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iiSSuupppplliieerr  PPoorrttaall Submit Insurance Information
 

Overview 

If you receive an e-mail notification indicating that your company's insurance has expired or is about to expire you must enter 
the new insurance information within in iSupplier Portal. These instructions show how to enter all items on the Insurance 
Certificate. 

1. Go to 
https://ebusiness.amere
n.com and login. 

2. Click AMPOS Profile 
Manager. 

3. Under the General 
Section 

Note:  Under the General 
Information you must add 
the PDF of your insurance 
certification under the Add 
Attachments Section. 

 

4. Click Add Attachment 

 

Note:  All Attachments must be in 
PDF or Word Document form. 

          

5. Title your Insurance 
Certificate with the Name 
Insurance certificate 
20XX(insert year here.). 

6. Leave the category From 
Supplier 

7. Leave the Type as File 

8. Click Browse (find your 
insurance certificate on 
your company's 
computer) 

9. Click Open (Your 
document will appear in 
the box next to the 
browse button 

10. Click Apply 
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11. Click the Organization Link on the Right  

 

12. Click The 
Insurance Tab. 

13. Enter your 
Insurance 
Coverage that’s 
shown on your 
insurance 
certificate.  

14. Click on Add 
Another Row to 
add more rows 
for the various 
types of 
insurance 
coverage 
(Coverage, Limit 
& Expiration Date 
are required) that 
your company 
provides(a Full 
Listed is below). 

15. Click Save 

 

NOTE: These are the 
various types of 
Insurance 
Coverage 
available to 
select 
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