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Disclaimer and Copyright Information 
 
Disclaimer 
 
Information in this document is subject to change without notice and does not represent a 
commitment from Intuition Software Pty Ltd. 
 
The Software described in this document is furnished under a licence agreement. 
 
Copyright 
 
This document is copyright and contains confidential information, which is the property of 
Intuition Software Pty Ltd. 
 
Intellectual Property Rights associated with the methodology applied in arriving at this 
document, including templates and models contained therein, reside with Intuition Software 
Pty Ltd. 
 
Trademarks 
 
Microsoft� , MS Word for Windows� , MS Windows for Workgroups�  are registered 
trademarks. 
 
Other products mentioned are trademarks or registered trademarks of their respective 
companies. 
 
General 
 
Names and addresses used within SmartClaim User Guide are fictitious and are not 
intended to cause any harm or injury to any persons or companies. 
 
Intuition Software Pty Ltd does not declare any business affiliations or represent any of the 
names or companies stated in this guide. 
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Logging On 
 
The user field will automatically be populated based on the information that was entered through the wizard 
during setup. Enter your password. 
 
 

 
 
 
Main Menu 
 
The Main Menu Screen comprises 9 main Icons/Menus: 
Summary, Employer, Workplace, Incidents, Claim, Reimbursements, Contacts, Reports and Liability Ceilings 
The delegated Administrator, when logging on will also view a further Icon/Menu, Security 
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Summary Screen 
 
 
 
 
The Employer Summary Screen will appear as soon as you login. It provides claims details 
and reminders for all WorkCover claims and Incidents. 
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Employer Screen/ Premium Simulator Screen 
 
The Employer Screen lists all workplaces and manages the Premium Simulator. 
 

 
 
Premium Simulator Previous Year 
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Premium Simulator Current Year 
 

 
 
 
WorkCover premium is estimated in May for the forthcoming financial year, using 
assumptions based upon current information. In September the following year (i.e. approx 
14 months later) you will receive your confirmed premium notice based on actual events 
during that financial year. 
 
SmartClaim will calculate your actual/confirmed premium. The initial premium is an 
estimate only. It is not recommended that you use this function for budgetary purposes. 
 
*SmartClaim premium projections are indicative only and should not be used for legal 
reliance purposes.  
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Workplace 
 
The Workplace summary screen lists all claims relating to that particular Workplace and 
Workplace Number 

 
 
Remuneration 
Shows remuneration by financial year by workplace to edit simply click on the field and 
change 
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Rates 
 
Based on Industry Code (WIC, or WorkCover Industry Classification). SmartClaim contains 
a list of all WIC codes. Your code will be advised on your policy documentation. 

 
TIP: type in the first letter of your WIC and SmartClaim will list all WIC’s with that letter. 
Select your code from the list. 
 
Operations 
 
The Start and Cease dates are required for the Premium Simulator 
 

 
Address 
 
Address of Workplace 
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Incident Reporting 
 
To record an incident, click the ‘Incident’ Icon at the top of the main screen (see below). 
 

 
 

Many incidents do not result in lodgment of a claim. However they are often a useful tool in 
identifying trends and patterns with respect to work practices and hazardous areas. 
 

Use the ‘Add New Incident’ function to record details of all incidents that occur at your 
workplace, simply fill in the details from your hard or soft copy Incident Report/Register of 
Injuries, or use the ‘SmartClaim’ template provided. 

 Enter Details as required and click on Next 
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The ‘Investigation Details Wizard’ screen below will be displayed: 
 

 Enter details as required and click ‘Next”. 
 
 
The ‘Follow Up’ Wizard Screen below will be displayed: 

Enter details as required and click on next 
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The ‘Improvement Action Plan’ Wizard below will be displayed:  

 
 
Click the highlighted blue ‘Add’ after the words “Control or improvement actions will be 
implemented”. The ‘Improvement Action Plan Detail’ screen below will be displayed: 
 

 
 
Enter Corrective Action details as required and click the ‘Save’ button.  
Your incident is now recorded. 
 
The ‘By When’ date will be displayed in the main Log-in / Summary screen as a reminder. 
You can alter this date at any time to reset the reminder. 
 
Once you have completed and saved the details you can then select the ‘Add Claim’ field in 
the main ‘Incident’ screen if the incident has resulted in a claim, and complete the details 
per the ‘Add New Claim’ function. 
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Claims 
 
If there are no current claims listed (always for new installations), SmartClaim will pop up a 
screen that asks you if you would like to enter Claim details. SmartClaim advises you to 
forward claims to your Agent within 5 days of your receipt. Legally you must do so within 10 
days. 
 
 

 
 
Upon entering the claimants details SmartClaim will enter their information into the contacts 
list.  
 
Note: SmartClaim provides default claim numbers until correct details are entered. 
 
Once a new Claim has been entered, SmartClaim will create system generated reminders 
to assist you in compliance and other activities. You can also create your own reminders at 
any time. Reminders will then appear in your summary screen when you login. 
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Claim Details 
 
The Claim Details are displayed in the Claim Details screen. Much of the data displayed is 
populated upon entering a new claim.  

 
Other information such as SCE details and Award / EBA Accident Make-up pay provisions 
must be entered manually.   
 
SCE or Statistical Claims Estimate is the overall total expected cost for the life of the claim, 
including costs to date and future expected costs. 
 
Refer to your On-Line Help File for detailed information on SCE’s. 
 
Note: SmartClaims premium simulator will use the information within this field to perform 
simulations. 
 
Pre-Injury Detail 
 
SmartClaim allows for changes to be made in the earnings fields to allow for disputes and 
decisions after the amounts have been paid. 
 
For example, Overtime rates may be disputed by the claimant. 
 
All such changes are logged by SmartClaim’s audit register and can be accessed. 
Please email support@intuitionsoftware.com.au if you require this information. 
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Awards / EBA Accident Make-Up Pay 
 
 
The Award / EBA Provision determines the amount of weeks where the Employer has to 
pay ‘Accident Make Up’, i.e. the difference between compensation and pre injury earnings 
(PIAWE). For more information use the Help function. 
 
If Award Provisions apply, click ‘yes’ and the drop down will appear. 
SmartClaim defaults to 38 Weeks as the most common award provision. 
Please check with your awards and change as required. To change award details click on 
the highlighted line and type in details. If no Award Provisions apply select No. 
 
Select the amount of make-up pay to apply as a percentage of the difference between 
PIAWE and weekly compensation, for the designated number of weeks according to the 
award or EBA that applies. 
 
For example, if make-up pay is 100% of the difference for the first 26 weeks, then 50% of 
the difference for a further 26 weeks, in the box provided select ‘ Week Number ’ as 26, 
and ‘Percentage’ as 100%, then in the line below select ‘Week Number’ as 52, and 
‘Percentage’ as 50%.  
. 
Note: In order for SmartClaim to calculate the correct Make–Up entitlement this information 
is required to be entered for every claim. 
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Entitlements 
 

 
 
Only you’re Authorised Agent (AA) / Insurer can determine liability and entitlements. It is 
possible to obtain verbal acceptance from in lieu of formal notification. You may then elect 
to use the Employer Override function to allow Compensation payments to be made. 
 
Altering/Changing Entitlements and Compensation Rates 
 
To change claimants’ entitlements select the Entitlements tab and click the ‘Add’ tab, which 
displays the current Entitlement details. 
 
Alter or edit compensation rates, effective dates etc by using the drop down boxes.  
 
Select the liability type, either Primary liability (‘Liability’), First Entitlement, Second 
Entitlement, or Third Entitlement.  
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Depending on which Jurisdiction/State you operate, these entitlement periods, and the 
effective compensation rates may differ. 
 
SmartClaim Victoria defaults the first 13 weeks compensation to 95% of PIAWE. This 
period is known as the First Entitlement Period, and includes Employer Liability payments. 
 
Further Entitlement Period details can be altered suit individual claim circumstances. 
 
When you have selected the entitlement period, use the drop down percentage options to 
select the rate to be applied, and then enter the effective date on the drop down calendar 
listing. 
 

 
 
You can alter the effective dates and rates to suit your needs; however you should ensure 
that you have the correct details from your Authorised Agent/Insurer before altering any 
details as changes may affect retrospective payments. 
 
Note that you cannot enter or edit Second and Third Entitlement details, or authorise 
compensation payments unless Primary liability (‘Liability’) has been changed to 
‘Accepted’. 
 
*You can also alter or edit existing entitlement detail by clicking on that ‘line’ in the main 
display. However it is recommended that these details be edited only in the event of an 
error in the original entry.  
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Notes 
 
To add a note, select the Notes tab, select Add, and enter your notes and select Save. 
SmartClaim will then save your notes and list for future reference, oldest note first. 
 

 
 

 
 
When adding a new note you must select the criteria from the drop down. Refer to picture 
above. 
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Medical Certificates 
 

 
 
Click on “Add” to add a Medical Certificate 
 

 
 
Enter information as required from the medical certificate provided by the claimant.  
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If the Practitioner issuing the certificate is not already in your Contact list you can add these 
details by selecting the ‘Add’ button and add to Contacts. 
 
SmartClaim defaults all medical certificate numbers to 9999999-9 until you enter the correct 
number. This field accepts both alpha and numeric details. 
 
The type of Certificate, ‘Initial’, ‘Ongoing’ ‘Attendance’, or ‘Final’ will be noted on the 
certificate.   
 
Note: Final Certificates are displayed as Type 4 in the summary screen. 
 
SmartClaim will prompt you to develop a Return to Work Plan upon receipt of an ‘Initial’ 
medical certificate. 
 
You are able to override this prompt, but it is not recommended that you do so as severe 
penalties exist for non-compliance. 
 
You Cannot enter any ‘Continuing’ Certificates until you have entered an ‘Initial’ Certificate 

IMPORTANT NOTE 
 
When adding a Medical Certificate you must select one of the following criteria’s: 
 Unfit for Duties 
 Modified Duties 
 Alternative Duties 
 Normal Duties 
 
You must always enter valid dates and or use the calendar wizard by selecting the 
drop down arrow on the date field. 
 
For example you cannot enter 00/00/00.    
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Compensation 
 
There can be no Compensation unless a medical certificate has been entered and liability 
accepted. 
 
In Victoria the employer is liable for the first 10 days paid or payable compensation. 
 

 
 
 
A Compensation Week is defined as any week in which at least $1 compensation has been 
paid, or is payable. 
 
If you wish to commence your activities from a set date, use the View from date field and 
SmartClaim will hide all previous activity requirements and detail from view.  
 
Some reminders may also be overridden. 
 
Note: The first time you view this screen, the ‘view from’ field will default to the date the 
claim was entered into the database. You should ideally then set the date of injury or 
incapacity. Thereafter it will display data from the date you have selected.
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Current Weekly Earnings (CWE) 
 
During Employer liability periods (first 10 days of compensation) SmartClaim calculates 
compensation on a daily basis, and requires current weekly earnings (CWE) to be entered 
on a daily basis.  Do this by clicking the icon in the CWE column. This will bring up the 
details for each day within that week. Select the individual days for which you wish to enter 
details. If required you can select specific days for compensation entitlements by ticking 
and un-ticking the boxes provided. Data is saved upon exiting the box. 
 
Once employer liability has been extinguished these details can be entered on a weekly 
basis. 
 
If the claimant returns to work in modified or alternative duties or hours, the monies 
received for these duties can also be entered by clicking on the icon in the CWE column. 
 
You are able to enter details as a weekly total once employer liability has been met, simply 
by selecting the week and entering the weekly details in the CWE column or as a daily total 
using the process already described above for employer liability periods. 
 
NOTE: The VWA calculates compensation entitlements on a Saturday to Friday basis. 
SmartClaim uses the same principle and may therefore appear to be ‘out of sync’ with 
payroll. This is a deliberate function, not a fault. In the event that your payroll week differs 
from that of the VWA, you can still enter daily details in the field provided. 
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Authorising Payments 
 
When you enter a medical certificate SmartClaim automatically calculates compensation 
entitlements (subject to any earnings details entered for modified duties). If all details are 
correct you can authorise payments to be made by selecting the ‘Authorise Payments’ 
function.  
 
Within this function you must authorise all outstanding payments. You can edit or delete 
individual payment items at any time. 
 
For compensation to be authorised a Medical Certificate must be entered and (Primary) 
liability accepted. 
 
Payments now need to be authorised and information is sent to payroll 
 
 

 
 
 
Deleting/Editing Payments 
 
Should you wish to delete any payment at a later time you can do so by selecting the 
‘cancel’ function in the Compensation screen. Select the line to be deleted, click the 
‘cancel’ tab and then use the up or down keys on your keyboard to move to another line. 
The line you have just exited is then automatically deleted, and any entitlements will be 
logged for the next time you wish to authorise compensation payments. 
 
You can also clear all payments by clicking on ‘Clear All Payments’. Please refer to the 
Compensation Screen. 
 
Important Note: If you clear all payments using this function you must then click the 
‘Refresh’ Button to re-set calculations to zero.   
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Reimbursements 
 
Your Authorised Agent reimburses compensation monies paid by you, and provides a 
payment statement for each amount.  
 
Add a Reimbursement Statement 
 
Click the Reimbursements Icon. To record your reimbursement, click the ‘Add’ button at the 
bottom of the screen. 
 

 
 
To add individual lines from the statement click on the highlighted word “Add”. 

 



 

Page 25 

� Copyright 2005 Intuition Software Pty Ltd 

 
 
 

 
 
Select the claim for which you wish to enter details, from the drop down list. 
Select the relevant dates from the drop down ‘From’ and ‘To’ drop down calendars. 
When you have completed entering the details simply click on the ADD button and the 
entry will be added to the list on the reconciliation statement continue until you have 
completed all the transactions and select close and then save your reconciliation statement 
 
Note: Victorian WorkCover Authority makes reimbursements based upon a Saturday to 
Friday weekly period. 
  
Part Reimbursements 
 
In many cases your AA will reimburse only a part week on a statement. 
 
Each payment is registered against the claim as selected when entering in the payment. 
 
You can return at any time to a reimbursement record and add further details.    
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Reconciliation Summary 
 
 
Located under the Report Menu. Select from the dropdown - Reconciliation Summary. 
 
This report shows you amounts paid, amounts reimbursed and any differences that may 
require your attention. Employer liability payments are not listed. 
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Expenses 
 
An Employer is liable for the first $546* (Indexed annually). SmartClaim will prompt you 
once this limit is reached and request an authorisation for all or part payment. You can 
continue to record expenses beyond your liability should you wish. 
 
 

 
 
An expense can be paid directly to the provider or to the worker, or you can simply enter 
the details as a record only, or enter that the account was forwarded to your AA / Insurer for 
payment by them. 
 
Note: If you enter an item number the amount payable will be displayed as the AMA 
maximum amount payable for that service. You can override this and pay the invoiced 
amount should you wish.   
 
To add an expense select the “Add” button at the bottom of the screen 
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Adding an Expense 
 

 
 
By using the drop down arrows on each field, you are able to select from the list your 
provider, the expense description and the Item Number which represents the AMA’s 
service recognition number.  
 
Note: If you enter an Item Number the ‘Reimbursed Amount’ will default to the AMA 
recommended fee for that specific service type. You are able to override and alter this 
amount    
 
By using the radio buttons at the bottom of the screen you are able to identify who is paying 
the provider or if you are entering the information for your records only.



 

Page 29 

� Copyright 2005 Intuition Software Pty Ltd 

 
Return to Work Plan 
 
As you are required to create a Return to Work Plan, SmartClaim will prompt you to 
develop one upon receipt of an Initial medical certificate. 
 
You are able to override this prompt, but it is not recommended that you do so as severe 
penalties exist for non-compliance. 
 
You can create a RTW Plan using any medical certificate at any time during the life of the 
claim. 
 
Select a medical certificate from the dropdown. 
 

 
 
Select Save button. 
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A RTW Plan is now saved to Smart Claim’s Letter Folder as an RTF Document using 
merged contact information from the database. 
 

 
 
 
To retrieve the plan, go to the RTW Plans Tab, select the RTW folder you wish to view/edit 
and click the folder icon. You can edit the document as per normal Microsoft�  Word 
functions. 
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Return to Work Offer 
 
You may wish to create a RTW offer 
Add by selecting the RTW details tab and clicking on the ADD button. 
 

 
 
Select ‘Save’. A RTW Offer is now saved to SmartClaim’s Letter Folder as an RTF 
document using merged contact information from the database. A courtesy ‘Doctors 
Approval’ advice to the treating doctor is also created.    
 
To retrieve the offer, go to the RTW Offers Tab, select the folder you wish to view/edit and 
click the folder icon. You can edit the document as per normal Microsoft�  Word functions. 
You will need to enter the specific duties to be offered.  
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Rehabilitation Report 
 

 
 
SmartClaim also allows you to enter and store summaries and comment on Approved 
Rehabilitation Service Provider (rehabilitation) reports for the Claim, including worksite 
assessments etc. 
 
Select the Rehabilitation Reports tab, select Add, and then select the type of report you 
have received. 
 
TIP: You may wish to use this function to record the initial referral to the provider, by 
selecting ‘Other’ and enter in the details of the referral. If you do so you may then wish to 
enter the provider details in the contacts folder for future reference. 
 
TIP:: You may be able to obtain electronic copies of referral forms and save them in your 
templates folder for future use. 
 
TIP: You can ‘cut and paste’ between this function and other Microsoft�  Word formats. 
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Liability Ceilings 
 
Each year statutory maximum compensation rates and Employer Liability 
thresholds are indexed. To enter new indexed maximums click the ‘Liability Ceilings icon in 
the main window. 
 
The Liability Ceilings details screen below will appear 
 

  
 
 
 
Click ‘Add’. Enter new details as required and click ‘Save’. 
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Reminders 
 
SmartClaim will automatically generate reminders relative to a claim or an incident report. 
 

 
 
Reminders for 13 week Determination and 130 Week Determination are determined by the 
authorisation of compensation entitlements. For example, if no compensation is payable in 
any given week, the ‘due date’ for 13 and 130 week Determinations will be set back by the 
amount of weeks not paid. As soon as compensation is authorised, the ‘due date’ will again 
alter in accordance with the payment authorised. 
 
TIP: You can also easily determine entitlement timeframes by referring to the 
“Compensation Week’ column in the Compensation Tab. 
 
The reminder for Initial Determination of liability is set at 28 days from the ‘Claim Received 
On’ date in the ‘Add New Claim’ Wizard. By setting this parameter SmartClaim will 
generate this reminder for approximately 2 days before it is legally due (assuming your 
Authorised Agent received the claim 2 days after it has been recorded on SmartClaim) 
 
Using the ‘Claim Received On’ date in the ‘Add New Claim Wizard’ generates other 
automatic reminders. Some of these dates may alter after lodgement, due to changes in 
ongoing entitlements.  
 
You can edit reminder dates at any time. However, it is recommended that you continue to 
check the validity of these dates in concurrence with formal decisions and advices from 
your Authorised Agent (AA) 
 
Reminders in relation to the Incident reporting function are generated by the “By When’ 
date entered in the ‘Improvement Action Plan’ screen within the incident reporting function, 
and will appear in the main Log-On / Summary screen. 
You can alter the ‘By When’ date as needed, and the new details will be displayed as the 
reminder.   
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Contacts 
 

 
SmartClaim allows contacts to be added as a Global Contact through the Contact Screen 
or specific to a Claim. 
 
If a contact already exists in Global Contacts, it can be added to a claim as an existing 
contact by selecting the contacts tab within an individual claim, and clicking on ‘Add 
Existing’. A list of all contacts is then displayed. Click on the contact to be added to the 
claim and then select Save. 
If you wish to add a new contact, select the ‘Add New’ button and enter details in the 
wizard. 
 
If you are using Microsoft® Outlook for your email, you will be able to email directly to your 
contacts from SmartClaim once details are entered. 

If you wish to add a contact type Select Edit Contact Types. 
Type in your new Contact Type over the text “Type your new contact Type here….” 
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Reports 
 
Employer Summary Report: Provides an overall summary of the employer’s policy factors 
including WIC codes, remuneration details and Statistical Claims Estimate summary.  

 
Claim Summary Report: Provides a summary of all claims lodged against the employer 
including injury details, financial details including Statistical Claims Estimates, employer 
liability summaries for both medical expenses, and weekly compensation, as well as any 
Award or EBA ‘Accident Make-Up Pay. 
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Reconciliation Summary Report: Provides a summary of all compensation payments made, 
and reimbursements received 
 

 
 
 
Incident Summary Report: Provides details about incident details you have recorded on 
SmartClaim. 
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Merging Documents 
 
SmartClaim contains a suite of merge templates for your use. However you are also able to 
create your own merge templates for use within the application. 
 
Data in SmartClaim must be up to date and correct at time of executing a merge. 
 
Creating a Merge Document Template 
 
Use any existing template within Templates folder located in the File Manager. 
Open document and edit the text and formatting as required. 
Do not alter any of the merge field names.  
Any change to the merge field name can lead to the merge not executing correctly. 
 
Merging Documents using SmartClaim Merge Templates 
 
SmartClaim allows merging information from claims with RTF documents. The mail merge 
feature is located on the Claim Details screen. Simply click on the button “Merge Letter for 
Claim” and SmartClaim will open your merge document folder, (generally located on your c: 
drive but can be elsewhere if you are working on a network version), select the document 
that you wish to merge with and click open.  
 
The new merged document will open up in word. Save the new merged document as a 
.RTF file in the letters folder located under the Intuition Software/SmartClaim Victoria folder 
in your Program Files. This will ensure that you will be able to find your letters with ease 
through SmartClaim. 
E.g. File Path through My Computer 
C: Program Files; Intuition Software; SmartClaim Victoria; Letters 
 
Note: To successfully merge documents all relevant merged detail must be firstly entered 
into the claim itself, including contact details address, titles, and any other relevant 
information. 
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Templates Folder 
 
SmartClaim contains templates that may assist you from time to time, some of which are 
generated through use of the merge function. 
 
Others are not automatically generated, but may be of use. 
 
Templates can be found by using the File Manager, and selecting ‘Go to Templates Folder’ 
from the list. 
 
Use any template at any time and save in your ‘Letters Folder’ as per any Microsoft Word 
document.  
 
Letters Folder 
 
You can view sent letters by using the File Manager and selecting ‘Go to Letters Folder’ 
from the list. 
 
Within the Letters Folder you can arrange and alter you folder structure according to your 
own preferences. 
 
It is recommended that you create a file for each claim registered.  
 
Help Function 
 
For detailed information and explanations of fields please refer to the On-Line Help Menu. 
 
For Example, you can access Help through the Help Button, select the Contents tab, then 
select Claims, then select Adding a New Claim. 
 
You can also use the Search Function: Select the search function, type in a word and 
SmartClaim will list all topics containing that word. Scroll through the topic to identify the 
information required.    
 
Saving Data 
 
SmartClaim automatically saves information entered when you leave the page that you 
have edited. 
 
However, some functions e.g. ‘Wizards’ require you to select ‘Save’. Where this is identified 
you must use the save function or your data will be lost upon leaving the field.  
 
Backing Up Data  
 
Back-up your database by using the File Manager facility and clicking on ‘Back Up’. Your 
data will be automatically saved to the following directory: 
C/: Program Files / Intuition Software/SmartClaim Victoria/Back Ups/SmartClaim Back Up. 
If you require your backup file to be located on the server, select the backup file and copy 
to folder on server as required. 
In the event you need to restore your back up please contact Intuition Software.  
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