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INTRODUCTION 

 
The Insurance Claims function in PropertyIQ allows you to: 

• record, track and manage building insurance claims 

• generate and send claims to insurance companies 

• keep key stakeholders informed of the progress of the claim 
 
 
 
 

 Before you commence processing insurance claims, you will need to create a custom merge template for claim lodgement 
forms. The custom merge template is an A4 Insurance Claim.  For full details about custom merge templates, see the manual 
“Templates” 
 
Example of an insurance claim notice custom merge template: 
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INSURANCE CLAIMS FLOW CHART 
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GETTING STARTED 

To get started, go to  and select Insurance Claims. 
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INSURANCE CLAIMS SCREEN 

The insurance claims screen allows you to filter and view insurance claims by status or use the search function to filter and select 

individual insurance claims. 

1. New - claims that have been created but not yet submitted to the insurer 

2. Submitted  - claims that have been submitted to the insurer and are awaiting assessment. 

3. In Progress - claims that have been assessed and are awaiting a decision 

4. Declined - claims that have been declined by the insurer 

5. Accepted - claims that have been accepted by the insurer, but not yet completed. 

6. Completed - claims that have been completed 

7. The default view is All – this shows all statuses 

8. You can click on any of the column headings to filter by that heading. 

9. To search for an individual claim, type some key letters to refine your search 

10. Click on the claim you want to view, to highlight it and then double click or  

11. Click on View on the bottom right of the screen to open the claim you want to view 

12. +Add to add a new insurance claim 

13. Select Insurance Register to print a list of all insurance claims 
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ADDING A NEW INSURANCE CLAIM  

To add a new insurance claim,  

1. Select +Add at the bottom right of the screen 

2. Click on the search icon to start searching for the building you want 

3. Type some key letters in the empty boxes on the top line to refine your search and find the building 

4. Click on the building you want to highlight it, and then double click or 

5. Click on Select on the bottom right of the insurance claims screen 

 

If this claim relates to a lot, select the lot. 

1. Click on the search icon to start looking for the lot owner you want 

2. Type some key letters to refine your search and find the lot owner you want 

3. Click on the lot owner you want to highlight it, and then double click or click on Select on the bottom right of your 

screen 
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The next step is to select the insurance policy this claim relates to.  

  You will need to have the insurance policy details, including a renewal date, recorded in the Info tab>Insurance on the 

building card.  For full details, see the Manual, “Buildings – Info Tab” 

1. Click on the search icon to start searching for the policy you want 

2. Click to highlight the policy you want, and then double click to select or 

3. Click on Select on the bottom right of the screen 

 

 

The rest of the details can now be added 

1. The status defaults to New but you can choose another status from the dropdown list.  The choices are: 

i. New 

ii. Submitted 

iii. In Progress 

iv. Declined 

v. Accepted 

vi. Completed 

2. Type the insurer’s claim number here, if known 

3. Type the amount being claimed here 

4. Type the submitted date here 

5. If the building the claim relates to has more than one contribution schedule, choose the schedule it relates to from the 

dropdown list 

6. Click on the search icon to start searching for the chart of accounts code you want to allocate the funds to”.  For full 

details on chart of accounts – see the Manual “Chart of Accounts” 

7. Type the date of the loss here 

8. The GST Status will default to N.  However, if the contribution schedule you selected is registered for GST, when you 

save the insurance claim the status will alter to Y.  

9. Click Save when you are ready 
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CLAIMS TAB 

The claims tab allows you to record details of the claim and any additional contacts, such as an onsite building manager, that is 

an interested party. 

Details  

1. Type a summary of the claim here.  The summary will show on the insurance screen in the summary column and in the 

insurance claim form 

2. Type the claim details here.  This will show on the insurance claim form 

Contacts  

3. Click on the search icon to search for a contact to attach to the claim, for example an onsite building managers  

4. Type some key letters in any of the empty boxes on the top line to refine your search 

5. Click on the contact you want, to highlight them and then double click to select or 

6. Click on Select to select the contact you want 
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Insurer  

1. The insurer details will automatically fill from the insurance details recorded on the Info Tab – Insurance - in the 

building card.  Ensure you have recorded the amount of the excess. 

Broker  

2. The broker details will automatically fill from the broker details recorded on the Info Tab – Insurance – Broker in the 

building card. 

 

 

   Make sure the insurer and broker are still active on your system.  

• If you have made an insurer or broker inactive after entering the insurance policy details on the building card, they 

will still show here but will not be automatically added as a recipient and you will receive an error message if you 

try to add them manually.  

• You can’t edit the insurance or broker details here ,but you can edit them from the insurance policy details on the 

building card – Info tab>insurance details. 
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RECIPIENTS TAB 

The recipients tab records all interested parties that you want to receive documentation relating to the claim. 

By default, the recipients are:  

• the creator (user that entered the insurance claim) 

• the strata manager for this building 

• the insurer 

• the broker (if any) 

• any committee members that are ticked on their committee member card to receive insurance documents.   

 

 

Use the  Edit button on the bottom right of the screen to edit or add recipients. 
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Once you’re in edit mode you will be able to add additional recipients 

1. +Add Contacts  to add contacts, for example an onsite building manager, as recipients 

2. +Add Committee Member(s) to add committee members as recipients (you only need to add committee members that 

are not already ticked to receive insurance claim documentation) 

3.  +Add Lot(s) to add lot owners as recipients 

4. +Add User(s) to add users as recipients 

5. +Add Suppliers to add suppliers as recipients 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
Insurance Claims 
29.10.2020 
11 

 

1. To add lot owners, click on +Add Lots 

2. Type some key letters in the empty boxes on the top row to refine your search 

3. Click on the lot owner you want, to highlight them and then double click or 

4. Select at the bottom right of the screen 

 You can use the above procedure to add all recipient types. 

 

 

If the recipient you add is a lot owner you will be able to use the dropdown to select which recipient you want to send 
documents to.  The choices are: 

• Lot Owner 

• Lot Property Manager 

• Lot Tenant 

• Lot Joint Owner  
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WORK ORDERS TAB 

The work orders tab allows you to link work orders to the insurance claim 

1. Click on +Link Work Order(s) to link a work order to the insurance claim  

2. If you have already linked a work order, click on –Unlink Work Order(s) to unlink  

 

Linking a Work Order 

1. Type some key letters in the empty boxes on the top row to refine your search and find the work order you want 

2. Click on the work order you want, and the double click it to select or 

3. Click on Select on the bottom right of the screen 
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Unlinking a Work Order 

1. Click on – Unlink Work Order(s) 

2. Click on the highlighted work order to unlink it 
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NOTES TAB 

The notes tab allows you to record any notes relating to the claim and set reminders, so you don’t miss any important tasks. 

Adding a Note 

1. Click +Add Note to add a new note 

2. Type a name for the note 

3. Type more details 

4. The status will default to pending but you can alter the status to completed if you want to record something that has 

already been done. If the status is pending, you can set a reminder by clicking in the box next to Reminder.  The 

reminder will appear in your diary and will also create a pop up reminder on your screen. 

5. Click on the Now button if you want to set the reminder for now 

6. Click on the Done button when you have finished creating the reminder 

7. Click on the Save button when you are ready to save the note 
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1. A note will be created automatically when the insurance claim is saved 

2. To view an existing note, click on the note you want to view to highlight it, and then click View Note 

3.  Print to print a PDF of all notes for the claim.  This will open a PDF in a new tab  

 

 

Print Notes screen 
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DOCUMENTS TAB 

The documents tab allows you to store all documents relating to the claim. If you have attached a work order to a claim you will 

also be able to see all documents that were added to the work order too. 

 Once a claim has a document attached to it you will not be able to delete the claim 

1.  To view documents uploaded within a specific timeframe, select a date range here 

2.  Highlight a document to view it 

3. Click on the Upload Files button to upload new documents – see instructions below 

4. Click the View Doc button to view a document you have highlighted 

5. Click on the Email button to email a document you have highlighted– see instructions below 

6. Click the Print button to generate a PDF copy of a document you have highlighted. 

7. Click the Download button to download a document you have highlighted  

8. Click the Delete button to delete a document you have highlighted 
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Upload Files 

Files must be in PDF or Image (JPEG or PNG) format and the maximum file size is 32 MB.  Documents you upload here 

will also show in the building’s documents, under the type “Insurance Claim Attachment” 

 

1. Click on the Upload Files button  

2. Click on Find File 

 

Find the file where it is saved on your computer.  If you have more than one file to upload from the same location, hold your 

control key down to select multiple files. 

 

 

1. When the document has been uploaded, it will show here with the status Complete  
2. Click Find File to look for more files to upload 
3. Click Clear Completed to clear the list on the screen  
4. Click on the Done button to upload the file(s) 
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Email Documents 

1. Click on a document(s) you want to email, to highlight them 

2. Click on the Email button 

3. The document(s) you are emailing show here 

4. The total size of any attachments shows here 

5. Tick the delivery options you want to send the email to 

6. You can add a manual email address – tick the box and type the email address 

7. You can add a manual BCC email address – tick the box and type the email address 

8. Type an email subject 

9. Type the body of the email 

10. Click on the Email Documents button when you are ready to send the email 

 

You will receive a confirmation of the emails that were sent successfully (and any failures) 
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ALERTS TAB 

You can add alerts that will pop up, and can choose when you want them to activate.  For insurance claim alerts, you can set 

them to trigger either when you access the insurance claim or when you access a linked work order 

1. Click on an existing alert to highlight it 

2. Click on the +Add button to add a new alert (see instructions below) 

3. Click on the View button to view an alert you have highlighted 

4. Click on the Edit button to edit an alert you have highlighted 

5. Click on the Delete button to delete an alert you have highlighted 

 

 

Add a new Alert 

1. Click +Add to add an alert 

2. Add some text to describe the alert 

3. The active box will be ticked by default.   

4. You can click here if you want to stop the operator from continuing once the alert is activated 

5. Select the event that will activate the alert – either when clicking on the insurance claim or when clicking on a work 

order that is linked to the insurance claim. 

6. Select the style you want to use for this alert 

7. Click the Test Alert button to test the alert 

8. Click Save when you are ready 
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LOG OF CHANGES TAB 

The log of changes tab records the creation and any alterations to the insurance claim.  You don’t need to enter anything here. 
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MERGE BUTTON 

Use the Merge button to merge information about the claim onto a claim form or other custom merge template and email it to 

the insurance claim recipients 

1. Click on the Merge button 

2. Click on the +New button to take you to custom merge templates, where you can create a new template.  For detailed 

information, see the manual “Templates”  

3. To clone a template, click on the template you want to clone, to highlight it.  This will open the template in custom 

merge templates, where you can clone the template.  For detailed information, see the manual “Templates”  

4. To edit a template, click on the template you want to edit to highlight it, then click on Edit. This will open the template 

in custom merge templates, where you can edit the template.  For detailed information, see the manual “Templates” 

5. To select a template, click on the template you want and click Select.  This will open the emailing box 

6. To preview the merged document, click on Preview.  This will create a PDF preview that opens in a new tab. 

PDF Preview: 

 

 



 

 
Insurance Claims 
29.10.2020 
22 

After you click Select, the emailing/generating box will appear on the screen. 

1. The document you selected shows here.  You can change the document by clicking on the search icon 

2. Type an email subject here 

3. You can add an email address here if you want to cc anyone 

4. The recipients and their delivery method show here. 

5. To add attachments click on the little white arrow on the Attachments accordion 

6. Click on Add Document to add a document to attach 

7. The screen will show all documents that have already been attached to the Insurance Claim. Click on the document you 

want to highlight it and then double click to select or 

8. Click on Select to select it 

9. Click on Remove Document to detach a document you have selected 

10. Click on Customise to customise the template just for this instance. This won’t alter the template 

11. Click on Preview to generate a PDF preview of the merged document.  This opens a PDF in a new Tab. 

12. Click Generate to generate PDFs for any recipient receiving by post and send the email to any recipients receiving by 

email. This sends the email and creates a job in your job centre if you need to print any PDFs for posting.  
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REPORTING 

INSURANCE CLAIM REGISTER REPORT  

You can generate a PDF report for insurance claims that are stored within PropertyIQ. 

Firstly, go to To Do > Insurance Claims screen. 

1. Click Insurance Register button 

2. Select all buildings here, or tick Single Building to select a single building 

3. Select all insurers here, or tick Single Insurer to select a single insurer 

4. Select all managers here, or select a single manager from the dropdown 

5. Select the claim status you want to report on – you can select one or multiple statuses 

6. Select the date type. The options are Created date, Submitted date, Completed date and Date of loss. 

a. For example, you can report on all claims created within a selected date range, or report on all claims that have a 

date of loss within a selected date range. 

7. Select your date range here 

8. Click Generate to create the PDF report. It will open in a new browser tab for viewing. 

9. Click Close to exit the screen. 

 

Example report: 

 


