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Web Based Enterprise

CertifiTrac+® Version

The CertifiTrac+® Enterprise Product contains many
features designed for large corporations and
government entities operating a decentralized risk
management program with many users processing a
large volume of certificates of insurance at different
locations.

The following screen shots offer a more detailed view
of this web-based software version.



Set Up - Users

• From this screen, you can

easily add, edit, and/or

delete the names of all

your licensed users.

• Passwords can be

changed by each user by

checking the Change

Password box.

• Program administrators

will be able to assign

permissions to the user.



Set Up - Producers

• From this screen you

can quickly add, edit,

and/or delete

Producer information.

• Producers entered

here are available to

assign to certificate

records from a drop

list in Certificate

Tracking.



Set Up – Insurance Companies

• From this screen you can
add, edit and/or delete
insurance company
information.

• Enter AMBest carrier
ratings for each
Insurance Company.

• Insurance company
names can be associated
with a certificate from a
drop list in the certificate
entry screen, which you
will see later.



Set Up – Risk Profiles

• A Risk Profile allows you to require different limits for different groups of Insureds.

• On this screen you can easily add, edit, and/or delete Risk Profiles.

• You can add any notes that you want to display when this Risk Profile is associated
with an insured in Certificate Tracking.

• After you have named the Risk Profile and given it a Req. No. you want to set up the
actual limits.  Click on the limits button.



Set Up - Departments

• This screen can be tailored to your company structure to display
departments, locations, sales offices, properties, etc.

• Entities entered here are associated with certificates from a drop list in
Certificate Tracking.

• Reports can be sorted by the chosen designation.



Set Up – Bonding Companies

• From this screen you can add,
edit, and/or delete the name,
address, and contact
information for bonding
companies.

• Bonding companies entered
here are available to assign to
certificate records on the
project screens when a bond is
required.

• Letters can be generated to
these companies to verify the
bond amount and request
bond increases.



Set Up - Property

• From this screen you can add,
edit, and/or delete Properties
for which you track certificates.

• Properties entered here are
available to associate with
certificate records from a drop
list.

• Here, you can also keep the
name and address information
for any property manager.

• You may send property
managers emailed reports for
each property.



Set Up – Project

• From this screen you can quickly
add, edit, and/or delete Projects.

• Projects entered here are
available to associate with
contracts and Risk Profiles in
Certificate Tracking.

• You can keep the name and
address information for any
project manager or supervisor
here.

• Project managers can receive
emailed copies of 3rd and 4th

deficiency letters associated with
their projects.

• You may also send project
managers emailed reports sorted
by project name.



Set Up – Additional Insured

• On this screen you can easily add, edit, and/or delete the name of each additional
insured that you might require on a certificate.

• These names are available from a drop list in the Certificate Tracking section of the
software.

• All additional insured names or a subset of names will be used to display the
Additional Insured requirement for a particular insured.

• Any names required for a certain insured but omitted from the certificate will be
requested in the deficiency letter to that insured.



Set Up – Combo Box Limits

• The Combo Box Limits

screens allow adding,

editing, and deleting of

dollar amounts frequently

used throughout the

program.  In order to

populate the drop down

boxes in Certificate

Tracking, you must add

dollar amounts for every

insurance type.



Scan – Review Scanned Certs

• CertifiTrac+® offers users of the
program the ability to scan, save
images, and import certain certificate
data used from original Acord 25-S
and standard Marsh certificates.

• Data imported into the program
includes Insured names and
addresses, Insurance company names,
Producers, Policy information, Policy
numbers, Effective and Expiration
dates, and Limits.  It verifies Primary
Additional Insured and the 30-day
notice of cancellation.

• After scanning, the certificates enter a
temporary file until the user imports
the data into the database.

• From this screen, the user can review
the data, make any needed changes,
and click a button to create a new
record or replace a certificate.



Scan – Link Certificate Image

• Certificate data that cannot be
imported into the database
from the scanner, will enter a
separate temporary file.

• The user will create the record
for the insured using the
keyboard and link the image of
the certificate to the record for
easy viewing.

• Once the record has been
created, all subsequent
certificates can be easily and
quickly linked to the record.



Certificate Tracking – Insured Entry

• Once you have everything set up
in the program you can start to
enter and track your certificates
with a few clicks of your mouse.

• This is where all the information
from the Insured’s certificate is
displayed.  You can add, edit, or
delete Insureds from this screen.

• There are fields for contact
information as well as a notes
section to record any additional
information needed.

• Use the Letter button to send a
custom letter to the selected
insured.  This letter can be saved
and viewed from the Letter History
screen.



Certificate Tracking –

Producer & Ins. Co.

• This screen has fields for

the certificate issue date,

the producer, and the

insurance companies.

• All the producers and

insurance companies that

you set up in the Maintain

Producer and Maintain

Insurance Companies

can be accessed through

the drop lists.



Certificate Tracking –

Limits & Coverages
• This is where insurance

information on the certificate is
entered.

• The copy dates feature
automatically transfers the
dates from the General Liability
screen to other coverages.

• The Replace button will
automatically advance the
dates one year when you enter
a renewal certificate.

• Check the Keep Dates box to
replace a certificate without
renewing it.

• Also notice that some of the
more frequent dollar amounts
are in drop lists.



Certificate Tracking - Compliance

• This screen allows

you to note any basic

compliance issues on

the certificate.

• Space is included for

monitoring three

custom compliance

issues.



Certificate Tracking – Risk Profiles

• Use the drop list to assign Risk
Profiles to an insured from the
Risk Profiles that you set up in
the Maintain Risk Profile
screen.

• This screen is where Insureds
are marked as “Active.”

• Use the Buttons to assign
Projects and Properties for
each Risk Profile as required.

• Assign Endorsement
requirements here.

• Enter any notes about the
Agreement here.



Certificate Tracking - Overview

• On this screen you are
able to see all the
information about the
certificate that was
entered.  Items that show
up red are deficient, black
are compliant.

• Click the “View” button to
view details about
deficiencies.

• Use the Overrides check
boxes to excuse any
given insured from a
requirement.



Certificate Tracking –

Additional Insured

• Use this screen to note

Additional Insureds

received on the certificate.

The program will

compare Additional

Insureds received with

Additional Insured names

required and generate

deficiency letters if there

are any problems.



Certificate Tracking - Departments

• Use this screen to
associate your
chosen designation --
departments,
locations, sales
offices, properties,
etc.-- with each
insured’s record.

• Reports can be
generated sorted by
each designation.



Certificate Tracking – Letter History

• A copy of all letters sent are
automatically saved in the
Insured’s Letter History.

• This screen shows a summary of
the problems discussed in each
letter.

•  Click the “View Letter” button to
view a copy of the letter.

• You can unmark one or all letters
generated in a given printing if you
want to resend them for any
reason from the “Unmark” button.

• If a problem should occur when
generating letters, you can use the
emergency button to return the
data to the previous state before
generating letters and reprocess.



Certificate Tracking – Cert. History

• CertifiTrac+®
automatically creates a
history of all the renewed
or replaced certificates.

• View compliance
problems and limits and
coverage for each
certificate that has been
renewed or replaced.

• Select the certificate to
view from the next/last
buttons on the right of the
screen.



Communication – Letter Design

• You can customize almost any
part of the text in the
Deficiency and Renewal
Letters.

• Your company logo can
automatically be inserted at the
top of each letter.

• The software will automatically
select paragraphs appropriate
to each insured and include
your customized text for that
problem in the insured’s
deficiency letters.



Communication – Generate Letters

• Once you have entered all
your certificates and designed
your letters, you are only a
click away from generating
renewal and deficiency letters.

• The program will automatically
insert the appropriate
paragraph for each deficiency
it finds on any given insured’s
certificate.

• You may send letters by postal
mail, email, or fax.

• You can generate letters by
Department and view letters
before sending.



Reports

• Reports are available with
a click of the mouse.
Reports can be viewed
and/or printed.

• Reports are selected by
Department.

• Reports always reflect the
latest data entered into
the database.

• Many reports are sorted
by deficiency type. In
addition, some reports
focus on a particular
insured.



For more information . . .

• For additional information or to schedule a

demonstration, please contact our office at

(800) 379-9055.
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