COIl Questionnaire

Purpose

Updated February 27, 2026

The purpose of the COI questionnaire is to collect a Certificate of Insurance (COIl) from a

supplier.

Procedure

After the P2P team sends the COI questionnaire, an email is sent to the supplier (example

shown below). The supplier should click on “submit questionnaire” to access the questionnaire.

Subject: Action needed: Complete questionnaire from The University of Nebraska System

Hello Dave Green

s0 Dave Green can do business with The University of Mebraska System-

Questionnaire Overview

Questionnaire name: Insurance Certificates Questionnaire
Respond by: Sat, 19 Oct, 2024

Update Request Comments:

Submit guestionnaire

- University of Nebraska

Ariba, Inc. 3420 Hillview Ave, Palo Alto, CA 94304, USA

Data Policy | Contact Us | Customer Support

The University of Mebraska System has invited you to complete a questionnaire. This is required

The SAP Ariba log in page will open and the supplier should log into their SAP Business

Network account.

SAP Ariba
Supplier Login

User Name

Password

Forgot Username or Password
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Once logged in, the Insurance Certificates Questionnaire opens automatically.

I CompanySefingsy JohnCryanv  Feedback Helpw

Ariba Sourcing
ck 10 The University of Nebraska System-TEST Dashboard
Console [E Doc1283218511 - Insurance Certificates Questionnaire

All Content

me T

¥ 1 Certificate of Insurance

Desktop File Sync

Time remalning
@ 29 days 23:48:16

¥ Event Contents 13 Descriniion or evample of bow 108l ool 08 a0
| Cor 12 U ring in requested data *| Unspecified ~
value at or above 53 million? Unspecified ~
1 Certificate of Insur
ce B =]
16 Comments
(%) indicates a required field
The supplier should answer section 1.2 with Yes and click Details
All Content
Name t
¥ 1 Certificate of Insurance
1.1 Description or example of how to fill out insurance form @ References
1.2 Upload the Certificate of Insurance by answering "Yes" and entering in requested data * Yes ~v | Details
- )
1.3 Is your aggregate insurance value at or above $3 million? Unspecified -
1.5 Insurance Expiration Date m
16 Comments

A pop-up box opens for the supplier will provide their information and upload a copy of their

COl. Once this pop-up box is completed, select OK.

1.2 Upload the Certificate of Insurance by answering "Yes" and entering in requested data

Enter details for Certificate. Enter the location of a file to add as an Attachment. To search for a More

ment: * | Choose File | No file chosen

Or drop file here

Cancel

Copyright © University of Nebraska Board of Regents

Nebraska

System 2

Nebraska State
College System



COIl Questionnaire

Updated February 27, 2026

After clicking OK, the system will return to the first screen. Once all the required fields are

complete, the supplier should click Submit Entire Response.

Submit Entire Response ‘ Save draft ‘ ‘ Compose Message ‘ ‘ Excel Import

A notification will be sent to the P2P team. Once the questionnaire is approved by P2P, the COI

will be loaded to the supplier profile.
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