ROLHNK

HOW TO ISSUE YOUR OWN
CERTIFICATES OF INSURANCE



PART ONE — LOGGING IN TO YOUR APPLICATION

STEP 1: SYSTEM ACCESS

Navigate to: https://www.certificateexchange.com/~PROLINK/login.jsp

*We recommend you save this URL as a favorite in your browser (for the best
experience, please use Chrome or Firefox. Using Internet Explorer might
disable certain functionalities).

STEP 2: LOG IN

Use the user name and password provided by your PROLINK Account
Manager

*Your password will be provided by email or phone.

Click “Sign In”.

PART TWO — CREATING YOUR STANDARD CERTIFICATE

STEP ONE: CERTIFICATE HOLDER INFORMATION

Locate the “Insured Options” menu on the left;
Click the “CERTIFICATES” dropdown;

Click “Next”.
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Select “Standard Certificate” and fill out the Certificate Holder Information;
Type in the Certificate Holder’s email address to send the certificate via email;
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"PROLINK" and "PROLINK—Canada's Insurance Connection" are trade names for PROLINK Insurance Inc. (doing business as PROLINK Insurance Advisors in British Columbia and Les assurances PROLINK, Cabinet

d’assurance de dommages in Quebec).


https://www.certificateexchange.com/%7EPROLINK/login.jsp

STEP TWO: OPTIONS TAB

1. Select the certificate you want to issue: General Liability, Automobile, Excess or Umbrella, Other ;
e Please leave “Description of Operations” blank.
2. Click “Next”.
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STEP THREE: DISTRIBUTION TAB

1. Check the box “Email to the certificate holder” to send the certificate directly to the certificate holder;

2. In “Email to Others”, you can enter any additional email addresses that need to receive a copy of the certificate;
3. Click “Finish”;
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Automatic emails for this cedificate are

Cert Reports

samanthas@prolink.insure

@mail 10 the certificate holder: jieeabclandlord.com

Ernail to Others:
(Exarnple: bobiExxs com, mary@@zzz.com)

Fax to Others
(Exarnple: 555-555-5555, 011-55-555-555)

If the cedificate is unacceptahble, please explain
why and include your name and phone number. Add
your email address above to receive a copy of the
approved certificate. Your message will be sent to

the appropriate contact for revision and then

distributed to those listed above
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"PROLINK" and "PROLINK—Canada's Insurance Connection" are trade names for PROLINK Insurance Inc. (doing business as PROLINK Insurance Advisors in British Columbia and Les assurances PROLINK, Cabinet
d’assurance de dommages in Quebec).



4. A pop up will appear with a link to a PDF document
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Canada’s Insurance Connection

Insured Options

CERTIFICATES

Standard Certificate
Renewal Select

CERTIFICATE INFORMATION

Redistribute and Reprint
Cert Reports

Insured: AP S m——r——".

Certholder O

Standard Certificate - Completed

The certificate is created and may be printed or saved to file by clicking here

In addition to any automatic erails the cedificate has been emailed and/or faxed to
lcolodrero@grnail. com

distributed to those listed above

5. Click on the link to print or save the PDF.
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"PROLINK" and "PROLINK—Canada's Insurance Connection" are trade names for PROLINK Insurance Inc. (doing business as PROLINK Insurance Advisors in British Columbia and Les assurances PROLINK, Cabinet
d’assurance de dommages in Quebec).



PART THREE — RENEWAL SELECT

This option is only used prior to the renewal of your policy. It allows you to select which certificate of insurance you

want to renew.
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PART FOUR — REDISTRIBUTE AND REPRINT

TO RESEND OR REPRINT EXISTING CERTIFICATES:

1. Inthe left sidebar click the “CERTIFICATE INFORMATION” dropdown;

2. Click “Redistribute and Reprint”;

3. Enter your company name and click “Next”;
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4. Select the Certificate that you want to Redistribute or Reprint;

PROLINK
e

* * * + % % % #]2]

CIIFICAIT S
Sharclmd Coriiic sin
Ratsryval Sadect Seranch i arrsstions freend Decent P90 ieeonds )
ICERT FICATE N OFMaion W - g
e Ol Cokier
| et e s | ey
Covt Faperty

Than Matuarct Cartr for Chariatie Actvies and CBPE Lindedd cis CERE L
Than Maanefl Cartra for Chariatie Acties aned OEFE Linbed o CEE Lindnd
Thoh Mol oo bor Charilatie At el CEPE Limtnd 8y CEE L
Thap Fafsarel] Cort tor Charfalie At el CEFE Lt 8y CERE L
Fraletind Sdluiel

ey

s
Sumey
e
Cigary
Cuigary
Cagary

Ty
P

gim|

F556 5%

liome lelp Leg O

1

grgags==gl

w
Cartmcate Selection

]

i e
i e

5

"PROLINK" and "PROLINK—Canada's Insurance Connection" are trade names for PROLINK Insurance Inc. (doing business as PROLINK Insurance Advisors in British Columbia and Les assurances PROLINK, Cabinet

d’assurance de dommages in Quebec).



5. Click the “Next” button at the bottom of the screen or simply double click on the Certificate link;
6. A new window will pop up where you can enter the email address of the new recipients;

7. Click the “Finish” button and an email will be sent to the new recipient.
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"PROLINK" and "PROLINK—Canada's Insurance Connection" are trade names for PROLINK Insurance Inc. (doing business as PROLINK Insurance Advisors in British Columbia and Les assurances PROLINK, Cabinet
d’assurance de dommages in Quebec).



PRIVACY STATEMENT

Doing business with a Property and Casualty (P&C) Insurance Broker involves providing information about yourself, so
the protection of your personal information is one of our highest priorities. Take a look at our detailed to
see how we protect your data.

Important Note: Any data entered on the Certificate Exchange platform is stored on a secure server located in the
United States. This means that using the platform comes with a small risk related to the which stipulates
that the US government can subpoena any business records they believe to be associated with terrorism or other
national security threats.

However, since the information entered on the platform is basic, and limited to email addresses, business addresses,
and limits of insurance, the risk is minimal.

If you have any concerns about using the platform, please let us know.
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"PROLINK" and "PROLINK—Canada's Insurance Connection" are trade names for PROLINK Insurance Inc. (doing business as PROLINK Insurance Advisors in British Columbia and Les assurances PROLINK, Cabinet
d’assurance de dommages in Quebec).


https://prolink.insure/privacy-policy-prolink-insurance/
https://www.justice.gov/archive/ll/highlights.htm

