
 

 

Start Here: You 
will receive and 
email alerting 
you of a claim 

submitted

There will be 
instructions in the email 

as to how to procede. 

A supervisor 
investigation form will 

be attached to the 
email.

Click on the the form and 
save it on your computer.  
Open the form, type the 

answers and save.

Email the form back for 
review.  

If something needs to 
be corrected on the 

form, you will recieve an 
email with instructions 

on what needs to be 
addressed. Complete 

and re-send.  
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