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How to Login 
 
1.  

 
Navigate to the  
NYSIF web site. 
 

 
URL:  www.nysif.com 

 
The home screen will display. 
 

2. Click the Login button. 

 
A drop-down menu will display. 
 

3. Select NYSIF Login. 

 
The login screen will display. 
 

4. Enter Username and 
Password, then click 
the LOGIN button. 
 

 
The NYSIF Web Portal welcome screen will display. 

 

file://fileserver2/docalb15/EPMO/Certificates/Certificate%20Training/www.nysif.com


 
 eCertificate User Guide 

 
 
 

Page 3 of 13          
EPMO v.2017.04.20 

 

 

How to Create a Certificate 
  

 
 

 
1. 

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

 

 
The eCertificates Inquiry screen will display. 

 
2. 

 
Select New 
Certificate. 
 

 

 
The eCertificates Create screen will display. 

   
3. Enter a Policy Number 

and click the Get 
Policy Info button. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
The eCertificates Create screen will display the policy information and the fields 
needed to create the certificate. 
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4. 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.  
 

 
5. 

 
Enter the Certificate 
Holder information 
including their Email 
address to send the 
certificate via email. 
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6. To add the optional 
Advance Notice of 
Cancellation language 
to the certificate, 
select the check box 
Add following to the 
certificate. 

 
 
 

7. Select the desired 
Days’ Notice from the 
drop down.  

 
 

8. Click the Preview 
button. 

 
The Preview Certificate pop-up will display. 
 

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

 
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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10. Select here or click the 
Show Certificate 
button to display the 
certificate. 
 

 
The certificate will display. 
 

 
11. 

 
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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How to Renew a Certificate 
 

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

 
The eCertificates Inquiry screen will display. 

   
2. Select Renew 

Certificates. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

The eCertificates Renew screen will display. 
 
3. 

 
Enter the Policy 
Number and click the 
Search button. 

 

 
The eCertificates: Renew screen will display with certificate information.  
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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.   
 

 
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. 

 

 
The eCertificates Detail screen will display. 
 

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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7. Select the Email Cert 
check box.  

  
 

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

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

9. Click the OK button. 

 
 The eCertificates Detail screen will display. 

 
10. 

 
Click the View button 
to view the renewed 
certificate. 

 

  
The certificate will display. 
 

 
11. 

 
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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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.  
 

 
The eCertificates Inquiry screen will display. 

   
2. Select Bulk Certificate 

Print.  
 

 
The Bulk Certificate Print screen will display. 

 
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. 
 

 

 
The requested records will display. 
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6. 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. 

 
 

7. Click the Save Requests 
button. 
 
Please Note: It is 
recommended to 
proceed to Step 8 
(process the request) 
immediately after 
saving.  

 
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. 
 

8. Click the Process 
Request button. 

 
  A pop-up will display. 
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9. Click the OK button. 

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

10. Select the Req Recap 
radio button. 

 
 

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

 
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. 
 

12. Click the Search 
Button. 

 
A list of submitted requests will display below. 
 

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

 
  The certificate PDF will display to the right of the request status box. 
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14.  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. 
 

 
 
 
 

15. 
 

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

 

16. 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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