
  

You will receive the login name 
once you are loaded on the 
system 

You choose your password 
Login to ROC using the login button, 
click on the button and not next to it 

Click in the box for ROC to keep your 
details on the screen. If you tick it you do 
not have to complete it every time you 
use ROC 

Click on the word claim for 
the drop down to open 
with more options 

ROC 
Renasa Online Claims 

 
1. Logging In, and Forgot Password 

 

 
 
Once you are logged in on roc you will have the home screen in front of you where you can search 
for the claim that was registered or you can add a new claim on ROC 

 
 
 

If you have the SPM number you enter it on 
the open search bar and click on the search 
button for the claim to open 

SPM number  



  

The claim option list has the 
option – Add New 

 
2. Registering a new claim on ROC 

 
 
 
 
The next screen will come up for you to select if it is a domestic claim or commercial  

 
You now have to select the section and sub section for the claim

 

Select the -add new- option. 
Click on the word -add new-  

Select the domestic or commercial option – 
click on the + sing for the list to open. 
Domestic – RGT41134 policy number 
Commercial – RSG30562 / GBR30563 

If it is domestic – select the + for the 
domestic dropdown  

The list with section wil be available 
select the section – motor – for glass 
claims 

Select glass for the windscreen claims 



  

The home screen will open for you to complete the information: 
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1. Insurer – this will always be Renasa 
2. Broker – Renasa claims will be Smit&Kie and Xenturion claims will be Xenturion. Choose from dropdown 
3.Refer to email–this will be the task nr mail.Your mail will be on the claim once you start – change to task number mail 
4. Branch – this will always be Smit&Kie – do not change it to something else, only use Smit&Kie 
5.Scheme and Claim type is what you choose when you start to register new claim-make sure you choose the correct options 
6. Policy number – this is your Flexi policy number – RGT41134/RSG30562 
7. Insurer claim number is the claim number you get on Flexi when you register your claim – it will be filled in with Renasa 
claims for you 
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4 

5 
1. Insured – the clients name that is found on Flexi 
2. Telephone no 1 – the insureds contact number – on claim form/quote or flexi 
3. Risk address post code –if it is Tzaneen – 0850 – area for the claim 
4. Telephone no2 – if you have a second number for the client, if you do not have a second number use the same 
number that you used at telephone number 1 
5. ID number – if you have the ID number fill it in or leave it blank if you do not have it 
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1. Make – the make of the vehicle – Ford/Mazda/Volkswagen 
2. Model – model of vehicle – 4.2 D/C – the description after the make of the vehicle 
3. Year of manufacture – the year model of vehicle – 2017/1998/2002 
4. Vehicle location – where is the vehicle – see on claim form for town/province – Polokwane/Tzaneen 
5. Province – if the vehicle is in Tzaneen – province is Limpopo – see which province vehicle is in 
6. Type of damage – choose from dropdown – normally stone damage 
7. Vehicle registration number – if it is not on Flexi use the reg number on the claim/quote form 
8. VIN no – this will be on the policy schedule with the vehicle details or on the claim form 
9. Engine no - this will be on the policy schedule with the vehicle details. 
10. Lost between and – this is your date of loss, use same date at both sections, use your own time if you don’t have one 
11. Description of loss – stone damage / what happen according to claim form 
12. Excess – type out the excess not just amount – 25% min R350 or excess waiver or no excess 
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Once you submit the claim – the page wil reload and you will have your SPM number. 
 
The first page you were working on has closed and will look like this: 

 
 
 
 
 Now your claim is register on ROC and you have the 
SPM number. 
See page marked – completed first page – before 
submit and after submit so that you can make sure you 
did not skip any information. 
 
 
 
 
 

1 

2 
1. Address – insured address on flexi schedule 
2. Select submit for the claim to be register on ROC – do not click cancel because you will lose all the 
information you typed  

1 

2 3 
1. SPM number – you will be able to see the SPM number in the search bar 
2. Claim and SPM number will show if you completed the first page 
3. Select use to go ahead with the claim on ROC – the page will open again once you select use 



  

3. Attaching your documents after registration  
1. On the top of the page you have a selection bar with different options – select ATTACHMENTS 
                                  *click on the word attachments for the page to open* 

 
The page will now give you the option to attach your documents on ROC: 

2. Select the word: + add new attachment and you will have a screen to attach documents 
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This screen will open, 
giving you the option to 
attach a document 

1. After selecting ‘add new attachment’ the screen for attachments will be open 
2. At the top of the new page, click in the open space next to where it says ‘filename’ or click on the word browse, a new 
screen will pop up for you to select from 

Select the document you 
saved on the desktop – 
claim documents and the 
other documents 

Once you clicked on the 
document you want to 
upload –click on the word 
open 



  

1. Once you selected all the 
documents you can click on 
the upload button 
 
2. Wait for the documents 
to load on ROC and click on 
the exit button – when the 
file is not visible where you 
selected it you will know it 
has been loaded 

*you cannot attach more than one document on the same tab but you will see, if you scroll down 
you have the option to attach more documents and you do not have to go out of the page and re do 
the proses for each attachment – attach all the documents before you select upload* 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
The documents you selected to upload will now be on ROC 

Load the documents in the following order to make sure you have loaded it all:  
1. Claim documents 
2. Premium confirmation 
3. Policy schedule 
4. Claim record 
5. Invoice for payment – this will be the last attachment, you will receive the invoice from the 
supplier 

Option to attach more 
document but not on the 
same ‘tab’ just on the 
same page 

Document visible on the screen that you selected 



  

Click on the word 
add estimate 

4. Update the estimates of the claim 
Select the estimates tab at the top of the page 

1. Click on the word Add estimate so that you can load the claim amount. 
 

 
 
 
 
 
 
  
2. Add the excess on the claim 
 
 
 
 
 
 
 
 
 
 
After the estimates have been updated you are finish with the registration part 
of the claim. 
You now have to wait for your invoice and once you receive the invoice you 
will attach the invoice on ROC – using the steps for attachments. 
Once the invoice is attached you can request the payment on ROC 
 

Type in – own damage  
Select own damage 
from the dropdown 

Insert the amount of the 
claim before you deduct 
the excess 

Reason: claim value on quotation  

Click save for the estimate to save 

1. Click on the 
add excess 

2. Type the word 
excess in the first 
tab 
3. Select the word 
basic from the 
dropdown 

4. Add the amount 
that you worked 
out on the claim 

5. Type out the 
excess. 5%min R350 

6. Click on the save 
button to save the excess 



  

5. Requesting payments on ROC 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
  
 
 
 
 

At the top of the 
page click on the 
word authorise 
payments 

Click on the word:  + Add new 
manual payment 

A new screen 
will open after 
you clicked on 
the add Manuel 
payment button 

On the new screen 
you have the 
option – payment 
type – select from 
the dropdown – 
Glass 

Once you selected 
Glass at the 
payment type the 
next step will be 
available 
Select the supplier 
you want to pay. 
If the invoice is 
from Autoboys – 
select Autoboys  



  

4. Reason for no 
excess – select from 
the dropdown a 
reason if insured do 
not have excess - 
waiver 

 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
  
 

3. Excess amount is 
the excess on the 
invoice that the 
insured paid 6 5 

2. Total to be paid is the 
amount on the invoice 
before you deduct the 
excess 

1. Click on the 
Continue 
payment button f 

5. Invoice date – this date will be supplied on your invoice 
6. Date invoice received – you do not always get the invoice on the date that the invoice was printed so if the invoice date 
is 08/08/2018 but you received it on 12/08/2018 – you use the 12/08/2018 in this section 
7. Date to make payment – Roc will only allow you to choose a date 30days after the invoice date, so if the invoice date is 
08/08/2018 your payment date will be 08/09/2018 
8. Client ref/invoice number – the invoice number will be on the invoice you received, make sure you use the correct 
invoice number for the payment.  
9. Click on submit for the payment to be loaded  
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You will see the green 
message payment has 
been added after you 
successfully loaded the 
payment 

Exit this screen by 
clicking on the X 



  

Click on the 
approve button for 
the payment to be 
approved 

Payment will move to the 
authorisation tab with the 
option to delete – you can 
delete the payment if you 
made a mistake. If the 
payment is correct you 
can hand your payment 
sheet to the team leader 
for the claim payment to 
be processed  

Type in your claim 
number on the search 
bar and click on the 
search button 

Once the claim has 
loaded on the screen – 
click on the word USE 

Click on the 
authorise payments 
word at the top of 
the page 

Payments being processed 
will be at the bottom – you 
can now see if the payment 
was done 

 
 
 
 
 
 
 
 
  
 
 
 
After payment was approved by the team leader – wait 
4 working days and go back into the claim for the proof of payment to finalise 
the claim. 

6. Printing proof of payment 
 
 
 
 
 
 
 
 
  
 
 

The payment will 
now show on the 
screen and give you 
the option to delete 
and approve 

Go to the bottom of 
the page 



  

If the status shows 
paid, it means the 
claim was paid and 
you can print the 
proof of payment. If it 
shows processing you 
have to wait another 
day or 2 for the proof 
of payment 

A new screen will open for 
you to save the document 
1. Make sure you select 
Desktop before you save 
2. File name is proof of 
payment 
3. click on the word Save for 
the proof of payment to save 
on desktop  

 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 

Click on the 
word proof 

1. A new screen 
will open for the 
proof of payment 

3. Select the PDF word – 
click on the word PDF 

2. Click on the bleu 
square save button for 
the dropdown to open 

Once you selected PDF a 
new tab will open at the 
bottom asking if you want 
to open / save 
*Click on the little arrow 
next to the word Save for 
the dropdown to be 
available and select the 
save as option 



  

Make sure you have a 
0.00 at the estimate 
outstanding  

7. Finalise claim on ROC 
 
After the payment make sure your estimates have been updated 
 
 
 
 
 
 
If the estimates is updated you can finalise the claim 
 
  
 
 
 
 
 
 
 
 

 
 
 
 
 
 
*Remember to finalise the claim on flexi after you finalised the claim on ROC* 

On the top of the 
page click on the 
word estimates 

2 

1. Click on the word –claim- to go back to the first page of ROC 
2. Select the dropdown at claim status and change it from pending to settled – file closed 

1 

Click on the submit button for the claim to be finalised 


