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How to File a Claim  
 

 

1.  Select ‘Report a Loss’ quick link on the home page or from the ‘Policy Summary’ screen 

 

 
 

 

2.  ‘Report a Loss’ will navigate to the ‘Policy Search’ screen 
 Enter the policy information and select ‘Search’ 

 
 
 

3.  Under ‘Policy Search Results’, select ‘Report Claim’ under the ‘Action’ drop down menu 
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4.  Report Notice of Loss Screen 

 Notice of Loss Tab:  Requires last name, first name, phone number of person reporting loss, 

date of loss and comments 

 
o Adjusting firm must be selected from the drop down menu 

 The default adjusting firm is listed as the first name on the drop down menu 
 Please note, there may only be one firm listed 

 
 

 Contact Detail Tab:  Please enter ‘Temporary Contact Details’ for the policyholder 

o An additional phone number is required on this page 

o If an email address is provided, the policyholder will receive email updates on the status 

of their claim 
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 Confirmation screen will appear  

o Verify all the information and click on ‘Submit’ 

 
 

 Policy with a previous date of loss 

o A box will appear in red with the date of loss – if this date is within a couple days of the 

current date, DO NOT ASSIGN AGAIN 

 

 Completed Notice of Loss:  Confirms the claims has been reported  

 

 


