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To: Requestors of Certificates of Insurance

From: EOI Direct

Re: Retrieving Certificates of Insurance

With our continued focus on providing superior service to our customers, EOI Direct is
proud to announce our state-of-the-art insurance certificate delivery system providing
round-the-clock, online access to insurance information for lenders, mortgage brokers,
closing agents, homeowners and realtors in need of Master Policy data for community
associations.

To request a certificate of insurance, or to view the policy coverages listed on a particular
certificate, please visit www.eoidirect.com. If you are a first-time user, follow the links
to register and write down your User ID and Password so you can log in to your account
when prompted. A delivery charge may apply for mortgagee clause additions, however
there is no cost to register for access to the website.

(3*, ;48 /)9, 24..,+ 43 74 ;485 )**4837$ *20*1 43 <%90+,3*, 4- &3685)3*,= 74

search and access the association policy information you are seeking. %(& $,-+)/0.

customer service department is available from 6AM to 5PM (PT) Monday through Friday
to provide additional assistance.

EOI Direct is an internet utility developed to simplify the process of delivering property
insurance certificates. EOI Direct delivers valuable insurance information in minutes
instead of days or weeks.

EOI Direct
1880 W. Judith Lane, Suite 220, Boise, ID 83705

Phone: (877) 456-3643 Fax: (208) 694-3848
e-mail: help@eoidirect.com
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User Training
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Ordering a Certificate of Insurance
• User Registration
• Order Process
• Delivery Payment
• Common Questions and Answers
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User Registration
• Visiting the website for the first time
• Selecting a company type
• Choosing a user id & password
• Creating a user profile
• Account activation
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User must register 
according to their 
company type.
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E-mails are used to 
communicate with 
users regarding 
account activations  
and renewal status.
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Information for user profiles varies 
according to the different type of 
user.  
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All users must accept the EOI Direct 
Service Agreement before they are 
granted access to the website.
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Users receive this confirmation 
after setting up their account.

Note:  Select accounts require an 
account activation.  If an account 
activation is necessary, it will be 
indicated on this page.  If no account 
activation is necessary, the user may 
log in immediately.
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This is the e-mailed 
notice Users receive 
IF their account 
requires activation.  
Otherwise, the User 
may log in 
immediately after 
registration.
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Order Process
New Certificates

• Signing into the account
• Searching for the association
• Ordering the certificate
• Selecting a delivery method
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User logs into their 
account with their 
User ID and 
Password.
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User navigates all functions 
from their control center.  
Selecting “Evidence of 
Insurance” allows the user 
to search for their 
association.
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Search by the most unique word (or 
partial value of the association 
name) to present matches in the 
database.

Note: The more information entered, the 
fewer matching results that will be 
presented.
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Select the desired 
association from the 
returned list.

If no matches are found in 
the system, the user 
receives the following 
message.

Note: If this message is 
received, it is best to enter 
less information into the 
search.
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Choose the reason for your 
certificate request.
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User specifies the 
information they wish to 
add to the policy.

Note: The “Named 
Insured Vesting” field 
replaces “First Name” 
and “Last Name.”
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A confirmation is provided with all the 
information that is going to appear on the 
certificate.

Note: Users may add additional mortgagees (up 
to 5) for a discounted delivery fee when applied 
to the same property address.  Users must 
select the checkbox on the preceding page for 
additional mortgagee access.



18

Delivery options and 
applicable fees are presented 
to the user as part of a loan 
origination.
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User receives payment instructions whether it be (1) 
payment by credit card, (2) payment by check or (3) 3rd 
party payment. 
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Followed by the actual certificate of 
insurance.

After payment is received, the user receives their 
certificate.  The first page of the certificate is the 
receipt reflecting payment...
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Renewal Certificate Instructions for Homeowners & Management Co. 

                                              

 

 

1. Visit eoidirect.com
2. Register as a First Time User 
3. Log into your account. 
4. Click on “Evidence of Insurance”. 
5. Search for your condominium name 
6. Select your association, “Continue”. 
7. Choose the 4th option that indicates you 

received a letter from your lender, “Continue”. 
8. Fill in the Homeowner’s last name and loan 

number, “Continue”. 
9. Fill out all required fields for Homeowner and 

Lender, “Continue”. 
10. Confirm the order information, “Continue” 
11. Select delivery method where you would like 

the certificate sent. 
 



After selecting the delivery method where you want the Certificate of Insurance sent, you will 
see 1 of 3 sets of instruction.  Proceed accordingly.    

                                                                                                                                                                     
What the website says…                                                                   What this means for you… 

 

 

 
 

For assistance with the website, please contact EOIDirect Monday-Friday 7:00am-6:00pm MST at 877-456-3643 

We could not find a record of your loan information. Please  
e‐mail or fax a copy of the letter your lender sent you to: 

 lenderletters@eoidirect.com 
 208‐379‐4341 

Once your letter is received, we will release your request 

For quality assurance, the agent would like to review your 
request. Please allow 2‐3 business days for your request to be 
processed. Once the request is reviewed, the certificate will be 
sent to the e‐mail or fax you selected on the previous page. 

Your request has been processed and sent. No further action 
is required. 


