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RiversideCA.gov

Certificate of Insurance (COI)
Portal 

Step-By-Step Guide 
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1. Introduction Page 
2. Step 1- Enter Contact Information
3. Step 2- Uploading Insurance Documents 
4. Step 3- OCR Scan 
5. Step 4- OCR Check 
6. Step 5- Verifying Limit Amounts & Provisions 
7. Thank You message. 

Overview of Steps
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Instructions: 
1. Read the introductory 

message. 
2. Select the ‘Click Here to 

Start’ icon after you have 
read the message. 

Introduction Page 
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Instructions: 
1. Select the type of relationship you 

have with the City. 
2. You will need to select the “Lookup 

or Add Business” Icon to select or 
add your Company Name and 
contact information. 

Enter Contact Information (Step 1 of 5) 
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Instructions:
1. To add your Business, select “New 

Contact” on the top right.
2. Select “Insured Vendor.”
3. Select “Yes” from the dropdown 

arrow if this is a company.
4. Enter the ‘Company Name’ and 

contact information. 
5. Select “Save Changes” when you 

are done.
* You will only need to add your Business 
the first time you upload a COI. 

Enter Contact Information (Step 1 of 5)
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Instructions:
1. If you are working with a specific City 

staff member, enter their information 
under ‘Riverside Contact 
Information’ so they can get notified 
of your insurance compliance status. 

2. Select the ‘Next -> Step 2: Enter 
Policy Information.’

Enter Contact Information (Step 1 of 5)
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Instructions: 
1. Upload all of your insurance 

documents combined into a 
single PDF with the ACORD 
form being the first page. 

2. Select the ‘Next Review 
Policy Information’ icon. 

Uploading Insurance Documents (Step 2 of 5) 
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Instructions:
1. Wait and relax. There is 
nothing for you to do on this 
page. The program is using 
OCR technology to read 
your certificate. 

OCR Scan (Step 3 of 5) 
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Instructions: 
1. Here, you will need to 

check to see if the OCR 
technology read and 
recorded the policy 
information on your 
certificate correctly. 

2. Select the ‘Next Step 4: 
Enter Cert Details’ icon. 

OCR Check (Step 4 of 5) 
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Instructions: 
1. Check to see if the OCR technology 

read and recorded your policy limits 
correctly. If there is a discrepancy, 
please correct to match the 
information listed on your COI. 

2. Please look at your COI and make 
sure the ‘ADDL’ and ‘WSUBR’ boxes 
are selected. Select the same boxes 
on this page once you have 
confirmed. 

3. Select ‘Finish.’

Verifying Limit Amounts & Provisions (Step 5 of 5) 
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Thank you for using the City’s Certificate of Insurance (COI) 
Portal. The City’s Risk Management Team will send you an 
email once your COI has been approved or if something is 
missing. You may now exit this screen. 

Thank You!
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Risk Management 
Email: riskmanagement@riversideca.gov

Phone: (951) 826-5454

Questions or Need Help?

mailto:riskmanagement@riversideca.gov
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