
Quote Texas Insurance Tutorial Guide 

How to Add a Certificate Holder & 
Print Your Certificate of Insurance 

 
This guide will help you add a certificate holder and print your Certificate of Insurance on 
the QuoteTexas.com website. 

 

Steps to Add a Certificate Holder and Print Your Certificate 

Step 1: Go to the QuoteTexas.com Website

 
• Open your web browser (like Chrome or Edge). 
• In the address bar, type the QuoteTexas.com website address. 
• Press Enter on your keyboard. 
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Step 2: Find Customer Service Login

 
• Look for a button or link that says “Customer Service Login.” 
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• Click this button. It will take you to the Customer Service page.

 
• Find and click “Client Center Login.” 
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Step 3: Log Into Your Account

 
• You will see a space to enter your email address. 
• Type your email address in the box. 
• Click “Sign In.” 
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• You will now need to confirm your identity by sending a code to your email or phone.
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• Input the code in the Identification Code box and click LOGIN.
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Step 4: Go to Certificates

• Look for the “Certificates” icon or button on your dashboard.
• Click the “Certificates” icon.
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Step 5: Start Adding a Certificate Holder

• Click the “Add Certificate Holder” button.
• A list with your master certificate(s) will appear.
• Find your newest master certificate.
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• Click the “+ Add Certificate Holder” option next to your master certificate.
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Step 6: Enter Certificate Holder Details

 
• You will see empty boxes for the certificate holder’s information. 
• Type the name of the person or company. 
• Type their address (street, city, state, zip). 
• Make sure your current policies meet the Certificate Holders requirements.  If 

unsure, contact us at 817-274-7744  
• Agree to the TERMS by clicking the box 
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• Click “Next.” 



Quote Texas Insurance Tutorial Guide 

Step 7: Download Your Certificate

 
• After clicking “Next,” you will see the download option. 
• Click the “Download” button. 
• Your Certificate of Insurance will open or save to your computer. 
• You can print this document if you want. 



Quote Texas Insurance Tutorial Guide 

1. Important Note

 
• Do NOT click “Request New Certificate” unless you really need a special certificate 

or policy changes. 
• This option is for custom certificates (for special requests). 
• If you click “Request New Certificate,” your request will be sent to the service team 

for manual review. This might take longer. 

2. Tips and Troubleshooting 
• If you don’t get your code, try selecting the email or phone you did not first try. 
• Check your email for any updates from QuoteTexas.com after you add a certificate 

holder. 
• If you have trouble, call or email Quote Texas Insurance Customer Service for help. 
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3. Frequently Asked Questions 
• Q: What if I cannot find the Certificates icon?  

A: Make sure you are logged into the Customer Center. Look for similar words like 
“Certificates” or “Documents.” 

• Q: What if the download does not work?  
A: Check your browser for pop-up blockers. Try another browser if needed. 

• Q: Can I add more than one certificate holder?  
A: Yes. Repeat steps 5 and 6 for each person or company. 

• Q: What if I made a mistake on the certificate?  
A: Contact Quote Texas Insurance Customer Service to fix it. 

4. Summary of Steps 
• Go to the QuoteTexas website. 
• Find Customer Service Login. 
• Log in with your email. 
• Click on Certificates. 
• Add Certificate Holder and fill in the details. 
• Download and print your certificate. 
• Do NOT click “Request New Certificate” unless you need a custom one. 

5. Where to Get Help 
• If you have trouble, call the Quote Texas Insurance service number on the website. 
• You can also email their support for help with certificates. 

6. Final Notes 
Be sure to use this guide anytime you need to add a certificate holder or print your 
Certificate of Insurance with Quote Texas Insurance. 

Keep this guide for future use because it’s super handy! 

 




