
Workflow Automation Application

Presented by:
Risk & Safety Services 



Navigate the 
Dashboard

 Tasks by Me: displays forms submitted by 
you as well as drafts



Navigate the 
Dashboard

 Completed by Me: displays forms that you’ve 
already approved



Navigate the 
Dashboard

 Pending Approvals: displays forms that are 
waiting your approval



Navigate the 
Dashboard

 To be Claimed: is applicable to forms that are 
programmed to route to groups



Navigate the 
Dashboard

 Rejected: displays forms where changes / 
additional information may be required and 
resubmitted.



Navigate the 
Dashboard

 Displaying Forms



Submit a Request for 
Certificate of Insurance

Go to the Dashboard  Forms (from the left side 
of the screen) Select Department  Displays all 
forms under the department

• To be completed if you need to request 
a Certificate of Insurance for your 
event/activity with all the required 
documentation.

• The Risk Reviewer and/or Risk & Safety 
Services Director will review and 
approve/reject the form.



Submit a COI form – Page 1

• Enter the Requesting Party or Preparer Name, Email Address, Phone 
number, Responsible Division Staff/Member (SOBO)

• Select the County/Department as applicable from the dropdown menu
• Enter the Name of Entity to whom the certificate is to be issued
• Scroll down to find more fields on this page



Submit a COI form – Page 1 Cont'd.

•Enter the Address, City, State and Zip as these are all mandatory fields
•Select Continue button



Submit a COI form – Page 2



Submit a COI form – Page 2 Cont'd.

•Enter Start & End date and time to use the facility
•Enter the specific amounts of insurance requested
•Select Continue button



Submit a COI form – Page 3

•Select Y/N for agreement that needs to be signed in order to 
secure the facility
•If No, then you need to prepare Attachment D or E
•Select Y/N if the party is requesting to be named as additional 
insured (if different from above)
•Scroll down to find more fields on this page



Submit a COI form – Page 3 Cont'd.

•Enter the Name of party (if different from above), Name of the 
University group or activity (I.e. 4-H, Master Gardeners, etc.) and Type of 
Event
•Enter any additional information that you need to communicate to Risk 
Services.
•Click the "Submit" Button



Questions?

Contact us at:
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