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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.

SmartClaim 2oos

Taking the Work out of WorkCoven
Wictoria Professional
Licenzed to Intuition Software Pty Ltd

Iser |.ﬁ.dministratu:ur |

Passward |*********| |

| Login || Zancel |

WYARMIMG: This computer program is prokected by copyright law and
inkernational treaties, Unauthorized duplication or diskribution of this program,
ar any portion of ik, may resulk in severe civil or criminal penalties, and will be
prosecuted to the maximum extent possible under the law,

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

iﬂle Emplover Workplace  Claim  Security  Help

Q/rﬁ Add Employer ¢ Add Workplace & Add Claim | 2 Add Incident |,s_=-| Add Contact | I@

-0 ” 2 Fail
@ || & | & || a || 2 4 s || & a £
Summary Emplover || Workplace || Incidents Claim Reimbursements Contacts Reparts Liability Ceilings 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.

SmartClaim

File  Employver

Workplace  Claim

Security  Help

=l=lx]

D0 pddEmployer o AddWorkplace 3 Add Claim | & AddIncident 8o Add Contact | @)
o e G a a 72 | = a )
SumMmary Employer || Workplace || Incidents Claim Reimbursements Contacts Reports Liability Ceilings Security
—@ AllEmploy ¥
Claim Summary Outstanding Reminders
Mame o | ClaimMumber | Type  |Injury Date  |Usbilty | Status: | Last Medic.. | |Task | Claim | Incident Reminder | Due in e l;
(@ ¥ Demon Stration Pty Ltd (@ ¥4F Incident Follow Up Action
A EBlogas, Eil 99/06/9999995  Time L.. 21 Mar 2007  Accept.. Open Z0 Aug 2007 A4 Buld More secure Support @ Jones, Jenny 13 davs
& Bloggs, Bil 9QJ07/9999999  Time L. 3 Jun2007 Open A Buy Protective Clathing & Jones, Jenny 19 days
& Bloggs, Bil 99/07/9999991  Time L. 1Ock 2007 Qpen
3 Brownam, Jsnni. 04/04{2222222 Time L. 10Jn2004 Accspt. Open 24 Jun2004 | |2 S Demon Stration Pry Ltd
A Cabrini, Trvou 99/05/9999999  Time L.. 5 Jun 2006 Accept... Open 7 Jul 2006 ]
3 Cruz, Melinda 99/06{1212121  Time L.. & Jul 2006 Cpen a1 Dec 2006 | |4 Determine Second Entitlement & Brownam, Jennifer 1132 days overdus
3 Gain, Motts 99/06/9999955  Time L. 20 Jun 2007 Open 75 Dec 2007 | |4 Determing Third Entitlement @ Hoskins, Richard 516 days overdue
3 Hoskins, Richsrd — 04/03{1111111  Time L. 14 Nov 2003 Open 27 Dec 2003 | |.A Arrande Rehabilitation Provider (3 Smith, Sandra 475 days overdue
3 Hoskins, Richard — 04/03/3333333  Time L.. 1May 2003 Denied  Open /4 Arrange Rehabilibation Provider (& Smith, Sandra 461 days overdue
3 Jones, Jenny 99/06/9999912  Time L.. 12Jun2006 Accept.. Open /A prrange Rehabilitation Provider & Smith, John 455 days overdue
3 Jones, Jenny 99j06/1717177  Time L. 26 Jul 2006 Open A Determne Lishiity, 12 Smith, Sandra 454 days overdus
3 Smith, John 00j05(9999999  Time L.. 5Jun2006  Accepk.. Open 11 Aug 2006 | |4 Arrandge Rehabiitation Provider 2 Jones, Jenny 450 days overdue
2 Smith, Sandra 99/06/9999555  Time L.. 15Jun 2008 Accept.. Open 28 Jul20os | |-A Arrange Rehabiliation Provider (3 Jones, Jenny 434 days overdus
3 Smith, Sandra 00/06/99099959  Time L. 29Jun2006 Accept.. Open 13 Jul200f | |/A Arrange Rehabiltation Provider (@ Smith, Sandra 434 days overdue
2 Smith, Sandra 99/05(9999999  Time L.. 26 Jul 2008 Open A Determne Lishiity, 2 Jones, Jenny 429 days overdus
3 Urtimself, Owdes  99j07/2121212  Time L. 1 Nav 2006 Cpen U4 Receive Rehabilitation Report @ Cabrini, Tryou 426 days overdue
JA Determne Liability & Cruz, Melinda 414 days overdue
A4 Determing Third Entitlement |2 Brownam, Jennifer 313 days overdue
JA Determne Liability & Gain, Motka 75 days overdue
4 Rejeive Rehabilitation Report |2 1Eain, Motta 59 days overdue
JA Aaﬁge Rehabilitation Provider (@ Eloggs, Bil 2 days overdue o
.4 Receive Rehabilitation Report |2 Hoskins, Richard 1d davs
JA Determne Liability & Bloggs, Eil 15 days
A4 Determing Third Entitlement 2@ Smith, John 232 days
A Determine Third Entitlerent & Cabrini, Tryou 232 days -
| Gt |[ Eeport || 2 add || x pslete] | < print | [ [ Export || % Dolete

” 9 Administrator
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Employer Screen/ Premium Simulator Screen

The Employer Screen lists all workplaces and manages the Premium Simulator.

Employer  ‘Workplace Claim  Security  Help

@ Add Emplover ¢ Add Workplace | Add Claim | & Add Incident | 8] Add Contact | i@

=18 %]

O ; s AL
o P Gt F E} | 8= g E a4
SUMMary Employer Workplace Incidents Clairn Reimbursements Contacts Repotts Liability Ceilings Security

~24+ Detail for Demon Stration Pty Ltd

Emplayer Name Employer Number

| [123e5678 ‘

|Dsmun Stration Py Lkd

& Workplaces | ® Fremium 2006[2007 | #  Premium 2007/2008 |

i | Mame | Mumber | Started | ceased |
i Head Office 12345678 01/09/3s
i Piggeries Site E3421678 30/0385

‘ =4 Print ‘

2| Export | ‘ v fadd ‘

| & admwinistrator

Premium Simulator Previous Year

B SmartClaim
EE\E Employer  Workplace  Claim  Security  Help

(éff Add Employer i Add Workplace |3 And Claim | & AddIncident | S5 Add Conkact | i)

=181 x|

A - ] o
o | = G a a 4 (E {F F] 1)
Summary. Employer Workplace Incidents Clairn Reimbursements Contacts Repotts Liability Ceilings Security
24t Detail for Demon Stration Pty Ltd
Employer Mame Emplayer Nurber
[pemon Stration Pty Ltd | [12345678 \
© ¢ workplaces % Premium 2006/2001 } # Premium 2007(2008 ]
~# Premium Simulator for 2006/2007
Prewvious Vear Premium (Exd GST) 40.00 Confirmed Premium Amount using this Scenario $0.00

Claims Cost For the previous 3 Years

250,000

Current Years Estimated Remuneration $1,600,000.00

Initial Premium

$0,00

Az adiized in May
Remuneration For the previous three years $5,058,428.00
P B t Applies?
remium uyoLt Apples Resulting in & Premium Adjustment of $0.00
Previous Years Performance Rating D i1 September

Perform Simulation H Reset to current data |

of this product. IF you wish to check For updates please go to the link provided.

DISCLAIMER: Your premium simulation is entirely reliant upon information and data entered by wou, It is indicative only and should not be relied upon for any legal purpose, It is subject to
Regulatory and legislative change that may have been implemented since time of development. Intuition Software Phy Ltd provides reqular updates to subscribers in order bo ensure currency

| & administrator
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Premium Simulator Current Year

B SmartClaim

Dernan Skration Pry Lkd 12345678

$500,000.00

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.

Page 7
Copyright 2005 Intuition Software Pty Ltd



Workplace

The Workplace summary screen lists all claims relating to that particular Workplace and

Workplace Number

e Emplover Workplace Claim  Security  Help

D E AddEmplover & AddWerkplace 3 Addlaim | 3 Add Incident | 5] Add Contact | @

EIE

3 ] : A

i) g5t G ] F] 4 LE F a )

Summary || Employer || workplace || Incidents || Claim Reimbursements || Contacts || Reports || Lisbity Celings || Security

i Workplace

Workplace Name Workplace Number

[Head office | (12345678 |
~ » Rates ] W Operstions | o Address ]
Industry Cade Claim Cost Rate  Industry Rate
L9132t 2] 119z 0310 %
Motion picture film hiring

/4 Caims | # Remuneration
2 | Mame | Claim Mumber | Injured On | 5CE | Type
3 Hoskin, Richard 04031111111 1411j03 $50,000.00 Time Last
@ Brownam, Jennifer D4/04/2222272 10/06/04 $250,000.00 Time Lost
@ Hoskins, Richard 04/03(3333333 01/05/03 $1,250.00 Time Lost
3 Smith, Sandra 99/06(9399555 15/06/08 $0.00 Time Last
2 Smith, Sandra 99/06/9999999 29/08/08 $0.00 Time Lost
3 Smith, John 99/05/9399999 05/06/05 $0.00 Time Lost
3 Cabrini, Trvou 99/05/9399933 05/08/08 $0.00 Time Last
@ Jones, Jenny 99/06/9999912 12/06/06 $0.00 Time Lost
3 Cruz, Melnds s9/08/1212121 06/07/08 $0.00 Time Last
3 Jones. Jenny 990E[1717177 26/07/05 $0.00 Time Last
2 Smith, Sandra 99/05/9999999 26/07/06 $0.00 Time Lost
3 Blogns, Bil 99/07/9399993 03josfor $0.00 Time Last
3 Bloous. Bl 99/07/9999931 1j10/07 $0.00 Time Last

|[& Admiristrator

Remuneration

Shows remuneration by financial year by workplace to edit simply click on the field and

change

B SmartClaim

e Erployer Workplace Clam  Securty  Help

PGl AddEmplover r AddWorkplace (3 AddClam | 3 AddIncident | 8] Add Contact | @

=lalx]

34 3 ol
o || & || o A A ] 8- iF F] 3]
summary || Employer || Workplace || Incidents || Clam Reimbursements || Contacts || Reports || Lishiity Calings || Sscurity
¢ Workplace
Warkplace Name Workplace Number
|Hesd ffics: | [roaestma |
7 % Rates ] 4 Operations | v Address \

Claim Cosk Rate
1.192 %

Industry Rate
0.310 %

Industry Code

La1321 -

Mation picture film hiring

© 3 Claims # Remuneration

# | Period | Remuneration
® 2007/2008 $2,000,000.00
# Z006i2007 $1,600,000.00
# Z005/2006 $1,600,000.00
# Z004j2005 $1,310,000.00
® 2003j2004 $2,148,428.00
¥ 2002{2003 $2,970,068.00
# Z001j2002 $0.00

|[2 admiistrator
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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.

File Employer ‘Workplace Claim  Security  Help
(@5 Add Emplover ¢ Add Workplace | & Add Claim | |2 Add Incident | 8= Add Contact 't_:))
DAL ; 2 B Al
o 25 & a @ 7 8= = F] 1)
Summary Employer || Workplace || Incidents Claim Reimbursements Contacts Reparts Liability Ceilings Security
5 Workplace
Waorkplace Mame ‘Workplace Mumber
Head Office | 12345670
" # Rates 1 4% Operations | 4 Address 1
Industry Code Claim Cost Rate Industry Rate
- 1.192 %o 0.310 %
-
L9133 Motion picture theatres 0,3720 %
LO134w! Radio stations 0.3100 %
L9135% Television stations 0.36680 %
L1364 Live theatre, orchestras and bands 28920 %
L9137C Creative arts 0.3100 %
Lo138F Entertainment 1.1830 % 1
[R=RE3RY Parks and gardens 28670 % -

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

i File Employer  Workplace  Claim

| G4 AddEmployer v Add Workplace (3 Add Claim

Security  Help

& Add Incident

8- Add Contact | @)

Coa B3 |
o | & & a 2 4 E Al a )
Summary Employer || Workplace || Incidents Claim Reimbursements Contacts Reports Lizhility Ceilings Security
5 Workplace
Workplace Name ‘workplace Mumber
|Head Office | [12345678
© % Rates = Operations 1 i Address 1
Started Ceased
|mfng;35 v| | ] v|
Address
Address of Workplace
File Employer Workplace Claim  Security  Help
5 add Employer  or Add Workplace |3 add Claim | 2 add Incident | 85 Add Contact | (@)
DA 0] a9
o | 8 | & a 2 4 a3 | [ e )
Summary Employer || Workplace || Incidents Claim Reimbursements Contacts Reparts Liability Ceilings Security

sy Workplace

twtorkplace Mame

‘wiorkplace Number

|Head Office | [12345678
- Rates I ¢ Operations 4 Address I
Street Suburb State Fost Code
1 Twothree five | [FourFmve | jnc ] 320 |
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Incident Reporting

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

SEI
i Fle Employer Workplace Claim  Security  Help
%’? AddEmployer i Addworkplace (@ Addclam | & AddIncident | 8=] Add Contact | @)
D I3 o
e 2 : £
o e o F] a = sd || H a )
Summary || Employer || Workplace || Incidents Claim Reirburssments || Contacts || Reports || Liabilty Celings || Security
~ 3 Incidents
2 | Last Mame | First Wame | Wwarkplace | Incident Dake | Agency | Mature | Mechanism | Body Location | ©ecupation | Employee T
126-Paper, 330-Disorders of
e ’ b . 2l-Beinghitby  660-Neck and 263-Wond
@ Smith Sandra Paink Shop Factory 1 Jun 2006 papetboard mil  muscle, tendons  £PEnd I iy b
machinery and other soft fi..
70-Traumatic ;
@ lones Jenmy Paint Shop Facto... 12 Jun 2006 112-Circular saws  amputation ety e iy 420- Upper arm
moving obiects
including loss of
40-Sprains and 99-Unspecified
3 Monk Julie Office 18 Jun 2006 Hone strains of joinks  mechanisms of 410~ Shoulder
and adjacent mu... injury
B Test Test 9 Aug 2006 Hone hone hone Hone
@ Blogas Bl Landing Yard 30 Mar 2007 235-Wheelbarrows 20-Superficial 11-Hitting 569- Foot and 112-Labourers

4

injury

stationary objects  boes - unspecified

3

| Gerine || EHeort || @ add || % oelete|| & Createclam

@ Help

|[& Administrator |

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.

ncident

x|

Incident Wizard

Please enter the incident details =
Title Firsk Mame Last Mame Gender
|Mrs. v| |Sandra | |Smith | |Female v|
Incident Date Incident Reference Emploves Reference
|Dl,|’06,|’06 v| |1 | |2 |
Agency Body Location Mature Mechanism Diccupation Employes Type
126 ~| [es0 | (a0 -] |21 <] [z3 -] | -
‘Workplace [ Location of Incident
|Paint Shop Factory
Machine
Damage To
Descripkion
Injured her shoulder
Cost Centre Witness Details
1234567 | |Fred Scuttle
Costs Incurred [ Time Lost

| @ Help || Brint | | Back | | Text | | Cancel |

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

X

Incident Wizard (Investigation)
Please enter the investigation details

=

Supervisor Mame |Bi||y Bighead

Department

Last Property

Phone |

Mames of others involved in investigation (e.g. HSR, employee)

HR. Manager

Causes of incident, Risks (Potential barm or damage) associake with issue

Incorrect storage technigue on high shelf

':@ Help | | Prink | | Back | | Mext | | Cancel

Enter details as required and click ‘Next”.

The ‘Follow Up’ Wizard Screen below will be displayed:

x|

Incident Wizard {Follow Up)
Flease enter the Follow up details

Task undertaken in accordance with instructions
[ ] standard Practice

Details

[ Training { Education

=

—Contribution af ewvent
) Manual Handling () Hazardous Substance

() Flan f Equiprment () Ergonomics

(=) ‘Workplace Design

() Other I

Details

Mot enough shelf space

[ misk fissessment conducted For above

Conducted By

Date Completed

|na;10;0?

Cowe |

Print | |

Cancel

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

Incident Wizard (Improvement Action Plan}
Please enter the improvement ackion plan details =

Controls or Improvement actions will be implemented Add  Export

2 | Corrective Action Required | Contral Hi.. | By whom | By When | Date Compl...

&dministra... OHS Mana.. 3

Mame of Responsible Person Date

| | [Omiwiom -

OHS Representative Name [rate

| | [Oosiwio -
Risk Advisors

[ Matifiable Incident Dake Motified 0g /10 ) o7 =
Advisor Mame I:I Date Oos 1o/ o7 -

| '3@ Help || Print | | Back | | Save | | Cancel |

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:

B Improvement Action Plan Detail x|

Improvement Action Plan Detail P
Please enter details For this Improwvement Action Plan

Carrective Action Required

uild Mare sl

Cantrol Hierarchy

|ndministration - |

By Whiom By When

|oHs Manager |31/ 1007 -

Date Completed
||:| 0/ 10 ) 07 v|

lﬁ@] Help | Save | | Close |

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.
Page 12
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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.

x
Claim Details
ou are legally required to lodge all claims wou receive, Failure to do so can p—
resulk in severe financial penalties, You should Forward all claims within 10
days of receipt,
Tikle: Fitst Marme Last Marne
Street Ciky State Post Code
| | |lac o] ]
Workplace Claim Murmber laim Type
' Head Office +| |99j07j9999999 | |Time Lost -]
Depk Branch
Cosk Centre
Injured On Injury Descripkion
\uaxmxu? v\ |
PIAWE {Pre-Injury Average Weekly Earnings)
Cirdinary Crvertime ShiFkwork: Marmal Working Week
‘$|:|.|:u:| | |$|:|.|:u:| | |$D.IIIEI | |5 |;|da~.-fs
Claim Received On
‘ 03 | 10} 07 ,| A SmartClaim will use this date b0 activate compliance
reminders,
i) Help Save | | Cancel

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.
MEIES

gale Employer  Workplace Claim  Security  Help

%5 Add Employer  or AddWorkplace (@ AddClaim | 2 Add Incident | 8] Add Contact (@)

= ) . s =1
0 || % | @ || @ || 2 E s || i A )
SuUmmary Employer || Workplace || Incidents Claim Reimbursements Contacts Reporks Liability Ceilings Security
~& Claim Detail for Hoskins, Richard
Claim Mumber Injury Description
|D4;’03,|’1111111 | ‘Carpal Tunnel Syndrome |

| _A  Reminders

“ @ Claim Detail ]Q Entitlements 1@} Medical Certificates | #  Campensation ]"P‘ Expenses ]_6} RTW Detai ]z Rehabilitation Reparts W_J Motes ]M Contacts ]

‘Waorkplace |ﬁ Head Office -| Mormal Working Week days 2;\!;:1? Provisions (%) Yes () Mo

Dept | | Ordinary Earnings |$53g.29 ‘ | | Wieek Mumber + | Percentage
Cost_Centre | | Shiftweork Earnings

Claim Type [Time Lost [ e

Clairn Received 2111 2003 -

& Add New Claim Far Claimant | | =1 Merge Letter For Claim | | # Indexed PIAWE | | 2 Close Claim | Claim Status: Open

| ” 4 Administrator |

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

15l

gale Employer  Wworkplace  Claim  Security  Help

%’1 Add Emplover oy Add Workplace 3 Add Claim

& AddIncident | 8- Add Contact @)

CoA ; : Al
o < G @ 4 @ 8d || (3 2
Summary Emplover ‘workplace Claim Reimbursements Incidents Conkacts Reports Security Liability Ceilings
2 Claim Detail for Hoskins, Richard

Claim Mumber

Injury Description

|D4)’D3,|’1111111 | ‘Carpal Tunnel Syndrome

| A Remindets

& ClaimDetal 2 Entitlements ]@ Medical Certificates ]’P’ Cormpensation ]’P‘ Expenses ]‘jn R Detail }ﬁ Rehabilitation Reports ]kj Notes ]_ﬁ Conkacks ]

1= = ="

2 | Entitlement: | Effective Date | Changed To | Rate | Reason | Comment |
2 Liability 14 Mow 2003 Accepted Authorised Agent Nokification Letter fram CGU Dated 19th March 2003

2 Second Enkitlement 1 Mar 2004 Mo Work Capacity 75 % Authorised Agent Notification

2 second Entitlement 18 Oct 2004 Has Wiork Capacity 60 % Authorised Agent Maotification

2 Second Enkilement 1 Jul 2006 Deemed Work Capaciky 75 % Authorised Agent Notification

2 Second Entitlement 1 Jan 2005 Deemed Work Capacty 75 % Authorised Agent Notification

2 Third Entitlernent 4 fiug 2006 Mo Work Capacity 75 % Authorised Agent Maotification

2 Third Entitlement 4 Jul 2007 Has ‘Work Capacity 75 % Authorised Agent Notification

2 Third Entitlernent 10 Aug 2007 o Waork Capacity 75 % Authorised Agent MNotification

‘ =4 Print || i Export || 2 add H X Qelete|

” 4 Administrator |

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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otement

Entitlement for Hoskins, Richard {04,/03/1111111)
The vw'a will notify if liability has been accepted 28 days after receipt of the i
claim. After 13 weeks compensation the WWa must notify of whether the
claimant has work capacity or not, After 104 weeks compensation the YWwa
must notify of whether the claimant has work capacity or not.,

Entitlement | Liability | - |

Effective Date 0s /10 /o7 =

Changed To (s) Accepted () Denied

Reason |Auth0rised Agent Matification |v |

Comment

i@ Help | Save | | Cancel |

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.

Entitlement x
Entitlement for Hoskins, Richard {04,/03/1111111) =
The vwa will notify if liability has been accepted 28 days after receipt of the i
claim. After 15 weeks compensation the Yweh must notify of whether the
claimant has work capacity or not,  After 104 weeks compensation the VA
must notify of whether the claimant has work capacity or not.
Entitlement |Sec0nd Entitlernent |v |
Effective Date 18} 10 [ 04 -
Changed To |Has ‘Wark Capacity - |
85% -
Reason |Auth0rised Agent Matification |v | 0%
. 2 T5%
ommen 0%
5%
55%
S0% -
i@ Help | Save | | Cancel |

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.

SR

Ea\e Employer  Workplace  Claim  Security  Help

E_.}‘.r Add Employer  r Add Workplace 3 Add Claim | & add Incident | 184 Add Contact | @)

) . q o
o < G a a | sd || a 3|
Summary Employer || Workplace || Incidents Claim Reimbursements Contacts Reparts Liability Ceilings Security

2 Claim Detail for Hoskins, Richard

Claim Mumber Injury Descripkion
|U4f03f1 111111 ‘ |Carpa| Tunnel Syndrome |

‘ A Reminders

2 Claim Detail IC.'!‘ Entitlements ]@ Medical Certificates ]?' Compensation | # Expenses ]4} RTW Detail ];ﬂ Rehabilation Reports | | Motes |8 Contacts

.. || pate
L

dhrs per t date dependant upon

‘ 4 Print || ] Export || | Add H X ge\ete‘

[ |[ 2 admiristrator

vote x|
Mote for Hoskins, Richard (04,03/1111111)
Please enter any note details below,

Criteria

Summary of corre

Liability & Entitlerments
3.2.04-Letter FronGeneral Comment

3.2.04-Letter frol

Section 95
24,2.04-Letter Fr Legal
25.3,04-Letter frg =00 —
£.4.04-Letter fron Compansatian Details ed Upon
findings of Dr KerPehabilitation & Return To WWaork (RTW) L For pre-injury
duties, F.onI -

13.4.04-Letter Fri
termination of pawvments, Conciliskor is Tony Mc Mabon,

22,4 04-Letter From ACCS advising conciliation conference scheduled For
20.5.04

25.4.04-RTW Plan developed by Workstreams incorporating job offer 3 days
p.w o 4hrs per dav, start date dependant upon medical certification, Copy was

t has appealed

‘ Save | | Cancel ‘

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

151

i Flle Employer Workplace Clam  Security Help

{E0 AddEmployer G AddWorkplace 3 Add Claim | 3 Add Incident | S Add Cortact | (@)

O 3 L
o || & | & a 4 a (|83 | & | & 2
summary || Employer || Waorkplace Claim Reimbursements Incidents || Contacts Reports Security Libility Ceilings

~2 Claim Detail for Hoskins, Richard

laim Mumber Injury Description
|u4fn3f1 11 | |Carpa\ Tunnel Syndrome: |

| L Reminders

2 Claim Detail ]Q Entitlements (& Medical Certificates }'16 Compensation ]1-' Expenses L} RTW Detail L"‘d Rehabili:ation Reports LJ Motes }H Contacts }

%) Certificate | Type | Start Date | End Date - ‘ |
@ abcdlz3-4 Attendance 1 Jan 2001 1 Jan 2001
@ 9393995-3 Attendance 1 Jan 2001 1 Jan 2001
Initial
@ 2096785-9 Ongoing 9 Dec 2003 9 Jan 2004
@ 0967529-9 Ongoing 15 Dec 2003 15 Jan 2004
@ 9990009-5 Ongoing 15 Jan 2004 18 Feb 2004 |
@ 9123098-7 Ongoing 10 Feb 2004 10 Mar 2004
& goo007-0 Ongoing 10 Mar 2004 10 Apr 2004
& onoang7a-o Ongoing 10 Apr 2004 10 May 2004
& ooonasa-o Ongoing 23 Apr 2004 29 May 2004
& 99900090 Ongoing 31 May 2004 14 Jun 2004
@ 98796059 Ongoing 14 Jun 2004 13 Jul 2004
& se0resa-a Ongoing 14 Jul 2004 11 Aug 2004
& 99123005 Ongoing 12 Aug 2004 9 Sep 2004
& 9900805 Gngaing 10 Sep 2004 & Oct 2004
@‘J 1230123-9 Ongoing 9 Oct 2004 & Now 2004
@‘J 0098765-1 Ongoing 7 Mov 2004 5 Dec 2004 -

‘ 4 print || ] Export H & add || X galete“;ﬂ Invald Medical Certificate:

[ |12 admirnistrator

Click on “Add” to add a Medical Certificate

Medical Certificate x|

Medical certificate details for Hoskins, Richard {(04,/03/1111111) f."l

Please enter the medical details below, U

Certificate Mumber Type of Certificate Treating Practitioner fdd

| | |Initia| |v| |,E_='| Hawlong, Harry _*|
Injury Descripkion

|Carpal Tunnel Syndrome |
Unfit for Duties |01 /12 { 03 | 0g 1z {03 q

|
[] Modified Duties | " .| | T v|

Restrictions

[ ] Alternative Duties | [ v| | [ v|
Restrictions

[] Mormal Duties | T v|

ome [ se [ oo

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.

B SmartClaim = =] x|
File Emplover Workplace Claim  Security  Help
5t addEmployer 5 AddWorkplace 2 AddClaim | 2 Add Incident | 85 Add Cortact (@)
2 . Al
o || & || & a a 4 sd || G 2
Summary Employer || Workplace || Incidents Claim Reimbursements Contacts Reports Liability Ceilings Security
2 Claim Detail for Hoskins, Richard
Claim Murmber Injury Description
|D4;’03,|’1111111 | ‘Carpal Tunnel Syndrome |
| _A  Reminders
& Claim Detail ]Q Entitlements ]@ Medical Certificates . % Compensation ] ™  Expenses ]4} RT4 Detail }ﬁ Rehabilitation Reports ]__J MNotes ]H Conkacts ]
" Comp Comp | . o Second | Third Medical Days | . Employer
# | Week Ending ek PIAWE Rate Liability: Ertidlement | Entitlerment | Certificate valid CWE Compensation Liaility Make Lp Pay Worker | Status
(3 Employer Liability
# S Dec 2003 1 §980.29  95%  Accepted NjA WA 92346199 5 $60.00 $871.28 §871.28  $49.01 $930.20  Autharisec
# 12 Dec 2003 z $980.29 95 % Accepted NA NA 9234619-9 5 $100,00 $831.28 $831.28  $49.01 $930,29 Authorisec
(3 First Entitlement
# 19 Dec 2003 3 4980.29 95 %  Accepted MjA IS 9096785-9 5 $0.00 $931.78 40.00 $49.01 $990.79  Authorisec
® 26Dec2003 4 §980.29  95%  Accepted NJA WA 90967659 5 40,00 $931,28 40,00 $49,01 598029 Autharisec
# 2 Jan 2004 5 §980.28  95%  Accepted NJA WA 90967659 5 $0,00 $a31,28 40,00 $49,01 593020 Autharisec
# 9 Jan 2004 & $980.29 95 %  Accepted NA NA 096785-9 ] $250.00 $681.28 $0.00 $49.01 $980,29 Authorisec
# 16 Jan 2004 7 §980.29  95%  Accepted NJA WA 09675299 5 40,00 $331.28 40,00 $49,01 598029 Autharisec
# 23 Jan 2004 ! §980.29  95%  Accepted NjA WA 09675299 5 $0.00 $931.28 40,00 $49.01 $930.20  Autharisec
30 Jan 2004 a $980.29 95 % Accepted NA NA 9930009-5 5 $0.00 $931.28 $0.00 $49.01 $930,29 Authorisec
# 6 Feb 2004 10 980,29  95%  Accepted NJA WA 99900098 5 40,00 $931.28 40,00 $49,01 $930.20  Autharisec
# 13 Feb 2004 11 §980.29  95%  Accepted NjA WA 99900098 S $0.00 $331.28 40,00 $49.01 $930.20 Autharisec
# 20 Feb 2004 12 $980.29 95 %  Accepted NA MA 9930009-8 8 $0.00 $931.28 $0.00 $49.01 $980,29 Authorisec +
4 | 3
‘ (=4 Print | | 22| Export | | # fwthorise Payments | | Refresh | | Clear All Payments | View From | 28 f 11 [ 03 - Shaw Full Screen

” 9 Administrator

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.

Daily Earnings x|
Daily Earnings Detail ?
Please enter earnings per day,

Daily Compensation:  %186.26 Allowed Compensation Days: 5 day({s)

| Week Day - | C;;?; E:ﬂl:ings Compensation | Covered | MotesHours
P Sat, 29 Nov 2003 $0,00

# Sun, 30 Nov 2003 [] 0.0 Mo

# Mon, 1 Dec 2003 $60.00 417626 Yes

# Tue, 2 Dec 2003 $0.00 £136.26 Yes

# \ed, 3 Dec 2003 $0.00 £186.26 Yes

# Thu, 4 Dec 2003 $0.00 £136.26 Yes

# Fri, 5 Dec 2003 $0.00 £186.26 Yes

i@ Help | | Export | | =4l Print | ‘ [o]'3 | | Cancel
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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

Pay Compensation 5[
Authorise Compensation Payments .-‘-'
Wiew and confirm authorisation of compensation pavments, #

Week Ending | CwE | Comp [ Make Up | Tokal Payable
14 Mav 2003 $0.00 $156.26 $9.50 $196.06
21 Mo 2003 $0.00 $931.25 $49.01 $930,29

28 Mow 2003 $0.00 $931.25 $49.01 $930,29

5 Diec 2003 $0.00 4931 .25 $49.01 $950.29

12 Diec 2005 $0.00 $931.25 $49.01 $950.29

19 Dec 2005 $0.00 $931.25 $49.01 $950.29

26 Dec 2005 $0.00 $931.25 $49.01 $950,29

2 Jan 2004 $0.00 40,00 $0.00 $0.00

.gj Help | | 3___] Export | ‘ (=4 Print | | ﬂuthorr\ise | | Zancel
Lot

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”.
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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.
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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....”

Page 35
Copyright 2005 Intuition Software Pty Ltd



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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