Welcome to Claims Management System-Adjusters

Now that you have logged into the system you are ready to start using FileTrac to perform
various activities in the system. The majority of the time you will use the Alerts Page, which
you are currently viewing, and the other section of the system you will use the most is the
Manage Claims screen. We will review a few key items in each page that you will need to know
to properly navigate around the system.

ALERTS PAGE

To populate an Alert please click on the name of the alert in blue and underlined, this will
populate the alerts in the middle/right hand side box.

Note: With all the alerts you will want to keep them cleared out so that your system will run
more efficiently. Remember to click the Clear, Mark as Read or Remove the Alert, buttons.

1) FileTrac Reminders: This feature is created by putting a note in a file and then selecting a
date in the future that you wish to follow up on something regarding that file. To create the
reminder go to the Manage Claims (1) screen and click on the word Notes (2) under the Diary
Heading, for the file you wish to make a note on.









3) Responses Requested by Me: These are alerts that you have sent someone by putting a note

in the file and selecting to send them an alert. If you see the person’s name ir then they
have read the message and you can click on the and this will remove the
message from your screen. If their name is still + assume that they did not
read that message yet and you can click on the ill take you directly to the
claim to navigate around that file to see if they have done what was asked of them. Another
option you have is to click on the file numbe; vhich will open the Notes screen for

that file and enter another note to that individual, and again send them an alert and/or email
by checking the appropriate box on the right hand side and select their name in the recipient
list, then click the Save Comment.


















4) Timelog: To enter timelog information click on the green clock

The first thing you will want to do is select the (1) date you performed the service by clicking on
the calendar icon and selecting the date (Note: You have the ability to back date the entry to
the date you performed the service and it will appear in the timelog in chronological order).
Next go to the (2) Service Name dropdown and select the service you wish to charge for, then
go over to the (3) Description box and type in your activity/comment, and then go to the (4)
Quantity box and enter the quantity you need to charge for this service. If you need to charge
for another Service, simply click on the (5) Add Service Row and another line will be added in
which you can charge for the next service. Also if an Expense ltem is needed you will see where
you can add Expenses. If you paid for the expense item make sure you check the box in the (6)
Reimburse column or you will not get reimbursed for this item.

Note: Your system may contain (7) Timelog Codes, by selecting these codes you will not have to
type in the information as it will auto populate that item and if need be you can add to that
code by typing the additional information in the Description box. To see what a Code will auto
fill, click on the and this will show you what that code will auto fill in the description for that
timelog. Also your Company may have (8) Timelog Macros (Templates), the Timelog Macros if
selected will populate Service lines for a particular Service/Activity that is commonly used. When
using the Timelog Macros simply put in the Quantity for each service line, and if need add
additional information in the description box. Click (9) Submit Timelog Entry when done.




















