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How to Submit a Loss Detection Report

1 Log into the portal, click "Claims".

2 Then select "Loss Detection"
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3 Use the filters to find a specific member in the list. Click "Start Report" to begin
reporting.

4 From the right side panel, you can download the template you are required to use
to upload your data. Click "Download Template"
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5 After you have populated the template with your data, click "Get Started" to
upload your data.

6 Click "Yes"
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7 Click "Select file"

8 Click "Save and Continue". Your data will be validated to ensure it is on the correct
format.
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9 If the uploaded data template has more than 10 errors, you will need to upload a
new data file. Click "Back to Previous Step" to return to the upload screen where
you will need to upload a corrected file.

10 Click here to remove the previously uploaded file.
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11 Click "Select file" to use the corrected file.

12 Click "Save and Continue" to validate the corrected file.
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13 If the uploaded data has less than 10 errors, Use "Edit Data" to make the
corrections.

14 After clicking "Edit Data", you will see a pop-up where you can make corrections.
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15 After making corrections, click "Save".

16 After your data passes validation, you will be brought to the Review screen. If you
need to make corrections, use the "Change Responses" link. If everything is
correct, click "Submit" to complete the report.
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17 You will see a confirmation screen once the report is submitted. Click "Continue"
to return to the Loss Detection listing screen.

18 At any time during the reporting process you can use the Back to Previous Step"
link to return to the previous screen. Click "Save and Exit" to save your work and
return to the Loss Detection Reporting screen.
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19 After clicking "Save & Exit" from within the reporting process, you can resume
your reporting by clicking "Resume" on the Loss Detection listing screen.


