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Uploading a Certificate of Insurance – Insurance Agents  

 

Topic: The following 

document demonstrates 

how to utilize the new 

Certificate of Insurance 

(“COI”) upload feature for 

insurance agents and 

insurers.     

 

Summary:  After self-

registering for a username 

and password, agents and 

insurers will have access 

to a portal for the upload 

of Certificates of 

Insurance.  
 

 

This Guide is for: 

Insurance agents and 

insurers who are 

authorized to upload 

Certificates of Insurance 

on behalf of firms.   
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Self-Registration 

 

To access the upload 

portal, agents and insurers 

must create a User ID and 

password. 

 

The link for self-

registration will be 

provided by the Supreme 

Court.    

 

After clicking the link that 

has been provided, follow 

the instructions on the 

screen. 

 

1) Create a User ID and 

password.  

 

You will use this User ID 

and password each time 

you login to upload a 

Certificate of Insurance. 
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2) Enter contact 

information. Required 

fields are noted with an 

*. 

 

Business name is not 

required but may be 

helpful (see page 10 

herein).   

 

3) Complete the security 

questions and enter 

the email and mobile 

phone for two factor 

authentication. Click 

“Complete 

Registration”.  
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4) A confirmation 

displays. 

 

5) Open the email from 

NJCourtsOnline.com 

and click on the link. 

 

Note: copying and pasting 

the link into a browser is 

recommended.  Use 

Chrome or Edge.  

 

The link must be used 

within 7 days.  

 

 

6) A success message 

displays. 

 

The User ID is not 

activated and cannot be 

used until these steps 

are completed.  
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Login 

 

Click on the login link OR  

use the link provided by 

the Supreme Court.  

 

 

Enter the User ID and 

password to login.  
 

The fields are case 

sensitive.  
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Adding the Tile  

 

On the “Home” screen, 

click the + sign. 

 

 
 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Check “Certificate of 

Insurance (Insurance 

Agent Access Only)” and 

click ‘Submit’.  
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The Certificate of 

Insurance tile now displays 

on the “Home” screen. 

 
 

 

 

 

Once added, the tile will 

remain on the ‘Home’ 

screen.  
 

 

 

 

 

 

 

 

 

 

 

 

To begin, click on the tile. 
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Upload Process  

 

To begin, search for the 

firm by: 

 

• Firm name or 

• Firm ID 

 

Partial name searches 

are permitted.  

 

Firm ID will begin with an 

“F”. 

 

Click ‘Search’. 

 

 

 

Search results will display. 

Click ‘Open’ to select the 

appropriate firm.   
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The upload screen 

contains: 

 

1) Insured section 

displaying the 

firm/entity insured  

2) Firm billing email  

3) Insurer Information 

section for the 

agent/insurer 

information  

4) The User ID of the 

agent/insurer 

uploading the COI. The 

‘Business Name’ field 

will be blank if 

‘Business Name’ is left 

blank on the “Contact 

Information” screen 

when the User ID is 

created.  

 

If the field is populated in 

“Contact Information” the 

name will carry over.  

 

5) Documents section for 

uploading Certificates 

of Insurance  
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To begin upload, click on 

 
 

1) Drag and drop, or 

 

2) Select a PDF, and 

  

3) Click ‘Attach’ 
 

 

Uploads must be done 

one at a time.  
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From the “Documents” 

section: 

 

1) Enter the policy 

effective date and the 

policy expiration date 

 

2) The ‘Document 

Description’ field will 

populate with the 

name of the uploaded 

file, but this verbiage 

can be changed. 

 

3) Click ‘Submit’ 

 

4) Complete the 

Certification 

 

5) Clicking the hyperlinks 

opens PDF versions of 

the applicable Rule 
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Confirmation of 

Upload  

 

A confirmation displays 

after upload.  

 

This completes the 

submission process. 

Clicking ‘Close’ returns you 

to the “Search insured 

firm” screen. 
 

 

 

An email is sent to the 

firm’s billing address.  

 

All COIs must be 

approved by the Supreme 

Court.  A separate email 

will be sent relating to the 

acceptance of uploaded 

COIs.  
 

 

 

 

 

 

 

 

 
 

 

 
 

 


