 \, = X
le:///C: AM/Thil de0-4ea-845f-c4bdabadcOal.pdf ¥ L o’ -
1 ef1 | 0 — 4+ @ / [Ifittopage [[ Pageview | AYReadaloud [ Addnotes & B B |
A REDBGAR-01 _ KATHY1AIS
ALSED CERTIFICATE OF LIABILITY INSURANCE | s

THIS CERTIFICATE IS ISSUED AS A MATTER OF \NFORMA'HQN oNL\r AND CONFERS NO RIGHTS UPON THE CER“FICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY Al EXTEND OR ALTER THE COVERAGE AFFORI THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT cunsmuvz A CONTRACT BETWEEN THE ISSUING INSURER(S] AUTHORIZED
REPRESEN TATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: If the certifici mn older Is AnnmuNAL :usunEn lhep Ilcy(l :m 15t have 3
If SUBROGATION IS WANED subject to o the of the certain pcl les may require an endorsement. R tatamant on
this certificate does nat confer ri htsmﬂnoerﬂll e hotde i !h ot uch-ndur onkts]

PRODUCER M Joseph Kobel

e Fi T2 (630) 4681701
M""‘"s-“m

e
nsurer A : Lloyds of London 1085202
INSURED Badger Mutual Insurance 113420
Redbud (hn‘lll:s Test Client INSURER.C :

999 Main Stree! INSURER D ;
Burr Ridge, IL 60627 2 ;

CERTIFICATE NUMBER: REVlslcN NUMBER:

3
6/26/2020 | 6/26/2021

Apply To link highlighted in the Issue Certificate dialog, with the message field visible.

23. Preview and review the certificate
Click Preview at the bottom of the Issue Certificate dialog to review the
generated certificate PDF. Confirm that all details are correct, including:

e Certificate holder (for example, Redbud Gardens Test Client)

e Producer (for example, ASNOA)

e Contact information (for example, Joseph Kobel, jkobel@ais-ins.com)

e Insured details (for example, Redbud Gardens Test Client, 999 Main
Street, Burr Ridge, IL 60527)

e Insurers (for example, Lloyds of London, Badger Mutual Insurance)

e Policy numbers, effective/expiration dates, and coverage limits (for
example, Policy #1234, 6/26/2020-6/26/2021, $1,000,000 each
occurrence)

Generated with docsie.io
20/ 26



Check for notifications confirming certificate issuance, such as "lssue
Certificate has completed."

5] @l [ ac54e43f-1de0-deab-8¢ X ‘ + v = X

> O m ) | file:///C:/AS\/ASLTAM/ThinClient/Temp/ac54e43f-1de0-4eab-845f-c4bdabadcDa0 palf * = 4o’

(| e — 4+ &) / [lfittopage [P Pageview | A) Readaloud [ Addnotes & E B | B
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT. 1f the ceriica holder s an ADDITIONAL WSURED, mep olicy(ies) mi

" sUEROGAnnM ls wmvED sul b}ecv, ra mu terms awndlu lmapn!!cy cel r'al pellul s may require ar nendomm nt. A statement on
thi ficate d ights to the certificate hol lqu uch endorsement(s).

PRODUCER mgm Joseph Kobel
[ ASNOA

[ 2% yor(630) 468-1701

| (AN, x_

kahsl als-ins.com

ovERAGE s
wsures.: Lloyds of London |o8s5202
INSURED dger Mutual Insurance 113420
Redbud Gardens Test Cllent :
999 Main Street
Burr Ridge, IL 60527

c CERTIFICATE NUMBER: REVISION NUMBER:
TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ADOVE FOR THE POLIGY PERIOD
WITH ING ANY REQUIREMENT. TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
cEm F\CME May s eUED OR MaY PERTAN ws NeURACE APF ORDED BY THE POLICIES ED HE
EXCL POLICIES. LIITS SHOWN MAY HAVE PAI

REIN IS SUBJECT TO ALL THE TERMS,

el TYPEOF | smm _.‘Qﬂ_%m 5 poucy NuMeER

lmm'm_@:m»
A x!cmskmwzutn waiL
CLAMS MADE |:ncc R x| 1234 6/26/2020 | 8/26/2021
1
[ o =

umTs.

7,000,000

1,000,000
2,000,000
2,000,000

sGiEQULED
— EU\E& oy | kﬂﬁ%’ﬂ
UMBRELLA LIAB Joceuw

EXCESS LIAB CLAMS MADE

pep | | metenmions s

2

Certificate of Liability Insurance PDF preview showing all policy and contact details, with
a completion notification visible.

Review the certificate PDF to confirm the Waiver of Subrogation box is
checked as required, and that all policy limits display accurately:

e Commercial General Liability: $1,000,000 each occurrence,
$2,000,000 general aggregate, $100,000 damage to rented
premises, $5,000 med exp, $1,000,000 personal & adv injury,
$2,000,000 products-comp/op agg.

e Workers Compensation: $1,000,000 each accident, $1,000,000
disease-policy limit, $1,000,000 disease-each employee.
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Also confirm the correct policy numbers and effective/expiration dates
appear (for example, Policy #1234, 6/26/2020-6/26/2021), and that the
Additional Insured and Subrogation Waived boxes are marked as needed.

B S| B acsesdf-1deddeac-s X | v

O G ) | flessic AThinClien 5f-cababagc0a0 pd
— 4+ 7 Fittopage [ Pageview | AY Readaloud  J_ Add notes
—— REDBGAR-01 _ KATHY1AIS
ACORD TE (MWDDAYYYY)
ages CERTIFICATE OF LIABILITY INSURANCE my;m;\m :

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT cuNsnTuTE A EDNTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(les) must have ADDITIONAL INSURED provisions or be endorsed.
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement. A statement on
this certificate does not confer rights to the certificate holder in lieu of such endorsement(s).

P, _M" Joseph Kobel
AR e e 2% or{630) 468-1701
[, kobei@are-ns.com
NAIC#
N :Lloyds of London 085202
INSURED Bad Mutual Insurance 13420
Redbud Gardens Test Client INSURER C :
999 Main Street el
Burr Ridge, IL 60527
INSURER E ©
PR
CERTIFICATE NUMBER: REVISION NUMBER:
THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN \53“&[3 TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS

URANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO AL THE TERMS.

CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE IN;
J S OF SUCH POLICIES LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAMS

EXCLUSIONS AND

T TYPE OF NSLRARCE RS T AT | R, s
A [ X [ COMMERCIAL GENERAL LIABILITY EACH OCCURRENCE s 1,000,000|
CLAMS-MADE Efm"“ X 1234 6/26/2020 | 612612021 | BRI B T s 100,000
MED EXP (Any one porson) £ 5,000,
PERSONAL & ADV INJURY $ 1,000,000
GENL AGGREGATE LIMIT APPLIES PER GENERAL AGGREGATE 5 2,000,000|
EXEPnuCYI:E?& [Jree o 10p 206 | 5 2,000,000

| oTHER s

s
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Certificate PDF showing waiver of subrogation, policy limits, and all required wording.

22/ 26



24. Finalize certificate issuance

Click Finish in the Issue Certificate dialog to complete the process. If a
Validation Error dialog appears stating "Required information is missing,"
click OK, then review the fields highlighted in red to identify and fill in any
missing required information, such as missing email addresses or contact
details.

B S| B ecstesstideddeas s K |+ v =B
O @ SLTAM/ThinCliert/Ternp/ac f-1de0-4ea6-845f-c4b9abagc0al pd * * Lo
. — 4+ @ / Efittopage [[ Pageview | A) Reodoloud £ Addnotes @ B | 2
REDBGAR-01 — KATHY1AIS
ACORD CERTIFICATE OF LIABILITY INSURANCE | om0

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND GONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CEHTIF!CATE DOES NOT AFFIRMATIVELY DR NEGATIVELV AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
SELOW. THIS CERTIFICATE OF INSURANCI S NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTI“VE OR PRODUCER, AND mEcERﬂFIcATE HOLDER.
IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
IfBUBRDCATION |8 WAIVED, subject . the. iams ancl o tofe o s 58, earial pol S my e gl e oy Samdnd. A stebsniad o
nt(:

this certificate does not confer ngnu to the unjﬂ:lu holder in lieu of such endorsemet
PRODUCER _ng” Ja:sph Knh-l
AN WMo, Exe | (A%, no1(630) 468-1701
iﬁﬁfi.s kobel@ais-ins.com
: wace
N Lioyds of London 085202
INSURED Bad Mutual Insurance 13420
Redbud Gardens Test Client INSURER C ;
999 Main Street WSURER D 3
Burr Ridge, IL 60627
INSURER E ©
wsunes s
CERTIFICATE NUMBER: REVISION NUMBER:

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT. TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO AL THE TERMS,
EXCLUSIONS AND C INS OF SUGH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS,

w,ﬁ TYPE OF INSURANCE ol POLICY NUMBER SRHEXE | pRtoree s
X | COMMERCIAL GENERAL LIABILITY EACH OCCURRENCE s 1,000,000
| ] cuamsmace [ X ] occun X 1234 6/26/2020 | 6i26/2021 | BRMGREIRRENER oy [ 100,000
| MED EXP. ) s 5,000
] PERSONAL & ADV INURY | § 1,000,000
eI AGGREGATE LI APFLES PER atuenn socpeoat |3 2,600,000,
X]rouer[ |58% [ Jioc i 1+ e 2,000,000
|onen s
AT CEE RS CONSEDSRGE DT |
| avv auro BOOILY UURY (Pt person) | 5
imico o

Validation Error dialog over the Issue Certificate window, with required fields
highlighted in red.
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Log activity and verify attachments

25. Complete activity logging

After issuing the certificate, an Add an Activity dialog appears. Enter a
description for the activity, such as "Issued certificate for Redbud Gardens
Test Client." Set the status to Closed and the reason to Successful, and

confirm the follow-up/start date and contact details are correct. Click Finish
to log the activity.

S

| Issue Certificate X
File Edit Areas Home Locate Al i
w Organization Contact
APPLIED Name  ASNOA Licsnse #
Ene Hol
Address Contact name Joseph Kobel Q)
28 Account Detail Cert - — | Select Colimns
Forms | Organization Contact | Holder Distribution
Contacts <4 ‘
,ﬁ ; | Distribute Tc Distribertion Al mns
R Ol | [naser =« [ sumenmr 2
% Client Contracts |
© pol P 1| | [/ Redbud Gardens Test Client Redbud Gar
Joices [ ||| ¥ village of Crestwood
@1 Proofs of Insusance =
=] < N >
) Binders - s
a ] Producer ERAKAT | = Katherine
Scanned signatur tachr | d copy onk
O Premium Processing 9 Delivery Options ge Noti o
® Transactions | Contact | Redbud Gardens Q|
& Attachments { \ ~| Deliver ®) Now () Schedule
laim | . "
Ll Gis| Email/Fax Details ply To
Activities =
veol
Primary Additional
Redbud Gardens
Hello, a
<M 2 i
Please find attached Certificate as requested.
Hist} v
= . v
Previ Fini Cancel
Applied Epic | Copyright 2018 Applied System e farii LproD | cermview

Add an Activity dialog with description, status, and contact details filled in.
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26. Verify the certificate attachment in the client file

Navigate to the Attachments section for the client in Applied Epic. Confirm
that the issued certificate and related email are attached and listed with the
correct date, folder, and type (for example, .pdf, .msg). Review the details
at the bottom of the screen to ensure the attachment is accessible and
properly categorized.

APPLIED

88 Account Detail Attachments - All v Filter Defaults
Contacts S searen where - - Q_rind

#l Opportunities

@@ Client Contracts

& Policies

Proofs of Insurance

@ Transactions.

& Claims

[l Activities

Viewing Newest 187 of 187 Attachments
Detail Comments

Primary Additional

Applied Epic | Copyright 2019 Applied Systems, |

Insured Active | Account Balance: $0.00 |@l  auecor_proo 017s | atcHusT

Attachments section showing the Certificate of Insurance and related files attached to
the client record.

27. Review the sent email in Outlook
Open the sent email in Outlook to verify:

e The subject line (for example, "Certificate of Insurance")

e The recipient email address (for example, keraci-bova@asnoa.net)

e The attached certificate PDF (for example, Certificate.pdf, 27 KB)

e The message body (for example, "Hello, Please find attached
Certificate as requested.")

e The sender's signature and agency contact information
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Confirm the email matches the intended content and includes the correct

attachment.

Certificate of Insurance - Message (HTML) (Read-Only)

Move
oY% [BActions -

File Message  Help Q  Tell me what you want to do
oy Meet;
5 5[] Bvecina
S Archiva | Reply Reply Forward "M
10 Al EfyMore
Delete Respond

Certificate of Insurance

Kathy Eraci <keraci-bova@asnoa.net>
o To @ keraci-bova@asnoanet

Certificate.pdf

7K [ b

tificate. pdf

Please find attached Certificate as requested.

Katherine M. Bova, SBCS
Vice President of Education
630-908-4226
Keraci-bova@asnoa.net

Agent Support Network of America
100 Tower Drive, Suite 120

Burr Ridge, IL 60527

Office: 866.484.9849

asnoa.com

NOTICE: This e-mail and any files transmit

system manager. Please nate that any view:

Mave

[ ]
(m[m]

Categorize Follow = Translate
% Up'~ Z

Togs

]

3
d

H Orind

= [ Related
[y Select~
Editing

€ Reply | % Reply Al | —> Forward

/2020 4:37 PM

confidential and intended solely for the use of the individual or entity to which they are addressed. If you have received this e-mail in error please notify the
resented in this e-mail are solely those of the author and do not necessarily represent those of the Company. Please note you cannot bind or alter insurance

Outlook email showing subject, recipient, attached certificate PDF, message, and

Summary

signature.

By following these steps, you can create a certificate of insurance in
Applied Epic from start to finish: building a master certificate with default
templates, adding additional policies, setting up certificate holders with the
correct distribution details, issuing the certificate, and confirming it is
logged and attached to the client record. Completing each step ensures
every holder receives accurate coverage information and that your
communications and documentation are properly verified in both Applied

Epic and Outlook.
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