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How to Login

Navigate to the
NYSIF web site.

Click the Login button.

Select NYSIF Login.

Enter Username and
Password, then click
the LOGIN button.
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URL: www.nysif.com

& QUICK LINKS

PRINTA CERTIFICATE

FIND MY CASE MANAGER

The home screen will display.

Q

SEARCH

A drop-down menu will display.

VHERE'S MY REPORT AN 6
CHECK? INJURY LOGIN

Create an Account

The login screen will display.

-

You Are ACCESSNG A prolected resource

New lo NYSIF?

The NYSIF Web Portal welcome screen will display.


file://fileserver2/docalb15/EPMO/Certificates/Certificate%20Training/www.nysif.com
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How to Create a Certificate

From the NYSIF Web |

Portal, select T [ Sequote

Create/Renew e *
Certificates under the
ecert menu. dPay Your Bill AdForms
Please CONLACcT Customer Service at i.'.‘sl BTS5790 50r ACCOUN INfOrMation
The eCertificates Inquiry screen will display.
Select New Online Services »  eCertificates > Inquiry
Certificate.
Renew Cerificates

eCertificates: Inquiry

Policy Number:

Certificate Number:

Cert. Holder Name:

Cert./Policy Holder Email:

The eCertificates Create screen will display.

Enter a Policy Number
and click the Get
Policy Info button.

eCertificates: Create

Policy Number:
| 12653283 | ( Get Policy Info [)

The eCertificates Create screen will display the policy information and the fields
needed to create the certificate.
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Select the radio
button next to the
Policy Period
requested.

Please note: If a prior
policy period is
selected, you must
save the certificate
locally to access it in
the future.

If creating a new
certificate during the
renewal period, a
checkbox will appear
that provides the
option to create a
second certificate for
upcoming policy
period.

Please note: The
second certificate will
not be automatically
emailed to the
certificate holder or
policyholder.

Enter the Certificate
Holder information

including their Email
address to send the
certificate via email.
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Policy Period:
Start End

O  06/22/2014 - 06/22/2015

(O 06/22/2015 - 06/22/2016

062272016 - @

Policy Period:
Start End

D&/22/2014 - 06/22/2015
D6/222015 - 062272016

81 DE/22/2016 - D6/2272017

oy ey

ey ey

¢ Issue a second cerificate for the upcoming policy period of 08/22/2017 through 06/22/2018.

E-mail Certificate To:

*Certificate Holder Address (City)
[ALBANY

Certificate Holder Address (State)

“Certificate Holder Address (ZIP-code)
12211

Certificate Holder Address (ZIP+4)

Certificate Holder's E-mail address:
[ test@testing.com ]

Certificate will be e-mailed to Certificate Holder by NY SIF
L4

*Policy Holder's E-mail address:
[policy@company.com ]

Certificate will be e-mailed to Policyholder by NY SIF

¥




To add the optional
Advance Notice of
Cancellation language
to the certificate,
select the check box
Add following to the
certificate.

Select the desired
Days’ Notice from the
drop down.

Click the Preview
button.

Click the Create
Certificate button
after checking to
ensure that the
information is correct.
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Adva

jon
dd following to the certificate:

Certificate Parameters:

“By causing this Certificate to be issued to the Certificate Holder, the Policyholder or its representative undertakes to provide
the Certificate Holder XX calendar days’ notice of any cancellation of the policy”

Note that: By checking this box, | am causing this sentence to be placed on the Certificate and | agree to provide the Certificate Holder with
advance notice of any cancellation of the policy by the number of calendar days | have selected.

Days’ Notice:

P

10
[ Prgviel15

20
25
30

Days' Nofice.
5

te

Certificate J [ Clear ]

= @ =
‘D Create Certificate ] [ Clear ]

The Preview Certificate pop-up will display.

Preview Certificate

7 oUW

This b+ a preview of your certificate,
If LIS COTRCT, SEFOHl GOWN ANG CHCK "Create Carmmeate”.
Onca the certimcate |s created you can view, prnt and'er save the certificates.

TO RECOND NOTIFICATIONS MEQARDING SAT POL

D ABOVE |2 MSURED WITH THE NEW YORK
68, COVIRING THE ENTIRL CULSATION OF

OLDER THIS CEATIFICATE DOES HOT
0 0 THE POLICY

Create Certificate

VORK WORKERS

INCLUDING  ANY

The Certificate Issued pop-up will display, providing the new certificate number.
The certificate is created and will be emailed, if an email address was provided.
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Show Certificate SHcate Sssue '

button to display the Your Certificate No. 841429 has
certificate. been successfully created.

Please clic @ o view, print and
save the certificate.

Show Certificate Close

The certificate will display.

New York State Insurance Fund

Waorkers' Compensation & Disabifty Benefits Speciairser Sinee 1914
138 CHURCH ETREET, MEW YR, ¥, 90007-1100

11. To Print or Save the
certificate, hover over @
the PDF to display the

CERTIFICATE OF WORKERS' COMPENSATION INSURANCE
toolbar at the bottom

of the screen, then P —
NYSIF ! PHE | STATEWIDE SVCS
H H 199 CHURCH ETREET TTH FL
click the Print or Save 158 ceuncs cTRe :
button. Scan 1o Valdate
POLICYHOLDER CERTIFICATE HOLDER
STATE INSURANCE FUND TEST
195 CHURCH ST 7TH FLOOR TEST
MNEW YORK NY 10007 TEST NY 12189
POLICY NUMBER CERTIFICATE NUMEER POLICY PERIOD DATE
L1265 326-3 841552 12262015 TO 12262016 42016

THIZ 12 TO CERTISY THAT THE POLICYHOLDES NAMED ABOUE 12 NEURED WITH THE NEW YOS 3TATE INJURANCE
FUMD UMDER POLICY NO. 12853333, COVERING THE ENTIRE OSUGATION OF THIZ FOLICYHOUDER FOR
WORKERS' COMPENSATION UMDER THE NEW YORK WORKERE' COMPEMZATION LAW WITH RESPECT TO ALL
OFERATIONE IN THE STATE OF NEW YORX, EXCSFT A2 INDICATED BELOW.

IF YOU WIZH TC RECEIVE MOTIFICATIONS REGARDING SAID FOLICY, INCLUDING ANY NOTIFICATION OF CANCELLATIONS,
Of TO VALIDATE THIZ CERTIFICATE, VISIT OUR WEBSITE AT HTTPEVWWN, MY IS COMCERTICERTVAL AZF. THE NEW
YORK STATE INSURANCE FUND 12 NOT LIABLE ™ THE EVENT OF FARLURE TO GIVE SUCH MOTIFICATIONS.

THES FOLICY DOES NOT GOVER GLAME OR SUITS THAT ARISE FROM BODILY NJURY SUFFERED BY THE OFFIGERS OF THE
INSURED GORPORATION.
VICE FREZIDENT

THIZ CERTIFICATE DOSE WOT AFSLY TO THOSE JOB 2ITEZ WHICH ARE COVERED BY OTHER MIURANCE AND ARE
SPECIFICALLY EXCLUDED BY ENDORSEMENT.

THE FOLICY INCLUDES A WAIVER OF SUBROGATION ENDORIEMENT UNDER WHICH NYSIF AGREES TO WANVE TS RIGHT
OF SUBROGATION T BRMG AN ACTION AGAINZT THE CERTIFICATE HOLDER TO RECOVER AMOUNTE WE FAID IN
WORKERS COMPENSATION ANDVOR MEDICAL BENEFITS TC OR ON BEHALF OF AN EMFLOYEE GF OUR INGURED IN THE
EVENT THAT, FRIOR TO THE DATE OF THE ACCIDENT, THE CERTIFICATE HOLDER HAZ ENTERED INTO A WRITTEN
CONTRACT WITH OUR MIURED THAT REQUIRES THAT 2UCH RIGHT OF SUBROGATION BE WANVED

THIZ CERTIFICATE 12 IBZUED AZ A MATTER OF INFORMATION OMLY AND CONFERZ NO RIGHTE MOR INZURANCE

COVERAGE UFON THE CERTIFICATE HOLDER THIZ CERTIFICATE DOSZ NOT AMEMD, EXTEMD OR ALTER
THE COVERAGE AFFOSRDED BY THE FOLICY.

NEW YORK STATE INSURANCE FUND

WALIDATION NUMBER: 1032843575
283

To return to your list of certificates, close the Certificate Issued pop-up and click the browser’s back
button.
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How to Renew a Certificate

From the NYSIF Web
Portal, select
Create/Renew
Certificates under the
eCert menu.

Select Renew
Certificates.

Enter the Policy
Number and click the
Search button.
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Y = JeQuote

36l A Quote OR Aoply for g Policy

dPay Your Bill

Bay.Your Sil G101

Please CoMact customer senice at (888) B75-5790 for Account Information

The eCertificates Inquiry screen will display.

New Certificate (F{enew Certi"lcates)

eCertificates: Inquiry

Poli% Number:

Ceriificate Number:

Cert. Holder Name:

Cert./Policy Holder Email:

The eCertificates Renew screen will display.

eCertificates: Renew

For full list of available certificates, indicate the policy number and click search

Policy Number: [M\girzd)
12653283

g Number: (optional}

Cert. Holder Name: (optional)

Cert./Policy Holder Email: (options))

Previous Next

gSea rch

The eCertificates: Renew screen will display with certificate information.




4, Click the checkbox in
the Renew column for
each certificate you
would like to renew (up
to 25 per page).

Click the Renew
Selected Certificates
button.

Please note: A renewed
certificate is
automatically emailed
to the certificate holder
if a certificate holder
email is present on the
detail screen.

eCertificate User Guide

Sedoct he corificains &2 rmnew and| click the Reves Saiscied Cosisicaies bufion af e Sodiom of fe pege
g—

| Emutys | Lot | Clause

BT T

[ | T

The Renew column will update and display Renewed.

To view or email the renewed certificate, follow steps 5-11.

5. Select Renewed to
access the certificate
details screen.

6. Enter or update the
Certificate Holder’s
Email Address and the
Policy Holder’s Email
Address.

Please note: If a
certificate holder email
address is present in
the detail screen of the
current certificate,

the renewed certificate
is automatically
emailed to the
certificate holder.
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Previous Next

Selact the certificates to renew and click the Renew Selacted Certificates button at the botfom of the page.

Cert-No. Period Renew Certificate Holder

I+ 541161

117302014 - 11/30/2015 Rel‘leweCIA’TSIU DEPLOY TEST V10 ZTEST3

The eCertificates Detail screen will display.

Change Parameters

Certificate Holder's E-mail Address:

[customer@company.cnm

Policy Holder's E-mail Address:

[ Policy@holder.com

Email Cert:
O




10.

11.

Select the Email Cert
check box.

Click the Update
Certificate button.

Please note: You must
click the Update
Certificate button in
order for the certificate
email to be sent.

Click the OK button.

Click the View button
to view the renewed
certificate.

To Print or Save the
certificate, hover over
the PDF to display the
toolbar at the bottom
of the screen, then
click the Print or Save
button.

To return to your list of certificates, close the Certificate Issued pop-up and click the browser’s back

button.
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IChange Parameters

Certificate Holder's E-mail Address:

[customer@company.com

Policy Holder's E-mail Address:

Poli holder.com

Email Cert:

N

= T
[ View ] [ Close J

The certificate will be emailed to the address provided. A pop-up will display.

Update successful.

The eCertificates Detail screen will display.

Update Certificate | Close |

The certificate will display.

View
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How to Generate a Bulk PDF of Certificates

The Bulk Certificate Print option is designed for brokers to create a PDF containing multiple
certificates to be printed at once.

1. From the NYSIF Web - |

Portal, select
Create/Renew
Certificates under the
eCert menu.

2. Select Bulk Certificate
Print.

3. Select the Policy radio
button in the
Certificate Selection By
area.

4, Enter a Policy Number
for certificates that
need to be printed.

5. Set desired date range
to narrow your search
(optional) and click the
Search button.
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AFarms

Please Contact Customer service at (588) 875

STH) Tor Account Infonmabion

The eCertificates Inquiry screen will display.

eCertificates ' Inquiry

New CElTiﬂcat‘ Bulk Certificate Print ﬁEl'le'\‘\" Certificates
\/

eCertificates: Inquiry

The Bulk Certificate Print screen will display.

Certificate Selection By:

L} Group

() User QO Req Recap

Certificate Selection For:

Pol Num: |12853283

Cert Mum:

Certificates With :

0352016 | »

Clear All |

The requested records will display.




8.

Select the check box
for the certificates to
be included in the bulk
print to PDF or select
the check box Print All
to select all the
certificates to print to
PDF.

Click the Save Requests
button.

Please Note: It is
recommended to
proceed to Step 8
(process the request)

immediately after
saving.

Click the Process
Request button.
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Bulk Certificate Print

Certificate Selection By: Certificate Selection For: Certificates With :
(%) Groue I:\ Poliey Pol Num: [13635896 | Cert Num: [0 Stort Deter| AL [ | 3ekect Octel v |
O user O ReqRecsp End Date :| AL [ || seect Dete] v |
Print All II | Process Request | Clear Request I I Search I Clear All |
Mg -
Cel z 11 of 11 Certificate Details for Policy Name: TRANSITIONAL SERVICES,INC Page No. 1
@ PolNum  Cert Num Cert Name Loc# Ent# Nofice 5t. Date End Date Clause  Req Pendg
I~ 13635286 148512 HOUSING TRUST FUND CORP & NYS 20 04/01/2014 04/01/2018  R.B..
13635086 148073  DORMITORY AUTHORITY OF THE 30 04012014 04012018 RB
13635286 212470 MONROE COUNTY 20 04012012 04/01/2018  R.BL
| 13635086 212474  NEW YORK STATE OFFICE OF 3D 040122 0402018 RBEL
LA 136352686 200884 COUNTRY OF ERIE 20 04/01/2014 04/01/2018  R.B..
13635066 347843  CHAUTAUQUA COUNTY 30 04012M2 0412018 RE..
13635286 411785 NYS OFFICE OF MENTAL HEALTH 20 04/01/2014 04/01/2018  R.B..
13635086 412333 MONROE COUNTY 30 04012M4 04012018 RE..
13635286 447007 COUNTY OF ERIE 20 04/01:2010 04/01/20M8  R.BL
13635066 637730  CHAUTAUQUA COUNTY 30 04012M4 04012018 RE..
13635286 841782 COUNTY OF ERIE 20 04/01:2014 04/01/2018  R.B..
Save Requests | Place mouse here to see Seleotion Criteria PolList | PrvPol | NtPol | PrvPage | NitPage |
Bulk Certificate Print
(ri_e\niﬁcnhel!_i\elacﬁnn By: Certificate Selection For: e Certificates Witl::
,'\ Group I,-\ Foliey Pol Num: [13836066  Certhum: 2 ® actve st Dater | AL ] Ife‘eﬂ Jatel v
O user O ReqRecap End Date :| AL [ ]| Select Date[ v ]
Print All " | Process Request | Clear Request | I Search | Clear All |
Msg - 11 Requests Saved
Cert. SLNos1-11of 11 Certificate Details for Policy Name: Page No. 1
Erint a1 [ PolNum  Cert Num Cert Name Loc# Ent# MNofice 5t Date EndDate  Clause ReqPendg
E 13635086 148512 HOUSING TRUST FUND CORP & NYS 20 0401/2014 04/01/2018 R.B.. PRINT
12628086 142072 DORMITORY AUTHORITY OF THE 30 0401/2014 04/01/2018 RB.. PRINT
13635086 212470  MOMROE GOUNTY 30 04012018 RBL. PRINT
;| 13635086 212474  NEW YORK STATE OFFICE OF 30 04012012 04012018 RBL. PRINT
¥ 13 5 303804  COUNTRY OF ERIE 30 04012014 0401208 RE..  PRINT
A 13635006 347843 CHAUTAUKUA COUNTY 30 04DN2012 D408 RB..  PRINT
E 13635086 411735 MNYS OFFICE OF MENTAL HEALTH 0 0401/2014 04/01/20M8 R.B.. FRINT
13635086 412232 MONROE COUNTY 20 04012014 04/01/2018 RB.. PRINT
13635086 447007 COUNTY OF ERIE 20 0401/2010 04/01/2018 RBL PRINT
13635086 637730  CHAUTAUQUA GOUNTY 30 04012014 04012018 RE.. PRINT
13635086 641702  COUNTY OF ERIE 30 04072014 04012018 RBE.. PRINT
¢ D S
NJ_Save Requests_|J1ace mouse here to see Selection Criteria PolList | PrvPol | NxtPol | PrvPage | NxtPage

The word Print will display in red next to the certificates requested.
A confirmation will display in red at the top of the page, Requests Saved.

Bulk Certificate Print

Certificate Selection By:

Certificate Selection For:

O Groy Palicy

O user O ReqRecap

Pol Num: [13635286

Cert Num: |0 (® active

Certificate Status:

Certificates With :

Start Date: [ AL

(v [select Date[ v

End Date || ALL

[ || Select Dste| v |

print Al |[

Msg . 11 Requests Saved

[| Process Request |)

Clear Request |

[ _searen | [ clearan |

A pop-up will display.




9.

10.

11.

12.

13.

NYSIE,

Click the OK button.

Select the Req Recap
radio button.

To limit your search
results (optional), enter
a date or date range in
the From Date and To
Date fields.

Click the Search
Button.

Select the appropriate
Req Num. in the search
results.
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==

-
Message from webpage

| You are about to process 12 Transactions. Do you Wish to Continue ...

P —
OK Cancel

A confirmation message will display in red at the top of the page, Job
Submitted for Updating/Printing.

Bulk Certificate Print

Certificate Selection By: Request Recap For:
P ~ Group/Falic; R
- Group | o |
) Use: From Date: | ToDate:|
Print All || | Process Request | Clear Request | Search Clear All |

Bulk Certifi

Certificate Selection By: Request Recap For:

~ p Group/Palicy .
‘. Group o N © Req Num -
O User @ Req Recap From Date : W To Date : [4/5/2017

Print All Il :FI
In this example, the user clicked the Process Request button on 4/6/2017.
The user is now searching for a bulk print request submitted on that date.

Bulk Certificate Print

Certificate Selection By: Request Recap For:

O arowp O Policy o |
- . From Date : [4/8/2017

Print All I I Process Request Clear Request
A list of submitted requests will display below.

Req Num |

O User ® ReqRecap To Date - [42017

—
‘: Search ! Clear All

Bulk Certificate Print

Certificate Selection By: Request Recap For:

i . roupPoli
O erouwe O Paliey Mo |

From Dete - [41812017

Req Num \

() User @ ReqRecap To Dete - [4702017

Print All || Process Request Clear Request | | Search Clear Al |
Mg -
1-1of 1 Requests / PDF Files : 1 Request Status Page No. 1 PDF Files for Request No. 119457
R; Grp/Pol Num Pol Cnt  CertCnt  ReqMade Status Completed PDFCnt FileMo. StPolNum  FolCnt  CertCnt Status
‘ 118457 278 1 12 040817 10:22  ReqProvessed 0400517 1108 1 1 14075471 12 File in process

The certificate PDF will display to the right of the request status box.



14.

15.

16.

If the Status column
indicates File in
process, the PDF has
not yet been
generated.

Please note: Certificate
PDFs are generated
every 15— 30 minutes
during standard
business hours. On
weekends and holidays,
bulk certificate
generation will process
on the next business
day.

Click the Search button
again to refresh the
information in the
search results.

When available, click
the PDF icon in the
Status column to open
the certificate file.

Follow the browser
prompts to Open or
Save the file.

Please Note: A Print
Control Page will
display as the first page
of the PDF file.
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Bulk Certificate Print

Certificate Selection By: Request Recap For:
Group/Pol
O Grow O poliey o e | Req hum - [
O uUser ® ReqRecep From Date : [4/8/2017 To Date : [a52017
print AlL || Process Request | |_Clear Request | [ Search | | Ciearaul |
Mg -

1-1 of 1 Requests / PDF Files < 1

118457 s 1

Req Num Grp/Pol Num Pol Cnt  Cert Cnt

Request Status Page No. 1
Req Made Status Completed PDF Cnt  File No.
12 040617 10:22 Req.Processed 04/06/17 11:08 1 1

PDF Files for Request No. 115

Status
File in process

StPolNum  PolGnt  CertGnt

14078471 12

Bulk Certificate Print

Certificate Selection By:

Request Recap For:

O User @ ReqRacap

From Dste - [4/8/2017

To Date - [41872017

P ~ Group/Fol
() Group (U Policy muP'Nz:” Req Num \
O User @ ReqRecep From Dt - [4/8/2017 To Date - [#872017
.
Print All Il Process Request (Clear Request I (l Search | Clear Al I
NS
Bulk Certificate Print
Certificate Selection By: Request Recap For:
O eroup O Palioy el Reg Num - [

print Al [[

I Process Request

Clear Request

| Search Clear All

Msg

1-1of 1 Requests / PDF Files - 1

118457 275 7

Req Num Grp/Pol Num Pol Cnt  CertCnt

Request Status Page No. 1
Req Made Status Completed PDFCnt  File No.
12 04106817 10:22  Req.Processad 040817 11:25 1 1

PDF Files for Request No. 11945

StPolNum  PolCnt  CertCnt

14078471 12

Fie Edt View Windew Help

Home lools  Document

= pal_file puif - Adobe Acrcbt Py e e e o |

® 8 B Q ®

L ———

@ signin

Enable by |

PRINT CONTROL PAGE **** BEGINNING ****

Print Date: 20170406

Cycle: 14603 - 1

Job Name: Cert_NoPrint

Report: CERT_119457_1

Ser 1
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