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How to Process Certificate Revisions
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What is the difference between a single certificate revision and a bulk
revision?

Single Certificate Revision

A single certificate revision allows a user to make a change to a single certificate. This may be
utilized when an Insured or Holder requests an update to just one certificate. For instance, a Holder
may request 30-day Notice of Cancellation verbiage to be added to a certificate they just received
for an upcoming project.

The corresponding walkthrough below will guide you the process of revising a single certificate.

Bulk Revision

A bulk revision allows a user to make changes to multiple certificates at once. This may be utilized
when an Insured or Holder requests an update to a group of certificates. For instance, a Holder may
request additional verbiage or endorsements to be added to a group of certificates.

The corresponding walkthrough below will guide you through processing a bulk revision.




Processing a Single Revision

Starting a Single Certificate Revision

To begin a single certificate revision, enter your Certificate Manager by dropping down “Certificates”
on the left menu, and clicking the “Manager”.

@8 CERTIFICATES

Import
Export

Revisions

Renewals

Selecting the Certificate to Revise
Within your Certificate Manager, locate the certificate you need to revise.

You can scroll through the list of certificates or utilize the filters to locate the certificate for revision.

& Certificates: Manager

Manager Import Export Revisions Renewals
Q_ search 49 certificates = FILTER v
SELECT STATUS DESCRIPTION OF OPERATIONS D
2 Items selected v Filter by "Description Of Operations"
CERT # NAMED INSURED
Filter by "Cert #" Filter by "Named Insured"
HOLDER

Filter by "Holder"

SUMMARY SELECT ACORD FORM

Filter by "Summary" Filter by "Acord Form" v
CREATED ISSUED

Filter by "Created" Filter by "Issued"
DEACTIVATED

Filter by "Deactivated"

CLOSE



Once you have found the certificate needed for the revision, click the Actions dropdown menu on
the far right, and click “Revise”.

& Certificates: Manager

Manager Import Export Revisions Renewals
Q search 49 certificates = FILTER v TOGGLECOLUMNS v | i v | | BATCHACTIONS (1) v = BESRCENGTINEIATE
-] STATUS DESCRIPTION OF OPERATIONS CERT # ISSUED DEACTIVATED NAMED INSURED ASSIGNED TO HOLDER SUMMARY (  ACTIONS
ACTIVE Project #: 15-0060 Certificate... 3050 Feb 12, 2024 = Builders, Inc. = Sample Holder AUTO, BR, GL, U...
D ACTIVE Project #: 15-0050 Certificate... 3012 Jan 31, 2024 - Builders, Inc. - Sample Holder AUTO, BR, GL, U...
O ACTIVE Project #: 15-0025 Certificate... 301 Jan 31, 2024 - Builders, Inc. - Sample Holder AUTO, BR, GL, U... Revise
Clone
O - 3009 - - Builders, Inc. - City of Boston AUTO, GL, UMB, ...
Download
O ACTIVE Project: 32-83 Certificate hol... 3008 Jan 30, 2024 - Builders, Inc. - City of Boston AUTO, BR, GL, U.. Deactivate

Identify the Area on the Certificate to Revise
This will take you to the Certificate Editor.

The certificate preview on the right provides a real-time display of any additions and edits you make
to a certificate.

The GREY selectors indicate areas on the certificate that you can interact with and modify.

Certificate Editor ASSIGN DELETE SAVE AS TEMPLATE SAVE m

Notes History cip ENDORSEMENTS v 0 endorsements attached

154%v O @
INSURED NOTES
Please send a copy of all certificates to admin@builders.com.
Builders, Inc. has two WC poli i i D’ DATE UmOYYYY)
, Inc. policies. Check state of work before selecting one. MA is ACOR CERTIFICATE OF LIABILITY INSURANCE o
\ — il

Assigned Risk - LOB profile is for contract compliance comparison only. DO NOT issue
a COI showing MA WC. 4 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 TE OF DOES NOT A BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain

CERTIFICATE NOTES

DDITIONAL INSURED provisions or be endorsed.

Add notes related to this certificate... may require an endorsement. A statement on

this certificate does not confer rights to the certificate holder in lieu of such endorsement|
PRODUCER SOMTACT Rebecca's Agency Contact
PHONE Y
4 YOUR AGENCY HERE HONE - 8138100579 K
Address Line 1 SobuEss. nompkins@certificatehero.com
Address Line 2 naics
City, State Zip
wsurera: CNA Insurance Companies 14063
INSURED Insured(s) | msurers:
Builders, Inc. INSURERC .
95 Rochester Street WSURER D -
Teterboro, NJ 07608 INSURERE :
INSURERF :
COVERAGES CERTIFICATE NUMBER: 3052 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 ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

] TYPE OF INSURANCE PoLICY NUMBER DO | BORY) umits
X | COMMERCIAL GENERAL LIABILITY = YSp— < 7,000,000
cuamsmaoe | X | occur PAEWAES a o ence) |5 50,000
MED EXP (Any one person) _| 5 5:000
A X|X GL9120 PERSONAL 8 ADVINURY _| 5 1,000,000
GENL AGGREGATE LIIT APPLIES PER. aeneRaL AcGREGATE | s 2,000,000
poucy X |%B% | ioc PRODUCTS - COMPIOP AGG | 5 2,000,000
omer s

For purpose of this walkthrough, we will imagine the revision request is asking for 30-day Notice of
Cancellation verbiage to be added, and “required by written contract” verbiage tagged at the end of
the Additional Insured/Waiver of Subrogation wording.



Locate the GREY selector for the area which you need to revise, in this case, the Description of
Operations.

) ® DATE (MM/DOVYYYY)
ACORD CERTIFICATE OF LIABILITY INSURANCE

12/28/2023
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 CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATNE OR PRODUCER, AND THE CERTIFICATE HOLDER.

" IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED ptovislom or be ondomd

If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an
this certificate does not confer rights to the certificate holder in lieu of such ondommom(sy me«u
PRODUCER g T Kristn Collins /
YOUR AGENCY HERE {M:Jh Ex.1-800-HERO (AIE, Noj:
Adéress Line 1
ﬁ s | ADDRESS; *colins @certificatehero.com
City. State Zip (S) L
INSURER A :
INSURED / Select Named Insured(s) | wsurers -
Builders, Inc. SURERC :
95 Rochester Street INSURER D :
Teterboro, NJ 07608 INSURER E :
INSURER F :
COVERAGES CERTIFICATE NUMBER: 4546350 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 ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.
NM] ADDL SUBR " POLICY EFF | POLICY EXP

TYPE OF INSURANCE INSD_WVD POLICY NUMBER Luavs
COMMERCIAL GENERAL LIABILITY EACH OCCURRENCE s
| [ Add Policy DAMAGE YO RENTED
CLAIMS-MADE OCCUR PREMISES (Ea cccurence) | $
MED EXP (Any one person) $
PERSONAL & ADVINJURY | §
GEN'LAGGREGATE UIMIT APPLIES PER GENERAL AGGREGATE s
|| poucy & Loc PRODUCTS - COMPIOP AGG | §
| |omer $
| AutomosiLe LiasiLTY Add Policy COVBIRED SROLE UMY | 5
ANY AUTO / BODILY INJURY (Per perscn) | §
OWNED SCHEDULED
AUTOS ONLY AUTOS BODRY BIRIRY (Per sockieeg|
HIRED NON-OWNED PROPERTY DAMAGE s
AUTOS ONLY AUTOS ONLY {Per sccxent)
s
UMBRELLALLS OCCUR Add Policy EACH OCCURRENCE H
EXCESS LIAB CLAMS-MADE AGGREGATE s
0ED RETENTIONS S
WORKERS COMPENSATION PER oTH-
m,, EMPLOYERS' LIABILITY vin Add Policy LSTATUTE ER
(YPROPRIETORPARTNER/EXECUTIVE L. EACH ACCIDENT s
omcsvwemeasxcu.wsm N/A B
(Mandatory in NH) L DISEASE - EA EMPLOYEE] §
descrivoe under
DA TION OF GPERATIONS balow L DISEASE - POLICY UMIT | §
TION OF i I VEMICLES (ACORD 101, Additional Remarks Schedule, may be attached if more space |s required) Edit Description of Operations
CERTIFICATE HOLDER CANCELLATION

Select/Add Holder
SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE

THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS.

AUTHORIZED REPRESENTATIVE

© 1988-2015 ACORD CORPORATION. All rights reserved.
ACORD 25 (2016/03) The ACORD name and logo are registered marks of ACORD




Revising and Saving the Changes

When the DOO editor appears in the CIO resources to the right, begin updating the verbiage to be
added.

You can also utilize the verbiage already established in your agency’s Language Library.

Certificate Editor

Notes History CcID Desc of Ops \

DESCRIPTION OF OPERATIONS + LANGUAGE LIBRARY

Project #: 15-0060

Certificate holder is included as additional insured, on a primary and non-contributory
basis, as respects the general liability, including ongoing and completed operations, if
required by written contract. Waiver of subrogation applies in favor of the additional
insured as respects the general liability.

CANCEL

Select the verbiage and click “Add Description of Operations”.

Add To Description Of Operations
Q 30nOC = FILTER v TOGGLE COLUMNS v @ Eoir
NAME ¥ CONTENT CREATED STATUS

30NOC 30 day notice of canceliation except 10 day notice for nonp. Jun 1, 2022 ACTIVE

10 ROWS Vv « < B > »

CLOSE ADD DESCRIPTION OF OPERATIONS



Confirm the verbiage added to the DOO and click “Update Certificate” to add to the ACORD form.

Certificate Editor

Notes History CID Desc of Ops

DESCRIPTION OF OPERATIONS + LANGUAGE LIBRARY

Project #: 15-0060

Certificate Holder is included as additional insured, on a primary and non-contributory
basis, as respects the general liability, including ongoing and completed operations, if
required by written contract. Waiver of subrogation applies in favor of the additional
insured as respects the general liability, if required by written contract.

30 day notice of cancellation except 10 day notice for nonpayment.

.

*Changes have not been added CANCEL

The DOO on your ACORD form has now been updated.

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (ACORD 101, Addi may be if more space is required) Edit Description of Operations

Project #: 15-0060

Certificate Holder is included as additional insured, on a primary and non-contributory basis, as respects the general liability, including ongoing and completed
operations, if required by written contract. Waiver of subrogation applies in favor of the additional insured as respects the general liability, if required by written
contract.

30 day notice of cancellation except 10 day notice for nonpayment.

Reviewing and Issuing the Revision
Click “Review” to preview your certificate and proceed with issuance.

Certificate Editor ASSIGN | DELETE  SAVE AS TEMPLATE SAV! m

Take a moment to preview your revised certificate on the left and add any needed distribution on the
right.

When you are ready to issue, select one of the issuance methods at the bottom.

Certificate Notes History Email Fax

T cc

sample@certificatehero.com

BCC

SUBJECT

Certificate Revision

BODY + LANGUAGE LIBRARY

Please see attached revised certificate|

ATTACH A FILE (OPTIONAL).

Drag and drop your file here or click to browse

ALLOWED FILE TYPE: .JPG, .JPEG, .TXT, .DOCX, .CSV, .PDF

- Certificate contains at least one expired policy

O Mark certificate as inactive
COMPLETE COMPLETE & DOWNLOAD COMPLETE & EMAIL




Processing a Bulk Renewal
There are two different ways to start a Bulk Revision:

e From the Certificate Manager
e From the Bulk Revisions Page

Starting a Bulk Revision from the Certificate Manager

To begin a bulk revision from the Certificate Manager, click the “Certificates” dropdown on the left
menu, and then click “Manager”.

@ CERTIFICATES

Import
Export
Revisions

Renewals

Selecting the Certificates to Revise
Within your Certificate Manager, locate the certificates you need to revise.

You can scroll through the list of certificates or utilize the filters to locate the certificate for revision.

& Certificates: Manager

Manager Import Export Revisions Renewals
Q_ search 49 certificates = FILTER Vv
SELECT STATUS DESCRIPTION OF OPERATIONS D
2 Items selected v Filter by "Description Of Operations"
CERT # NAMED INSURED
Filter by "Cert #" Filter by "Named Insured"

HOLDER

Filter by "Holder"

SUMMARY SELECT ACORD FORM

Filter by "Summary" Filter by "Acord Form" v
CREATED ISSUED

Filter by "Created" Filter by "Issued"

DEACTIVATED

Filter by "Deactivated"

CLOSE



Once you have selected the certificates needed for the revision, click the “Batch Actions” dropdown
menu on the far right and click “Revise”.

& Certificates: Manager

Manager Import Export Revisions Renewals

Q_ search 17 gAftificates = FILTER (1) v TOGGLE COLUMNS v = v

BATCH ACTIONS (5) v + CREATE CERTIFICATE

\

2 STATUS DESCRIPTION OF OPERATIONS CERT # ISSUED DEACTIVATED NAMED INSURED ASSIGNED TO HOLDER | Deactivate ACC  ACTIONS
Activate

Project #: 15-0060 Certificate... 3052 Feb 12, 2024 - Builders, Inc. - 25
Revise

Project #: 15-0050 Certificate... 3012 Jan 31, 2024 - Builders, Inc. - Sample Hold ~Download 25

ACTIVE Project #: 15-0025 Certificate... 301 Jan 31, 2024 - Builders, Inc. - Sample Holder AUTO, BR, GL, U... 25

ACTIVE Project #: 15-0123 Certificate... 2995 Jan 29, 2024 - Builders, Inc. - Sample Holder AUTO, BR, GL, U... 25

Project #: 15-0005 Certificate... 2988 Jan 26, 2024 - Builders, Inc. - Sample Holder AUTO, BR, GL, U... 25

(] ACTIVE Project #: 15-0060 Certificate... 2891 Jan 19, 2024 - Builders, Inc. - Sample Holder AUTO, BR, GL, U.. 25

(] ACTIVE Project #: 15-0055 Certificate... 2890 Jan 19, 2024 - Builders, Inc. - Sample Holder AUTO, BR, GL, U... 25

O ACTIVE Project #: 11-0032 Certificate... 2886 Jan 18, 2024 - Builders, Inc. - Sample Holder AUTO, BR, GL, U... 25

You will be prompted to enter a name for your bulk revision, as well as advised how many
certificates were selected for the revision.

Create Bulk Revision X

Name

Sample Bulk Revision

CANCEL CREATE BULK REVISION

'5 certificates selected, 5 active certificates are eligible for this revision.

Starting a Bulk Revision from the Bulk Revisions Page

To begin a bulk revision from the Bulk Revisions Page, click the “Certificates” dropdown on the left
menu, and then click “Revisions”, or click the “Revisions” tab within the Certificate Manager.

& Certificates: Revise

Manager Import Export Revisions m

Q search = FLTER v QLTI + CREATE BULK REVISION

CREATED & JoB # NAME # OF CERTS ACTIONS




Selecting the Certificates to Revise
You will be prompted to select the Named Insured and enter a name for your bulk revision.

You will also be provided a list of Holders that you can choose from that have had a certificate
issued for the selected Named Insured.

After filling out the fields, click “Create Bulk Revision” to proceed.

Create Bulk Revision X

Name

Sample Bulk Revision

Select Certificate Filter

Named Insured

Builders, Inc. v
Holder
Sample Holder v

13 Matching Certificates

CANCEL CREATE BULK REVISION

The next screen will confirm all the certificates pulled for the bulk revision based on the criteria in the
previous prompt.

£ Bulk Certificates

< BACK TO REVISIONS

Q_ search 13 Certificates = FILTER v TOGGLE COLUMNS v EDIT ALL ISSUE ALL
O ISSUES CERT # CREATED NAMED INSU... HOLDER DESCRIPTION OF OPERATIONS EMAIL SUMMA... FAX ISSUED ACTIONS
v 3052 Feb 12, 2024 Builders, Inc. Sample Holder Project #: 15-0060 Certificate H... - AUTO, B... - -
O v 3012 Jan 31,2024 Builders, Inc. Sample Holder Project #: 15-0050 Certificate H... - AUTO, B... - -
O v 30m Jan 31,2024 Builders, Inc. Sample Holder Project #: 15-0025 Certificate Ho... - AUTO, B... - -
O v 2995 Jan 29, 2024 Builders, Inc. Sample Holder Project #: 15-0123 Certificate Ho... - AUTO, B... - -
O v 2988 Jan 26, 2024 Builders, Inc. Sample Holder Project #: 15-0005 Certificate H... - AUTO, B... - -
O v 2891 Jan 19, 2024 Builders, Inc. Sample Holder Project #: 15-0060 Certificate H... - AUTO, B... - -
(]} v 2890 Jan 19, 2024 Builders, Inc. Sample Holder Project #: 15-0055 Certificate H... - AUTO, B... - -
(]} v 2886 Jan 18, 2024 Builders, Inc. Sample Holder Project #: 11-0032 Certificate Ho, - AUTO, B... - -

O v 2877 Jan 16, 2024 Builders, Inc. Sample Holder Project #: 11-1015 Certificate hol... - AUTO, B... - -



You can select to revise each certificate that populated individually by clicking the Actions
dropdown menu on the far right and selecting “Revise”.

ACTIONS

View
Edit
Issue

Remove From Revision

You can also select two or more of the certificates that populated to revise at a time or select all by
clicking the upper left box to include all certificates that populated in the edit.

: ISSUES CERT # CREATED NAMED INSU... HOLDER

> 3052 Feb 12, 2024 Builders, Inc. Sample Holder
v 3012 Jan 31, 2024 Builders, Inc. Sample Holder
v 301 Jan 31, 2024 Builders, Inc. Sample Holder
v 2995 Jan 29, 2024 Builders, Inc. Sample Holder
v 2988 Jan 26, 2024 Builders, Inc. Sample Holder
O v 2891 Jan 19, 2024 Builders, Inc. Sample Holder
[:] v 2890 Jan 19, 2024 Builders, Inc. Sample Holder
[] v 2886 Jan 18, 2024 Builders, Inc. Sample Holder
[] v 2877 Jan 16, 2024 Builders, Inc. Sample Holder

After selecting multiple certificates to revise, click the “Batch Actions” dropdown menu on the far
right and select “Edit”.

TOGGLE COLUMNS v BATCH ACTIONS (4) v EDIT ALL ISSUE ALL
FAX Issue JED ACTIONS
Edit

Remove From Revision



Revising and Saving the Changes

If you have selected to revise each certificate that populated within the bulk revision individually, you
will follow the same revision steps as the single certificate revision.

Revising individual certificates during a bulk revision will allow you to issue the certificate in bulk with
the rest of the certificates.

After completing the revision to the certificate, instead of “Review”, you will be able to Save the
changes. Clicking “Save” will take you back to the Bulk Revision certificates selector.

Certificate Editor BAC m

If you have selected multiple certificates to revise at one time and use the Batch Actions option to
edit, you will be brought to the Bulk Editor.

Within the Bulk Editor, you can revise the following items of the certificates by clicking on the
corresponding tab for that section.

Named Insured Line Of Business Endorsements Description of Operations* Holder Signature Contact Emails

In our example, the requestor has asked for 30-day Notice of Cancellation verbiage to be added to
the DOO for all certificates. To update this, click the tab for “Description of Operations”.

Named Insured Line Of Business Endorsements Description of Operations* Holder Signature Contact Emails

You can either append new text to the end of the existing description of operations text, or you can replace the text entirely
O Append To Description Of Operations O Replace Description Of Operations

DESCRIPTION OF OPERATIONS

\ + LANGUAGE LIBRARY

30 day notice of cancellation except 10 day notice for nonpayment.

“

Changes: RESET SAVE EDITS

« Replace the existing description of operations on each certificate with: "30 day notice of can..."
« Append to the existing description of operations on selected certificates: "30 day notice of can..."

You can either select to append the DOO for all selected certificates or replace the verbiage in the
DOO for all selected certificates.

You can either append new text to the end of the existing description of operations text, or you can replace the text entirely

() Append To Description Of Operations (0 Replace Description Of Operations



Depending on which you selected, you will receive one of the below messages at the bottom of the

editor advising what that selection entails.

Changes: /

* Replace the existing description of operations on each certificate with: "30 day notice of can..."
+ Append to the existing description of operations on selected certificates: "30 day notice of can..."

You can also utilize the verbiage already established in your agency’s Language Library.

\ + LANGUAGE LIBRARY

Select the verbiage and click “Add Description of Operations”.

Add To Description Of Operations

Q 30NOC E FILTER v
NAME ¥ CONTENT
30NOC 30 day notice of cancellation except 10 day notice for nonp...
10 ROWS Vv « < E] >

Confirm the verbiage added to the DOO.

DESCRIPTION OF OPERATIONS

30 day notice of cancellation except 10 day notice for nonpayment.

TOGGLE COLUMNS v + CREATE NEW © eoir

STATUS

CREATED

Jun 1, 2022

»

CLOSE ADD DESCRIPTION OF OPERATIONS

+ LANGUAGE LIBRARY



Click “Save Edits” to save the changes to the selected certificates.

RESET SAVE EDITS

If you need to make additional edits, you can select another tab and proceed with your bulk revision
edits.

.~

When you are ready to proceed with issuing, click “Complete Bulk Edit” to return to the bulk jobs
and certificate list.

RESET AL COMPLETE BULK EDIT

Reviewing and Issuing the Bulk Revision

To proceed with issuing the bulk revision certificates, click “Issue All” in the upper right corner.

TOGGLE COLUMNS v EDIT ALL ISSUE ALL

FAX ISSUED ACTIONS

You will receive a prompt that indicates how many certificates are going to be issued.

If any certificates have previous distribution instructions that were added at the original issuance,
this will be indicated in the prompt as well.

You’'ll also be asked if you want to download a copy of the certificates, send via email according to
the mid-term distribution, and exclude the endorsement attachments.

Click “Issue” to proceed with issuance.

Issue Certificates x

You have 13 certificates ready to issue:
* No certificates can be emailed

(] DOWNLOAD ALL CERTIFICATES
SEND EMAIL

[J EXCLUDE ENDORSEMENT ATTACHMENTS



Edit or Cancel a Bulk Revision in Progress
Within the Certificate Manager, a calendar icon will display on any certificates that are part of a bulk

job. Hovering over the calendar icon will also advise of the bulk job. These certificates will be unable
to be edited or included in another bulk job until the current one is completed or cancelled.

(| STATUS

] lInBquJob &

0 [ Ja
0 [ Ja
0 [ Ja
0 [ Ja
0 [ Ja
0 [ ome]a
0 [ o ]a

If you had to leave your bulk job for any reason, you can return the same way it was initially started.
Upon re-entering the saved bulk revisions, you will be prompted to cancel the bulk job if it is no
longer needed, or to view to continue with the bulk job.

A HoME

& CERTIFICATES

= FLTER v TOGGLECOLUMNS v (5 view | canceL [EENCALTEEYELT

CREATED ¥ JoB # # OF CERTS ACTIONS

Feb 12,2028 203 s x v
B coiTempLATES
View

4 POLICIES Cancel

If you selected to cancel the bulk job, you will receive a confirmation prompt.
Click “Yes” to proceed with cancelling and you will be brought back to your Certificate Manager.

Cancel Bulk Job X

Are you sure you want to cancel this bulk job?

CANCEL CONTINUE



