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Training Handouts: Claims 

Loading a New Claim 

    

 Search for relevant policy – ONLY ACTIVE POLICIES 

 
 

 
Or 

 Search for relevant policy - ONLY ACTIVE POLICIES 

 Policy Context menu – D – New Claim 

Accounts Check 

 New Claims Entry Screen – Risk Class / Item 

Section 

 Click on Risk Class to View Items loaded 

 

 Find & Tick the risk item   

 Flexi inserts the Full Amount insured – adjust as required 

 Insert Excess  

 Select additional risk item if required – additional Claim reference 

registered per Section, risk loss values totaled, except Motor 

Vehicles – each vehicle on separate claim.   

 Terminated items displayed in yellow at the bottom 

 

 Click CONFIRM 
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Note: Warnings messages 

 Item Not Currently Covered 

 

 Item Not Covered at The Date of Loss – Security Access Rights 

 

 Claim More than 30 days old 

 

 Where loss exceeds the Sum Insured 

  

Claims Loss Entry Screen 
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Automatic Diary Entries 

 

 Main Menu – O Maintenance, M Diary Code Maintenance 

 Select / Add Dairy code – tick Default for New 

 Choose Default letter if required 

 

 Setup Diary Codes e.g. Phone Client regarding proposal form 

 Move Diary when Staff on leave M 

Main Menu – M Communications, C Diary Transfer 

Automatic SMS’s 

 

 

 
 

 Main Menu – M Communications, O SMS Tasks 

 Click Send SMS & Show Preview if required 

 NEW – Change of Claim Status 

 Newish – Claims paid – Insured / Service Provider / Third Party / 

Other 

 Templates - M Communications, P SMS Templates 
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Communications 
Notes 

 

 Defaults Notes, SMS sent, Letters printed, E-mails sent 

 Security / Access Rights 

Diary  

 

 System Startup Diary – Broker Setup 

 Newish – Double Click to open that Diary entry 

 Action By – send on to another user 
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Docs 

 
 

 Adding Documents 

 General Documents – Security Access Rights 

 Editing Comments 

Letters 

 
 

 

 Letters stored under DOCS button 
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E-mails 

 

 Flexi Uniformity – Standard letters/templates for communication 

 Attach - Attaching Docs 

 Formatting Tools – same as above 

 NEWish - E-mail banners – Maintenance – 

Administrator 

 NEWish - Bulk Emailing – Communications – Letter printing – 

add attachments from General documents to emails 

 NEW – Send read Receipt with this email- check outlook for 

receipt 

Viewing E-mails  

 Email LOG or Flexibroker Main Menu  

M - Communications Menu, L – Email Log 

 
 Search 

 Click on View Email 

 NEWish – Forward message as required – now 

presents with a Forward email header  

 NEW – Resend – to simply resend the message 

using the prior email details 

 NEW – EXTRACT – prepares an XL document containing all 

the column see on the LOG screen – for detailed searches etc. 

 Add FB or Twitter URL’s with 

Hyperlinks 
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SMS’s - www.smsportal.co.za 

 Formatting & Management – Main Menu 

M – Communication 

 P - Templates 

 O - SMS Tasks / Default SMS’s – Birthday 

message to clients – see below 

 R  - Bulk SMS’s 

 S – SMS log report – must be checked 

daily to follow up on SMS replies 

 NEWisg – Username, Date and time added 

to SMS message 

 

 

 

SMS Tasks – Menu H – P - NEW 

 
 

 

http://www.smsportal.co.za/
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Q&A Screen 

 

 Answers can be defaulted from the Policy Q&A – speak to your 

SuperUser or Flexi Consultant 

Other parties 

 

 Third Party Details - Claim search on 3rd party name & registration 

fields 

 Property Damage Details 

 Witness Details 
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Financial 

 

 Top section increase cost of claims – bottom section decreases 

 Enter Recovery Values if required & Add 3rd Party damage here 

 Where figures do not balance – Flexi posts a Warning 

 

 Flexi will auto correct balance as per the following formula 

TOTAL LESS EXCESS LESS PAID - OUTSTANDING 

Claim Items 

 

 To update values of estimates originally entered 

 To remove items originally linked to the claim – when multiple 

items have been entered 

 NEW – Flexi now reflects the ‘Total Sum Insured at date of 

loss’ 

 Warning: 

 



 

Training Handout – Claims – April 2016 Page 10 
 

Training Handouts: Claims 

Claim Search 

Multiple search fields 

 
 

Claims Menu Bar 

 
 

 Add Risk Item (4) – link additional Risk items to claim 

 New Risk class - new claim  

  - Indicator bottom of screen 

 Use Next & Previous buttons to access these claims or the Tree 

view to the Left 

 Transaction – see below 
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Transactions 

 New Transaction 

 

 Enter Date 

 Transaction  Type– Payment - increases cost of claim (but reduces 

outstanding)  

 Paid By field – Insurer/ Broker / Agg Excess / Other  

 Category – as added under claims maintenance 

 

 or Recovery – reduces cost of claim 

 Paid By field - Insurer / Agg Excess / Client 

 Category Field – as added under claims maintenance 

 

Update Category Codes 

 O – Maintenance, K - Claim Code - Transaction Category – Add 

 

 

 Recovery Transaction – figures entered bottom section 

 

Discuss 

 Reversing Transactions 

 Credit Order Claim payments & Reversals thereof 

 

     
 

 

Auto SMS 

 

 Update Values as required 

 Change Claim Status – SETTLED 

 Finalise Screen – Diaries auto deleted 

 

Update Status Codes 

 O – Maintenance, K - Claim Code - Status – Add 



 

Training Handout – Claims – April 2016 Page 12 
 

Training Handouts: Claims 

  

Context Menu 

 

 NEWish – List/View Snapshots 

Finalise Claim 

 Outstanding Diary entries display 

 Enter date & update status 

 Finalise date on Loss entry screen 

 

Un-Finalise Claim 

 Delete Date on Finalise Screen 

Memos – Communication with Insurance Company 
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Client Account 

 
 

 

 

DISCUSS 

 Claim Activity Report 

 Delete this claim 

 Mead & McGrouther 

 Reports 

 

 

 

 

 


