
Go to PinsAdvantage.com�
Click User Login



Click Here

New to PINS?
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Enter the Job Code Provided in 
the Email You Received

Call	  PINS	  with	  Ques1ons	  626-‐844-‐1835	  



Register as 
a new agent:

• Your email 
address is 
your 
username

• Your 
password 
does NOT 
have to be 
character 
specific



The first page you see is your 
dash board	  

Click Add Certificate!
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1.  Enter the Job Code�

2.  Click Continue!
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At the top of the certificate you 
will see:

your agency info 	   your clients info
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1. Select the Alphabetical Letter that the carrier company 
begins with�

2. Click the drop down list to find the company 
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Click the Arrow to Apply the 
Company
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Add Additional Carrier 
Companies if Needed
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Filling out General Liability!�
1. Select the Carrier Company
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Fill out the Policy Info!

The	  limits	  listed	  
here	  are	  the	  limits	  
that	  the	  cert	  holder	  
requested	  

Check 
mark any 
applicable 
boxes

Fill in the policy number/
dates/and amounts if 

applicable

Fill in the 
monetary 

limits

If you do 
not handle 
the policy 

check 
mark the 

box

Click this if 
your client 
has 2 GL 
Policies



Fill in the remaining policies if 
your agency handles those 

policies
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If you do NOT handle a policy be 
sure to check the box 
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Ignore this section�
it is information for the Certificate 

Holder to use
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Ignore this section�
it is information for the 
Certificate Holder to use	  

Call	  PINS	  with	  Ques1ons	  626-‐844-‐1835	  



This is an area for the Description of 
Operations/Additional Insured 

Language�

Often Language will be pre-
populated in this section by the 

Cert Holder
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Type your name Here
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Before you can upload 
documents…�

Click Save and Continue�
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If you have successfully 
completed the cert you will see 

this pop up!�
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Your Page Will Read…

Scroll to the bottom of the page 
to upload requested documents
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1. Click the Chose File button to find�
the document from your desktop 

2. Then Click Upload Selected Documents
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Once you have successfully 
uploaded document(s) you will 

see this pop up!

Click Close
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The document you uploaded will 
now be listed in the Type Column 
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If you ever 
need to edit/

renew an 
existing 

certificate 
click View 

Certificates 

You can now leave PINS!
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