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Certificates Enhancement Features 

 No more “Certs” tab.  At Client Level go to “Forms” and choose “Acord 25”. 

 Tab format allows you to go back and forth thru tabs to make corrections. 

 When navigating tabs, use “Back” or “Next” button, or just click the tab. 

 Can move to tabs without saving – saves automatically, no “save?” question. 

 Until preview or final save you can go back to the beginning or any tab. 

Certificates Templates  

 To create a certificate, you create a “Template” first. 

 Master Certificates are now called “Templates” and show as MS. 

 Continue using current naming conventions for master cert template. 

 No such thing as Master Print as all subcerts are created in one process but show as MS, not MP. 

 Certificates are attached to the “Template. 

Important Tips   

 Every time you make a change to an existing template, a new template is created. 

 Every time you make a change to a cert attached to a template, a new cert is created. 

 No longer able to go back and change a description with “Error” or “Void” on saved forms as before.  Every save will show 
another cert in the grid listing.  Vertafore is looking at this. 

 Therefore, the most current cert is the version that was distributed. 

 To amend a cert that was distributed, continue using the current supercede wording. 
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Accessing and Viewing Existing Certificates 

1.  Bring up the Client Screen.  Select FORMS and ACORD 25 Certificates. 

Old Grid View 

 

New Grid View 

2. Column named “Template Description” replaces “Certificate Holder”. 

3. Master cert is now called templates. 

4. Current naming convention of masters still apply:  YY-YY (LOB) (LOB) 

5. Grid now displays Templates as MS, older MS certificate records, older MP certificate records and older individual 
certificates (no type code). 

6. Type column will show new Templates as MS.  No new MP will show.  No blank types (one time cert) will show. 
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7.  “Display” button  

• By highlighting a MS or a MP or an older individual cert template and clicking “Display” the bottom portion of the 
screen will list all the certificates attached to the selected template (previously known as subcerts) 

• Status column: 

           Blank status – Certificate was created prior to 7.6 Upgrade. 

           N  =  Not stored – just printed. 
                   (stored refers to a separate cert server which Atlas is not using) 

• To view a cert in the grid list, highlight the certificate holder name, click “View”.  
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♦ AOI Grid at the policy level (Units-Additional Interest) - New Fields Added to Grid: 

o Preferred Distribution – (optional) information only  
 

o Cancel Days; Cancel Amendment and Non-Pay Days – Do Not Enter data 
 

o "Associated Supplemental Names" - Do not enter data. creating “New” master for each 
Supplemental Named Insured  

 

o Description of Operations – no change to inputting data 
Description of Operations field has been extended from 75 characters to 108 characters. Existing 
Description of Operations from an AOI/Holder screen will continue to prefill as currently entered until it 
is changed.  

 

o Group Codes: continue to use Group Codes – no change to inputting data. All group codes will now print to 
Adobe schedule (before, only one group code would print) 

 

♦ New Section - Attachments – continue using Attachments from Image Right 

  

♦ • Holders Grid at the client level - new fields added to grid: 

o Same fields as AOI above   
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General Overview - Creating Certificates 
 Master Certificates are now called "Templates" 

 No such thing as Master Print as all Masters Subcerts can be created in one process (but still show as MS)  

 Every time you make a change to an existing cert, a new template is created - so you'll always be able to 
see each version of the certificate. 

 Tab format allows you to go back and forth thru tabs to make corrections, deselect or select a different 
policy etc. 

 All changes on tabs are automatically saved; you won't get a separate "save" question 

 When navigating tabs, you can use "Back-Next" buttons, or just click the tab. 
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• Bring up the Client Screen. Select FORMS and ACORD 25 Certficates. 

• Click "Add" in the ACORD 25 Certificate Grid to launch the Certificate Wizard. 

• Select the policies for the certificate by highlighting the policy and then clicking the Line Of Business (LOB) that the 
policy corresponds to from the top bar. 

• The policy will then appear in the Policy Selections section of the page. 

• Select the policy for miscellaneous policies such as Property, Equipment and use the "Other" field from the LOB 
selection. 

 

Leave 
unchecked 
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• "Include" and “Other” sections have been prefilled for you.  – Do Not Amend.  Information should be entered 
through AOI prompting in description of operations   

• Include on the AOI/Holders Tab - to choose a holder or AOI, check one or both fields —leave "Active”  field 
unchecked  

• Enter in a Template Description (Naming convention) ex: Year (2009-2010) - Line of Business (GL, Auto, Umb), this is 
a mandatory field.  Click Next to continue or click the tab at the top for the next section that applies. 

• Bypass Group Code tab 

• Bypass Additional Interests/Holders tab 

• If you have Supplemental name(s) entered for the client, you can select the Supp. Names tab and select the names 
that you wish to include on the certificate from the grid, and click next or the Preview tab. 

• The Preview screen will show you a Template preview of your certificate. 
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Shows name 
of Template 

ACCORD 09/09 
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Drop Down: Yes or No; Choose “Yes” for x-out 

Do not use 

ACCORD 09/01 
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• The Certificate Holder Section will show the name of the template 

• Certificate reference information (cert no. and revision no.) – Do Not enter any information.  Atlas will continue to 
use “Supersede” wording 

• Number of Days Cancellation Notice - If using cert version 09/01 - Enter a number of Cancellation Days (Refer to 
Atlas certificate guideline for usage) Do Not enter number of days when issuing certificate version 09/09. If 
need to “x-out” see immediate items (a) and (b) below 

• (a) Number of Days for Nonpayment – Do Not Enter, continue to enter data under coverage section – policy number 

• (b) Cancellation Amendment – select “yes” to x-out (Refer to Atlas certificate guideline for usage) 

• Signature Field - Click the search next to the signature field and select a signature or if you know the initials, 
enter them. 

• Certificate “DESC” (Description) – Do Not Enter any information  

• Attachment Field – do not use. Continue using Attachments from Image Right 

• Under Description of Operations: Enter information desired for this certificate. Example Surplus Lines Wording. 
Again, any info on the holder or AOI screen "wins" over this information entered. 

• “Addl Insrd” and “Subr Wvd” Columns – leave blank on template.  To be completed when issuing individual 
certificates.  

• Every template with Workers Compensation – remove “Y” or “N” for question “Any Proprietor/Partner/Executive 
Officer /Member Excluded?” and remove all prompts that pull to the Description of Ops. (Atlas Agency 
Guidelines) 
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• In the Other Liability Section of coverages, edit the information as necessary 
• Click Save.
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ACORD 25 Certificate Grid  

• Bring up the Client Screen. Select FORMS and ACORD 25 Certificates. 

• Select Template  

• Click "Attach” in the ACORD 25 Certificate Grid to launch the Certificate Wizard. 

• Choose Group Code where applicable 

• Choose Additional Interests/Holders where applicable. When selecting more than one, click on each AOI/Holder. 
To deselect click again on AOI/Holder.  Shift button no longer needed when making selections  

• Bypass Supplemental name(s) 

• Message will appear – regarding issue date – click okay and current date will prefill to form 
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• The Preview screen will appear, edit where applicable. 

• Click Save 

• If have multiple AOI/Holders next one will appear for review and editing 

• Click Save 

• Repeat till done 

•  Printing set "page scaling" to "none" at print properties to fold perfectly into a window envelope to send to the 
certificate holder. 

•  PRINT 
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Revising Template  
 

Note: Changes to Policy information (ie. Policy number, effective/expiration date,  limits, and Insured’s information (ie. 
Address) Must be revised at the Template Level by creating a NEW TEMPLATE.  Follow current procedure.  DO Not 
use editing buttons (update, reissue and revised)  

 

 

Revising Certificates attached to a Template  
 

Note: changes to AOI or Description field should be prompted first in Sagitta. 

  

• Bring up the Client Screen. Select FORMS and ACORD 25 Certificate. 
• Certificate Grid will appear, select certificate (template)  
• Click Attach  
• Select applicable AOI 
• Message Box appears pertaining to issue date. Always Click Okay  
• Enter “Supersede” wording on Certificate preview screen (insurer section) only when certificate went out the 

door.  
•  “Addl Insrd” and “Subr Wvd” Columns – check where applicable 
• Click Save 
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Creating Evidence of Property Certificate  
(Acord 27 ed. 2009/12. Use form edition 2006/07 until new is available) 
Need to be at client level to create certificate.  The following steps outline below will create “Template” 
in Property Certificate grid.   

• Bring up the Client Screen.  
• Select FORMS and select ACORD 27  
• Click "Add" in the ACORD 27 option. 
• Select appropriate Property policy. 
• Enter Template description (i.e. Limits or location) 
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• Click Next   
• Bypass Group Code tab 
• Bypass AOI (Loss Payee)   
• If you have Supplemental name(s) entered for the client, you can select the Supp. Names tab and select the names 

that you wish to include on the certificate from the grid, and click next or the Preview tab. 
• The Preview screen will show you a Template preview of your certificate. 
• Add Agent name/Account Executive  in last line under Producer’s Address 
• Bypass Loan Number  
• Enter Number of Days – Notice of Cancellation  
• Signature Field - Click the search next to the signature field and select a signature or if you know the initials, enter 

them. 
• Bypass -  Location/Description Box  
• Coverage Lines – information will prefill as prompted. Review and clean-up as needed.  See minimum guidelines 

below. 
 

Guideline: “Atlas” Minimum information required 

 Cause of Loss Form 

 Type of Property and/or Coverage and Limits (Building, BPP, Business Income) 

  Deductible: AOP & Hurricane 

 

• Remarks – Supplemental Names (if any) will prefill – edit where applicable 
• Description Code Box – Leave Blank 
• Click Save 
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Creating Evidence of Property Acord 27 - Attach AOI/Holder to Template 
• Bring up the Client Property Policy 

• Select FORMS and ACORD 27  

• Select Template Click "Attach” 

• Choose Group Code where applicable 

• Choose Additional Interests/Holders  where applicable. When selecting more than one, click on each AOI/Holder. 
To deselect click again on AOI/Holder.  Shift button no longer needed when making selections  

• Bypass Supplemental name(s) 

• Message will appear – regarding issue date – click okay and current date will prefill to form 

• The Preview screen will appear, edit where applicable.  Add loan number, Mortgagee, etc. if information has not 
pulled form prompting. 

• Click Save 

• If have multiple AOI/Holders next one will appear for review and editing 

• Click Save 

• Repeat till done 

• Printing set "page scaling" to "none" at print properties to fold perfectly into a window envelope to send to the 
certificate holder. 

• PRINT 
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Creating Evidence of Property Certificate  (Acord 28 ed. 2009/12. Use form edition 
2006/07 until new is available)  

 

Need to be at client level to create certificate.  The following steps outline below will create “Template” 
in Property Certificate grid.   

• Bring up the Client Screen.  

• Select FORMS and ACORD 28  

• Click "Add" in the ACORD 28 option. 

• Select appropriate Property policy. 

• Enter Template description (i.e. Limits or location) 

• Signature selection list will appear, select box for Authorized signature. 
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• Insert data 
• Click Save 
When providing instructions on certificate, please include a complete “sample cert”  for AAs to follow.  

 


