ARIZONA

PROCUREMENT PORTAL
QUICK REFERENCE GUIDE

Reviewing Uploaded Certificate of Insurance

This document is a quick reference guide for users who will review, approve or reject an uploaded COI in the Arizona
Procurement Portal (APP). If you have any questions, please contact the APP Help Desk at app@azdoa.gov.
Additional resources are also available on the SPO website: https://spo.az.gov/.

Once a supplier uploads a COI to their contract, the contract manager receives a notification. The contract manager
can review the COl and decide whether to approve or reject the document.

If your agency uses a different process, continue to do so.

1. Once logged into APP, navigate to the Contracts dropdown and select Browse Contracts on the dropdown
menu.
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2. Locate the contract you wish to review.

3. Select the contract by clicking the Pencil icon.
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4. Place the contract in unilateral amendment status. To perform a Unilateral Amendment, follow the steps in
the Unilateral Amendments QRG.
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5. Navigate to the Add Document left margin tab.
6. Select the COI document you wish to review by clicking the Pencil icon.
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7. If necessary, make updates to the following fields:

a. Coverage Type
b. Effective Date
c. Expiration Date

8. Click the document to view the COI.
9. If approving the document, click the Approve button.
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10. The document status changes to Approved.
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Reviewing Certificate of Insurance Via Pending Validations

1. Once logged into APP, locate the COl in the My Pending Validations Widget.
2. Select the Pending Validation by clicking the link in the Object column.
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3. Follow steps 7-10 in the previous section.

Resources

Click the link below for more information on the contract management processes in APP:
https://spointra.az.gov/arizona-procurement-portal/app-support/quick-reference-guides-176-upgrade/source
-contract-qrgs-176
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