
 

How to  Add a Claim Number, Accident date and Case manager to a Client 

 

 

Locate the client, click ADD A CLAIM. 

 

 

Claim will always default to ACC PAY – change if private client. 

Add claim no., accident date (ensuring not prior to client’s DOB or in the future 

– can use start date of first PO) and Case Manager (these are currently found by 

using the last name of the case manager to search. 

 

SAVE 


