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Reporting a Claim 

The Report New Incident widget allows submission of new claims. 

1) For workers’ compensation claims, select the “Submit a New Workers’ Compensation Claim” button, and for liability or 
property claims, select the “Submit a New Liability or Property Event” button. 

2) The required fields indicated with a red asterisk must be completed to submit a claim. Once the information has been 
entered, select the “Complete Incident” button. 
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Liability/Property Example 
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Workers’ Compensation Example 
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3) A pop-up window will appear asking if the incident is complete. To complete the incident, select “OK”. To continue working 
on the incident, select “Cancel”. 

4) Once the incident completion is confirmed, photos or documents may be attached to the incident by following the 
instructions in this guide for Attaching Files. If there are no photos or documents, proceed to step 5. 
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5) The submission is now complete. Return to the dashboard or sign out using the menu links.




