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Find Your Client’s Insurance Requirements 

From the Eved home page, click Sourcing > My Clients. Select your client and click View under View 
Details.   

 

Click on Insurance Coverage under Actions.  This will open a new window to view insurance 
requirements and your current coverage with this client. 
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Tip: Many members have very specific requirements for additional insured documents. This is 
why it’s important to check for their insurance requirements on Eved before having your broker 
fill out an Acord or Zurich form for your client. 

Upload Your Insurance Certificate 

From the Eved home page, click Admin > Insurance.  Check the appropriate boxes for automobile and 
worker's compensation information.  Click Upload New Certificate to enter the Upload Insurance 
Certificate screen. 

 

 

From Upload Insurance Certificate, Name the certificate > Browse to locate the certificate on your 

computer and upload the document. You will see this icon:  when it has been successfully 
uploaded > Accept the terms & conditions > Click Save.  You will receive an email message from Eved 
when your certificate has been scanned and is ready for verification. 
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Add Additional Insurance Certificate for Clients 

If your client requires you to add additional insured information, from the Eved home page click Admin 
> Insurance.  Next to your verified certificate > Click Additional Insured to open the Additional Insured 
setup and management page. 

Tip: You will not be able to upload Additional Insured documents until you’ve uploaded, scanned and 
verified your Master Certificate. 

 

Once on the Additional Insured - Step 1 page, click Browse to locate the certificate to be uploaded from 

your computer. You will see this icon  when it has been successfully uploaded > Click the Member 
Name of the appropriate additional insured entity and it will be highlighted in gray when it’s selected  > 
Click Next.  
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Now on the Additional Insured – Step 2 page, Check the box next to the Entity name of the appropriate 
additional insured entity and click Save.  

 

When your upload is successful you will see this screen: 

 

Click Return to Manage Insurance Certificates to go back to the main Insurance page. You will receive 
an email message from Eved when your certificate has been scanned and is ready for verification. 

 

 

 


