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Lesson 1 – Home Page & Login  
 
The Law Firm Login is located on the Home Page. The Home Page includes a login area on the left of 
the screen including a "Forgot Your Password" feature and NGC Help link.  
 
The main area on the Home Page is divided into the following 4 sections which, when selected, will 
expand to provide additional information: 

 Recent Developments / Fast Links 
 NGC Highlighter 
 Past Announcements 
 Website Support Documents 

 
Forgot Your Password: 
The Forgot Your Password button will prompt the user to answer a security question and then send 
the user an email.  The email will contain a link for the user to select a new password, thus resetting 
the password each time this feature is accessed by the user.  Refer to the User Password Set-up 
section of Lesson 2 - Law Firm Registration for more information on selecting a password.  
 
NGC Help Link: 
The NGC Help link will open an email for the User to send their question to the Trust which will then 
be answered within 24 hours.   
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Lesson 2 – Law Firm Registration 
 
To file a claim with the NGC Bodily Injury Trust (“NGCBIT”), a law firm must register. Each law firm 
must select an attorney and contact for each claim that is filed with the NGCBIT. The registration 
process is available on the website through the "Firm Registration" tab. Once “Register Law Firm” is 
selected, the following screen will be displayed and the User will enter the Law Firm information. 
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Firm Information: 
The first step in the law firm registration process is to select a Law Firm Code and provide the name 
and address of the Law Firm. Also, the User will be required to enter the Law Firm name, e-mail 
address, phone number, and login ID for the Attorney and Contact. The following fields are required 
to register a law firm: 

 Law Firm Code 

 EIN Number 

 Law Firm Name 

 Address, City, State, Zip Code 

 Attorney Login ID 

 Attorney Name; Email Address; Phone Number 

 Contact Login ID 

 Contact Name; Email Address; Phone Number 
 
User Password Set-up: 
The Attorney and Contact’s password is not set up during the registration process.  Once the law 
firm’s registration is validated and the users are activated, an email will be sent to the Attorney and 
Contact.  The email will contain a link to a password set-up screen where they will enter a password 
and establish a security question and answer.   
 
The password must be 8 characters long, contain a number, and contain upper and lower case 
letters.  A message will appear indicating the security strength of the password being entered.  The 
User will then select a security question from the drop-down box and provide the appropriate 
answer.   
 

  
 

 
If the User forgets their password they must utilize the Forgot Password feature on the Home Page, 
which allows them to reset their password.  The security question and answer established during 
password set-up is used in the password reset process.   
 
Refer to Lesson 7 – Admin Page for more information regarding setting up users and passwords. 
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If "Same as attorney" is selected under Contact Information, then the contact fields will be 
populated with the Attorney information provided and will be locked from editing. Once all of the 
required fields have been completed, the User will select the "Continue Registration" button and the 
following confirmation page will be displayed. 
 

   
 
Validation of Law Firm: 
Once registration is confirmed above, the TSI Legal Department will validate the Law Firm. The Legal 
Department uses various resources, including Martindale Hubbell, to confirm that the Law Firm and 
Attorney are valid. Upon approval of the Law Firm and activation of the Users, an email with a link to 
the password set-up screen will be sent to the Attorney and Contact provided during the registration 
process.   
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Lesson 3 – Documents Page 
 
The Documents Page includes the following sections of frequently requested Trust documents: 

 Trust Legal Documents 

 Claims Facility Documents 

 Policies 
 
Documents such as the NGCBIT Claims Resolution Procedures, Law Firm Registration form, Affidavit 
and Indemnity form, Attorney Work History Verification form and NGC Disease Chart can be found 
on this screen.  The document can be viewed by selecting the document name.  The documents will 
open in Adobe Acrobat Reader so that they may be printed for the User’s convenience.   
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Lesson 4 – Downloads Page 
 
The Downloads Page contains information regarding the various ways to submit a claim to the Trust.   
 
Claim Forms: 
The claim forms are sample versions until the Law Firm logs into the website.  Once logged in, the 
Law Firm will select the Attorney and Contact name and then select “GO” to display the appropriate 
claim forms.  This step of choosing the Attorney and Contact names will display the names on the 
paper claim form when opened.    
 
Claim Entry Application: 
The on-line claim entry application is available through the Claim Processing tab by selecting the Data 
Entry tab.  Refer to Lesson 9 – Claim Processing Page – Data Entry for more information regarding the 
online data entry of a claim.   
 
Database Conversions: 
Database conversions are used when multiple claims are submitted at once.  The most commonly 
used data base conversion is the submission Excel spreadsheet.  More information regarding the 
process of converting the Law Firm’s database information into the Trust submission spreadsheet 
and a legend of field definitions can be found in the Database Conversions section of the Downloads 
Page.   
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Lesson 5 – FAQ Page 
 
The FAQ Page contains Frequently Asked Questions with answers. The questions are separated into 
the following sections: 

 Restated Exposure Policies 
 BI Settlement Claims 
 Tolling of Applicable Statute of Limitations 
 Payment Percentage 
 Claims Submissions 
 Submitting Claim Documentation 

  
When a question is selected, the User will be taken to the corresponding answer displayed below the 
question. 
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Lesson 6 – About Us Page 
 
The About Us Page contains general information about Trust Services, Inc. ("TSI") and the NGCBIT.  
The User will select the [more] link for detailed information about any section.   The sections are as 
follows: 

 General Information 
o Disclosure Statements 
o ACMC Bankruptcy 
o About NGCBITrust 
o About TSI 
o Contact Us 

 BI Settlement Claims 
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Lesson 7 – Admin Page 
  
The Admin Page is only available to users that have been assigned the Admin user type. Under the 
Admin Page, law firm locations and users can be established. The Admin Page will include a second 
row of tabs, as listed below: 

 Primary Firm Information 
 Locations 
 Users 
 Reports/Correspondence 

  
Primary Firm Information Tab: 
The Primary Firm Information Tab will display the information provided during the law firm 
registration process. The Law Firm registered through the law firm registration process will be 
considered the Primary Law Firm.  

  

  

 
Refer to the User Status section of Lesson 7-Admin Page for more information regarding the Expire 
All Law Firm Users button.
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Locations Tab: 
The Locations Tab will provide a display of additional locations that have been added under the 
registered Primary Law Firm. The locations will be listed, including a column indicating whether the 
location has been validated.  
 

 
 
Each law firm will have at least one location, which is the Primary Firm.  Additional locations can be 
added by selecting the “Add a Location” button. The following fields are required to save a location: 

 Location Code 
 EIN Number 
 Location Name 
 Address1 
 City 
 State  
 Zip Code 

  
If “EIN same as Law Firm” is selected, then the “EIN Number” field will be populated with the 
Primary Law Firm’s EIN Number and will be locked from editing. Once all of the required fields to add 
a location have been completed, the User will select the “Save” button. 
  
In the Add a Location screen, the “Return to Locations List” button will cancel the add location entry 
and will return the User to the Locations List.  The “Save” button will save the location entered, 
which will then follow the same validation process as a registered law firm.  
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Users Tab: 
The Users Tab will provide a display of all users that have been established under the Primary Law 
Firm for each location.  
 

  
A user can be assigned more than one user type. Each user type assigned to the user will be 
displayed in the Role column.   Additional users can be added by selecting the “Add a User” button. 
The following fields are required in order to save any user: 

 Location 
 User Type 
 Login ID 
 Password 
 Name 
 Email Address 
 Phone Number 
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User Type Descriptions - Each user may be assigned more than one user type.  Note that more than 
one Attorney, Contact, Admin and/or User may be assigned to a law firm. 

Attorney – These users are eligible to be identified as the Attorney of record for a filed claim, 
and are eligible to receive Status Reports and Management Reports. At least one attorney 
must be selected to receive Management Reports.  
Contact – These users are eligible to be identified as the Contact for a filed claim, and Claim 
Correspondence will be sent to the Contact identified for the claim. These users are eligible 
to receive Status Reports and Management Reports.   
Admin – These users are eligible to access the Admin tab on the website. Under the Admin 
tab, these users may establish locations, register new users and edit user information.   
User – These users are eligible to access the Claim Processing tab on the website. Under the 
Claim Processing tab, these users may file new claims, edit existing claims and upload 
supporting documentation.   
Read-Only User – These users are eligible to access the Claim Processing tab on the website.  
Under the Claim Processing tab, these users will have read-only access to claims. 

 
The Attorney provided during the Law Firm Registration process will be defaulted to Attorney and 
Admin user types.  The Contact provided during the Law Firm Registration process will be defaulted 
to Contact and Admin user types.   
  
User Password Set-up - The User’s password is not entered on the User Maintenance screen.  Once 
the User’s information is saved, an email will be sent to the User containing a link to a password set-
up screen where the User will enter a password and establish a security question and answer.   
 
The password must be 8 characters long, contain a number, and contain upper and lower case 
letters.  A message will appear indicating the security strength of the password being entered.  The 
User will then select a security question from the drop-down box and provide the appropriate 
answer.   
 

  
 

 
If the User forgets their password they must utilize the Forgot Password feature on the Home Page, 
which allows them to reset their password.  The security question and answer chosen during 
password set-up is used in the password reset process.   
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Activate User - To activate the User, select the Enabled checkbox at the bottom of the user screen, 
thus setting their user status to Active.  If the Enabled checkbox is not selected the User will be 
considered Inactive.  If the Inactive user is not an attorney or contact on any claim, then they will 
appear in the user list as Inactive.  However, if the Inactive user is an attorney or contact on any 
claim, then a message will appear prompting the Admin user to select the necessary replacement 
attorney and/or contact.  Once the replacement selection is complete NGCBIT system administrators 
will be notified to verify the change and complete the claim re-assignments.  The Admin user will be 
notified when the claim re-assignments are complete.   
 
Delete User – This feature allows the Admin user to delete a user.  To delete a user select the “Delete 
User” button at the bottom of the user screen.  If the deleted user is an attorney or contact on any 
claim, then a message will appear prompting the Admin user to select the necessary replacement 
attorney and/or contact, same process as described above.  A user that has been deleted will not 
appear in the user list. 
 
Expire User – This feature allows the Admin user to expire a user’s password, which in turn prompts 
the user to set-up a new password.  To expire a user’s password select the “Expire User” button at 
the bottom of the user screen.  The User will receive an email with a link to the password set-up 
screen where they will reset their password.     
 

Correspondence Types - The “Correspondence Type” section will only be present for attorney and 
contact user types. Claim Correspondence will only be present if the “Contact” user type is selected 
and will automatically be selected and locked.  

Claim Correspondence – Claim Correspondence is only sent to contacts. The Contact 
identified for the claim will receive the claim specific correspondence. Claim Correspondence 
includes Deficiency Letters, Response Reply Letters, Extension Letters, Ad Hoc Letters, Notice 
of Determination – Allowances and Notice of Determination – Disallowances. The method of 
delivery and frequency of the Claim Correspondence must be indicated for each contact.  
Status Reports – Status Reports are available to contacts and attorneys. Status Reports 
provide information including detailed lists of received correspondence, claim submissions 
and pending due dates. The report will contain information for the appropriate reporting 
period. For example, if the frequency of the report is weekly, the report will contain 
information pertaining to the prior week. Each contact and attorney electing to receive 
Status Reports will need to select the method of delivery and frequency of the Status 
Reports.  
Management Reports – Management Reports are available to contacts and attorneys. 
Management Reports include special communications from the Trust regarding information 
that the firms need to be made aware of, such as changes in the payment percentage. At 
least one attorney must be selected to receive Management Reports. Management Reports 
will be issued on an as needed basis via email and paper correspondence.  
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If the user type is “Contact” the following fields are also required for “Claim Correspondence”: 
 Delivery Method 
 Frequency 

 
The “Delivery Method” selection box will include the following options: 

 Print (paper letters sent via regular mail to the contact) 
 Email (electronic letters sent via email to the contact) 
 Report (spreadsheet sent via email to the contact) 

  

The “Frequency” selection box will include the following options: 
 Daily 
 Weekly  
 Bimonthly 
 Monthly 

 
The Attorney will be defaulted to receive Management Reports. The Contact will be defaulted to 
receive Claim Correspondence as emailed letters on a daily basis and Status Reports by email on a 
weekly basis. 
 
The selection of Status Reports and Management Reports will only be available for attorney and 
contact user types. At least one attorney has to be selected to receive Management Reports. If only 
one attorney user type is present or only one attorney user type is receiving Management Reports, 
the Management Reports checkbox will be selected and locked for that user. 

   
Reports/Correspondence Tab: 
The Reports/Correspondence Tab will provide a summary of all attorney user types and contact user 
types and which ones receive Management and Status Reports. 
 

 
  
Changes that need to be made can be completed through the User screen, which may be accessed by 
selecting the Attorney or Contact name.  

  

  



  Lesson 8 

NGC Bodily Injury Trust Website Training Guide  16 
Version 7 

Lesson 8 – Claim Processing Page – Search & Claim View 
  
The Claim Processing Page is only available to users that have logged into the NGC Website and have 
been assigned the User or Read-Only User role. The Claim Processing Page includes two additional 
tabs: Search and Data Entry, which are discussed in Lesson 8 and Lesson 9 in this training guide.   

  
Search: 
Upon entering the Claim Processing Page there will be a second row of tabs including Claim Search 
and Data Entry. The Search screen will allow the User to search on one or more of the following fields 
listed within the claim search: 

 Injured Party Name    

 Injured Party SSN 

 Claim Number 

 Attorney 

 Contact 

 Claim Type 

       

 Claimed Disease 

 Deficiency Type 

 Deficiency Code 

 Action Due Date 

 Claim Status 

 Process Status 
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Claim Status & Process Status - To the right of the Claim Status and Process Status search fields there 
will be a help link to a legend of statuses. The Claim Status indicates where a claim is in the claim 
process and the Process Status indicates where a claim is in the facility process. Below are 
descriptions of each Claim Status and Process Status. 
 

 
Several resource documents related to the above claim statuses and process statuses are available 
on the Documents page online.  Please see the NGC Response Times document, the NGC Incomplete 
Submission Process chart and the NGC Claim Flow chart for more information.  

Claim Status: Description:

In Progress-Not Filed
The filing submission has been started and saved but not yet submitted. The filing submission 

has been given a postmark date, but has not been reviewed for pre-claim deficiencies*.

Entered The claim is ready for review by a Claim Reviewer.

Incomplete
The filing submission is not complete enough to be reviewed by a Claim Reviewer due to pre- 

claim deficiencies.  An Incomplete Notice has been generated for the filing submission.

Withdrawn The claim has been withdrawn by request of the law firm.

Deficient
The claim has been reviewed by a Claim Reviewer and determined to be Deficient. A 

deficiency letter has been generated for the claim.

Allowed
The claim has been reviewed by a Claim Reviewer and determined to be Allowed. A Notice of 

Determination – Allowance has been generated for the claim.

Ready for Payment
The claim has been Allowed and all required documents, including a properly executed 

Release and Indemnity, have been received and approved. The claim is awaiting payment.

Batched for Payment The claim has been included in the payment batch process for payment.

Paid The claim has been paid.

Disallowed
The claim has been Disallowed and a Notice of Determination – Disallowance has been 

generated for the claim.

Rejected The claim has been rejected. These claims cannot be re-activated but can be re-filed.

Closed
The claim has been closed. Response time remains to cure any outstanding deficiencies; 

however, time to request ADR has expired.

Process Status: Description:

Pre-Review
The claim is not ready for review by a Claim Reviewer. The claim is awaiting review for pre-

claim deficiencies or has been determined to have pre-claim deficiencies.

Ready for Review The claim is ready for review by a Claim Reviewer.

Review in Process The claim is under review by a Claim Reviewer.

Wait The claim is waiting for a response to claim correspondence generated for the claim.

Ready for 2nd Review
The claim has been selected for second review.  These claims cannot be opened online by 

the law firm user.

2nd Review in Process
The claim is under review by a Second Reviewer. These claims cannot be opened online by 

the law firm user.

Complete
The claim is considered complete and has been Paid, Closed, Rejected or 

Deferred/Withdrawn.

Hold
The claim has been placed on hold pending further review. See Hold reason on claim for more 

detail as to why the claim has been placed on hold.
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Search Results: 
Once the User selects the search criteria and submits the search, the search results will be displayed 
as shown below. The User will have flexibility for the number of claims to be displayed per page, such 
as 10, 20, 50, 100 or all. The Claim Search results will include the Claim ID, Claimant Name, SSN, 
Claim Status, Process Status, Closed Reason, Action Due Date, Attorney Name, Contact Name and 
Reports selection.  The search results are limited to 200, but the full results can be viewed by 
downloading to Excel. 
 

 
 

 
 
 
Download to Excel - The User will have the option of downloading the search results to an Excel 
spreadsheet. The "Basic" Excel spreadsheet will contain the following fields in the order identified 
below: 

 Claim ID 
 Claimant Name 
 SSN 
 Claim Status 
 Action Due Date 

  

The "Advanced" Excel spreadsheet will contain the following fields in the order identified below: 
 Claim ID 
 Claimant Name 
 SSN 
 Claim Status 
 Next Action Due Date 
 Claim Type 
 Process Status 
 ALV for Allowed, Ready for Payment, Batched for Payment and Paid claims 
 Paid Amount for Paid claims 
 Allowed Disease 
 Claimed Disease 
 Deficiency Group 
 Deficiency Code 
 Last Correspondence Type 
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Save Search - The User can save any search by entering a search name and selecting the "Save 
Search" button. The saved searches will be available from the "Claim Search" tab and from the 
Reports page.  Refer to Lesson 10 – Reports Page for more information about the Reports page.   
 
Reports Selection – The following three reports are available on-demand by selecting the specific 
report from the drop-down box.  
 

 
 
 

 Original Claim Form (“OCF”) – A report presented in claim form format that includes the 

original claim data provided by the law firm.  This report is accessible from the Claim Search 

Results screen, the general information section of the claim processing screens and the Data 

Entry Submit Claim screen. 

 Cumulative Information Report (“CIR”) – A report presented in claim form format that 

includes the original claim data provided by the law firm during the initial submission and any 

updates of claim data that has been added to the claim online by the law firm user.  This 

report is accessible from the Claim Search Results screen and the general information section 

of the claim processing screens.  

 Claim View Detail (“CVD”) – A report that includes the current claim data at the time the 

report is generated.  This report will include any updates of claim data by the claims facility 

during review of the claim.  This report is accessible from the Claim Search Results screen 

and the general information section of the claim processing screens. 

Open Claim - To open a claim for Claim View, select the claim number.  The Claim View screens are 
discussed in the next section. 
 
Claims with the following claim or process statuses cannot be opened by the Law Firm User: 

 Process status of “Ready for 2nd Review” – The claim has been reviewed by the Analyst and is 
selected for Second Review. 

 Process status of “2nd Review in Process” – The claim is currently under review by a Second 
Reviewer. 

 
Claims with the following claim or process statuses can be opened in read-only mode, which means 
no changes can be made by the User: 

 Claim status of “Rejected” – Rejected filings are not considered filed claims and must be re-
submitted if the Law Firm wishes to pursue the claim. 
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Claim View: 
The Claim View screens display information about the claim and reflect the analyst’s review of the 
claim, depending on the claim status. The screens displayed are Injured Party, Litigation, Exposure 
Main, Exposure Details, EOEP, Medical, Certification and Deficiencies & Actions which are all 
discussed separately in this Lesson. Some screen sections or fields are locked from law firm editing 
and are displayed with a lock icon.    

  
General Information - On the left side of each screen, a general information section will be displayed 
containing information about the claim along with several claim actions.  The following information is 
displayed:  

 Claim ID  
 Injured Party Name  
 Injured Party SSN  
 Claim Type  
 Claim Status  
 Process Status  
 Postmark Date  
 Claimed Disease  
 Attorney  
 Last Action (last correspondence type)  
 Next Due Date  
 Payment Information Box (date, amount and check number, if Paid claim) 
 

Claim Actions –  
The “Reports” feature will allow the Law Firm to choose an Original Claim Form, Cumulative 
Information Report or Claim View Detail Report by selecting the specific report from the drop-down 
box.  These reports are discussed in more detail in the Reports Selection section of page 19. 
                                 
The “View Payments” feature will allow the Law Firm to view all facility payments made on the 
claim. Information such as the date, description, original ALV, original payment percentage, and 
payment amount are listed. 
  
The “Deficiencies” feature will present the Paragraph ID and Descriptive Note for deficiencies that 
are cited for the claim.  When selected, ways to cure information will be displayed in a separate 
window.  The ways to cure information includes the deficiency code, description, type, full text and 
ways to cure. 
  
The “Upload Documents” button will open the upload documents screen allowing the Law Firm to 
upload supporting documentation to the claim.  Any documents uploaded from this screen will be 
listed in the Pending Uploaded Documents section of the Deficiencies & Actions screen.  Refer to 
Deficiencies & Actions screen-Pending Uploaded Documents section of this Lesson for more 
information on how to save documents to a claim. 
  
The “Documents” feature will provide a list of the documents that are present in the claim folder for 
the claim. The scan date and name of the document will be displayed. To view the documents, the 
User will select the document name.  



  Lesson 8 

NGC Bodily Injury Trust Website Training Guide  21 
Version 7 

The Edited Information “Reset” button will be available in the upper right corner of all Claim View 
screens. Upon selection of this button, the edited information for that screen will be reset to its 
previous form in the current session.   
 
The “Exit Claim” button will be available in the upper right corner of all Claim View screens.  Upon 
selection of this button, a message to confirm closing the claim without saving changes will appear.  
Once the User selects OK then the claim will close and return the User to the search results screen.  
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Injured Party Screen:  

The Injured Party Screen will display Representation, Injured Party, Claimant Representative, 
Individual Review and Prior Paid Claim information for the claim.  If the claim is at Hold process 
status, then the Hold Reason will be displayed beneath the Process Status: Hold. 
 

 
Representation – The representing law firm information is displayed along with the Attorney and 
Contact for the claim.  The law firm information is locked for editing.  However, the User can change 
the Attorney and/or Contact for the claim to a different attorney or contact registered with the Law 
Firm.   
 

Injured Party - The Injured Party's demographic information will be displayed along with whether the 
claim is approved for Exigent status.  The Exigent section is locked for editing.   
 

Claimant Representative – If claimant representative information is present on the claim, then the 
information will be displayed in the Claimant Representative section.  The User can add claimant 
representative information to the claim by selecting the icon to add a claimant representative and 
entering the appropriate information.  To change the claimant representative information, the User 
will need to delete the current Claimant Representative record and add a new record.   
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Expense Worksheet -  
The Expense Worksheet is only displayed for IR claims and is accessed by selecting the "Expense 
Worksheet" button. This screen provides information regarding any claimed Medical Expenses, 
Burial Expenses and Economic Losses. The total expenses and losses verified by the Analyst will be 
locked from editing.  If medical expenses, burial expenses or economic losses are claimed, then 
supporting documentation is required.   
 

 
 

 
Prior Paid Claim Match – If the claim was found to have a Prior Paid Claim match during the analyst’s 
review, then a Prior Paid Claim Match section will be displayed beneath the Injured Party section of 
the screen.  The match information such as the name, SSN, DOB and disease will be displayed.  This 
section is locked from editing and will have a lock sign displayed.    
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Litigation Screen: 
The Litigation Screen will display information that was claimed regarding an asbestos-related lawsuit 
filed by the Injured Party or the estate or heirs of the Injured Party.  If no lawsuit information is 
present on the claim, then the Litigation screen will appear blank with only the first question present.  
To enable the screen, the User will answer “Yes” to the first question. 
 

  
 
Lawsuit Details – Lawsuit information such as the Court, state, date filed and case number along with 
the current status of the lawsuit is displayed.  Lawsuit information is important to properly calculate 
statute of limitations for a claim.  
 
Named Defendant – Information regarding the named defendants is displayed along with the status 
of the case against NGCBIT, if applicable. 
 
The pertinent pages of the complaint, petition or cover page filed with the court, that contains the 
parties named, the case number and the date filed with the court should be submitted if lawsuit 
information is claimed. 
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Exposure Main Screen: 
The Exposure Main Screen will display general information regarding the Injured Party’s exposure to 
asbestos product(s).  
 

 
 

Exposure to Any Asbestos Product(s) – Dates of when the Injured Party was first exposed to any 
asbestos product(s) and last exposed to any asbestos product(s) are displayed in this section.  
NGCBIT requires a minimum of 5-years exposure to any asbestos product(s).  Verified exposure 
documentation supporting this exposure is required. 
 
Exposure to NGCBIT Asbestos Product(s) – The Injured Party’s state of greatest exposure to NGCBIT 
asbestos product(s) is displayed.  This state is important to the determining the applicable 
jurisdiction of the claim. 
 
Avocational (Non Job-Related) Exposure to NGCBIT – If the Injured Party’s exposure to NGCBIT 
asbestos products was non job-related (i.e. home renovation, hobby) then a description of that 
exposure is required.  Verified exposure documentation supporting avocational exposure is required, 
if claimed.   
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Occupational (Job-Related) Exposure to NGCBIT – If the claim is an IR and Mesothelioma is a claimed 
disease, then additional exposure questions will appear on the Exposure Main screen.  If the answer 
to the question is more than 25%, then supporting documentation is required.  If the question is left 
blank and not answered, then the analyst will default the answer to 0-25% for claim pricing purposes. 
 

 
 
This section will also appear on the EOEP screen if the claim is an IR, Mesothelioma is a claimed 
disease and an EOEP record is entered.  Refer to the EOEP Screen section of Lesson 8 – Claim 
Processing Page – Search & Claim View for more information on claiming EOEP exposure.
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Exposure Details Screen: 
The Exposure Details Screen will display information regarding the Injured Party’s exposure to 
NGCBIT asbestos product(s).  
 
*The Revised Restated Exposure Policies (“REP”) have been incorporated into the Exposure Details 
screen and related new fields are present.  However, the realted new fields related will be disabled 
and “Pre-Implementation” will appear on the screen, as shown below, for any claims filed on or 
before September 5, 2012 in which the REP do not apply.  Please refer to the REP document dated 
November 2013 for more detailed information regarding which claims are affected. 
  

 

 
 
 
 
 
 
 
 
 
 
 

 

Pre-Implementation 
Claim – these fields 

are disabled 
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For claims filed on or after September 6, 2012 in which the REP do apply, the fields related to the REP 
will be enabled, as shown below.  Refer to the REP document dated November 2013 for more detailed 
information regarding which claims are affected. 
 

 
 
Occupational (Job-Related) Exposures to NGCBIT – Information regarding the Injured Party’s 
exposure to NGCBIT asbestos products is displayed in this section.  Additional exposure records may 
be added by selecting the icon to add an exposure record.   
 
 
 
 
 
 

All fields are enabled 
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To choose a specific NGCBIT Asbestos Product, the User will select the Products button and the 
search window, shown below, will appear.  Products may be searched by name or code and the 
various columns can be sorted.  Once the specific NGC ACM has been found, the User will select the 
product by checking the box to the left of the product name and then selecting the OK button.  The 
product will appear in the field in the Trust Product section of the Exposure Details screen, as shown 
above. 
 

 
 
When selected, the “Jobsites” button will open a separate screen allowing the User to select a 
particular jobsite.  The jobsite list will contain jobsites from the NGC Exposure Sites List as well as the 
particular law firm’s established jobsites, if applicable.  Refer to the REP for more detailed 
information regarding Common Exposure Locations (“CELs”) for Pre and Post Implementation claims.  
Also, for more information on how to establish jobsites for a law firm, contact the Claims Manager or 
the Claims Supervisor listed in the Contact Us list found on the About Us page. 
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EOEP Screen: 
The Exposure through an Occupationally Exposed Person (“EOEP”) Screen will display information 
regarding the Injured Party's asbestos exposure to any asbestos products and NGC asbestos products 
through an Occupationally Exposed Person ("OEP").  If no EOEP exposure is claimed, then the screen 
will appear blank with only the icon to add a new EOEP entry.   
 
*The Revised Restated Exposure Policies (“REP”) have been incorporated into EOEP screen and the 
related new fields will be present.  However, the REP related new fields will be disabled and “Pre-
Implementation” will appear on the screen, as shown below, for any claims filed on or before 
September 5, 2012 in which the REP do not apply.  Please refer to the REP document dated November 
2013 for more detailed information regarding which claims are affected. 
 

 

Pre-Implementation 
Claim – these fields 

are disabled 
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For claims filed on or after September 6, 2012 in which the REP do apply, the fields related to the REP 
will be enabled, as shown below.  Refer to the REP document dated November 2013 for more detailed 
information regarding which claims are affected. 
 

 
 
 
 
 

All fields are enabled 
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Injured Party’s Exposure Through OEP - Dates of when the Injured Party was first and last exposed to 
any asbestos product(s) through the OEP are displayed in this section.  A description of the Injured 
Party’s exposure through the OEP is required.  If the claim is an IR and Mesothelioma is a claimed 
disease, then additional exposure questions will appear in this section of the EOEP screen.  If the 
answer to the question is more than 25%, then supporting documentation is required.  If the 
question is left blank and not answered, then the analyst will default the answer to 0-25% for claim 
pricing purposes. 
 

NGCBIT requires a minimum of 5-years exposure to any asbestos product(s) through the OEP, if 
applicable.  Verified exposure documentation supporting this exposure is required. 
 

OEP’s Exposure to Any Asbestos Product(s) – Dates of when the OEP was first and last exposure to 
any asbestos product(s) are displayed in this section.   
 

OEP’s Exposure to NGCBIT Asbestos Product(s) - Information regarding the OEP’s exposure to NGCBIT 
asbestos products is displayed in this section.  Additional exposure records may be added by 
selecting the icon to add a new EOEP record.   
 

To choose a specific NGCBIT Asbestos Product, the User will select the Products button and the 
search window, shown below, will appear.  Products may be searched by name or code and the 
various columns can be sorted.  Once the specific NGC ACM has been found, the User will select the 
product by checking the box to the left of the product name and then selecting the OK button.  The 
product will appear in the field in the Trust Product section of the EOEP screen, as shown above. 
 

 
 

When selected, the “Jobsites” button will open a separate screen allowing the User to select a 
particular jobsite.  The jobsite list will contain jobsites from the NGC Exposure Sites List as well as the 
particular law firm’s established jobsites, if applicable.  Refer to the REP for more detailed 
information regarding Common Exposure Locations (“CELs”) for Pre and Post Implementation claims.  
Also, for more information on how to establish jobsites for a law firm, contact the Claims Manager or 
the Claims Supervisor listed in the Contact Us list found on the About Us page. 
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Exposure Presumption: 
 
Exposure Presumption can be selected as the Injured Party’s Type of Exposure by selecting Exposure 
Presumption from the Type of Exposure drop down box.   
 

 
 
Once Exposure Presumption is selected, the occupations listed in the Occupation drop down list will 
be limited to the four Presumptive Occupations.  Please refer to the REP for more detailed 
information regarding the Exposure Presumption. 
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Medical Screen: 
The Medical Screen will display the medical information entered by the Analyst based on the medical 
documentation submitted for the claim, depending on the claim status.  
 

 
 
Disease Criteria – All fields above the Existing Diseases section are various types of disease criteria 
used to determine the allowance of the particular disease(s).  If the claim has been reviewed by the 
Analyst and medical documentation was provided on the claim, then various disease criteria should 
be selected if supported by the medical documentation provided.  Select the help button on the 
Medical Screen for more information regarding the NG medical requirements and disease criteria 
options.  The disease criteria section will be locked from editing.   
 
Smoking Status – The Injured Party’s smoking history is required for an IR claim.  The User can select 
Never Smoked, Currently Smokes, Formerly Smoked or No Smoking History from the Smoking Status 
drop down box.  If Currently Smokes is chosen then the number of years and packs per day are 
required.  If Formerly Smoked is chosen then the number of years, packs per day and date last 
smoked are required.  If the Injured Party’s smoking status is not available then the User can select 
No Smoking History. 
 
Existing Diseases – Any claimed diseases will be displayed in this section.  If the claim has been 
reviewed by the Analyst and medical documentation was provided that met the requirements for a 
certain disease, then the particular disease will be displayed in this section.  Any information 
completed by the Analyst such as the Approved DX Date and the Physician will also be displayed. 
Selection of “Pass” or “Fail” in the SOL column will display the number of SoL days available and the 
number of days remaining.  Refer to Lesson 9 Claim Processing Page – Data Entry for more 
information about NG’s SoL rules.  The User can add a disease by selecting the disease from the Pick 
Disease drop down box, entering the Diagnosing Date and selecting the “Add” button.  
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Certification Screen: 
The Certification Screen displays exposure documentation and claim form certification information.   
 

 
  
Exposure and Claim Form Certification – The type of exposure documentation submitted with the 
claim will be indicated in this section.  Also, displayed is the certification of the claim by the Attorney, 
Injured Party or Claimant Representative. Verified exposure documentation is required to support 
the claimed exposure to any and NGCBIT asbestos product(s). 
 
Attorney Certification of Claimant Representative’s Authority - This section may be completed by the 
Attorney to certify the Claimant Representative’s authority to act on behalf of the Injured Party.  If 
this section is completed then no supporting documentation for the Claimant Representative is 
required. 
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Deficiencies & Actions Screen: 
The Deficiencies & Actions Screen displays detailed information of the deficiencies on the claim and 
allows the user to take various actions on the claim.   

   
 

Deficiencies - The Deficiencies section will display any deficiencies currently cited for the claim.  The 
User has the ability to refresh the deficiencies anytime during the session by selecting the “Refresh 

Deficiencies” button.  If the list of deficiencies is extensive, there will be a  above the Deficiencies 
section (Once the User selects this button, the screen will advance to the continued deficiencies).  
The following information will be displayed for each deficiency: 
 Deficiency Code 
 Deficiency Group  
 Deficiency Paragraph Description 
 Date Last Updated 

 

To view expanded information regarding a particular deficiency listed, select the “Details” link at the 
end of the Deficiencies grid.  A separate window will appear containing information such as 
deficiency code, description, type, full text and ways to cure. 
 

Deficiencies cannot be refreshed for claims at Entered status because the Analyst has yet to review 
the claim.     
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Extensions - The "Request Extension" button will only be enabled for claims at the following Claim 
Statuses with the identified letter types, if an extension is available on the claim.  Please note that 
only one extension per letter type is allowed: 

 Deficient - 1st Deficiency Letter  
  
A reason must be provided for each extension requested through the website. Therefore, once 
"Request Extension" is selected, a window will appear requesting a reason for the extension.  An 
extension cannot be requested once the due date has passed.  Once a reason is given and “Accept” is 
selected, then a message will appear indicating the request for extension will be saved when the user 
presses the approve button. 
 
The extension will be granted and the appropriate extension letter providing the new due date for 
the claim will be generated once the “Approve Changes” button is selected on the Deficiencies & 
Actions screen. 
 
Withdraw/Close - The Withdraw/Close section includes options to "Withdraw Claim" or "Close by 
Request". The “Withdraw Claim” option is considered the same as defer and is available for claims at 
the following claim statuses:  

 Entered  

 Deficient  
Claims must meet the minimum filing requirements before they are allowed to be withdrawn.  Once 
a claim is withdrawn it remains tolled and can be re-activated at a later date.   
 
The “Close by Request” option is available for claims at the following claim statuses: 

 Entered 
 Deferred 
 Deficient 
 Allowed 
 Ready for Payment 
 Disallowed 

 
The Closed claim can be re-activated to cure any outstanding deficiencies. 
 
A reason must be provided for both the “Withdraw Claim” and the “Close by Request” options. 
Therefore, once “Withdraw Claim” or "Close by Request" is checked and the "Submit Request" 
button is selected, a window will appear requesting a reason. 
 
Requests to withdraw a claim and requests to close a claim are sent to the Analyst for review.  Once 
approved, the Analyst will perform the appropriate action and notify the Law Firm. 
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Pending Uploaded Documents – This section will appear when a document(s) has been attached to 
the claim during the current web session using the Upload Documents feature. The document(s) will 
be pending upload until the “Approve Changes and Documents” button is selected.  Once approved, 
the documents will be saved to the claim and the User can re-open the claim immediately to view 
the uploaded document(s).  Pending documents can be deleted under Step 3 on the Upload 
Documents screen. 
 

Edited Information – This section will appear when edits made during the current web session are 
pending approval. An option will be available to attach a comment for each edit by selecting the 
"Comment" button. Once selected, a window will appear to enter the comment.  Selection of the 
“Approve Changes & Documents” button will save any pending uploaded documents and edits to 
the claim for review by the Analyst.  
 
If changes are made to a claim that is at Allowed status, then a message will appear notifying the 
User that changes are being saved to an Allowed claim.  The changes made to the Allowed claim 
could result in the re-determination of the previous ALV, which would generate a re-determined 
Notice of Determination – Allowance letter. 
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Claim Type Change – This section gives the User the ability to change the claim type from ER to IR or 
IR to ER.  The system will select the appropriate claim type change and enable the “Submit” button 
accordingly.  If the claim is ER and the “Submit (ER > IR)” button is selected, then a separate form will 
appear requiring additional IR information.   
 

 
 

Once the appropriate information is entered, select “Submit” to complete the request for claim type 
change.  The information entered, along with the request to change the claim type, will be saved as 
Edited Information.  The User will select the “Approve Changes & Documents” button to save the 
claim.  The analyst will then review the request to change the claim type along with the edited 
information and notify the Law Firm of any additional information needed to process the claim type 
change.  A Claim Type Change may only be submitted once per claim on the website. 
 

Facility Review - This section gives the User the ability to set a claim to Ready for Review or Wait 
process status.  This option is only available for claims at Deficient or Disallowed status.  Selecting 
“Ready for Review” will set the process status of the claim to Ready for Review once the changes are 
saved on the claim.  This informs the Facility that the claim is ready for analyst review.  Selecting 
“Wait-Information Pending” will set the process status to Wait once the changes are saved on the 
claim.  This informs the Facility that the claim is not ready for analyst review at that time.  
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Document Upload:  
This feature is available in Claim View and through the Data Entry Submit Claim screen by selecting 
the “Upload Documents” button. The Document Upload screen will allow the User to upload 
documents to a specific claim.  
 
Information regarding the claim will be provided at the top of the Document Upload Screen. The 
User will follow the steps, starting with the selection of the document to attach to the claim.  The 
User will also have the ability to add a comment regarding each document attached to the claim by 
selecting "Add Comment" once the document is listed. The comment will be saved as a comment for 
the claim.  The User will select the "Upload Documents" button to upload the document(s) to the 
claim.   
The document(s) will not be saved to the claim until it is approved.  The document(s) can be 
approved from the Deficiencies and Actions screen of Claim View.  The document(s) can be approved 
from the Submit Claim screen of Data Entry. 
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Bulk Upload: 
The Bulk Upload feature is available on the main Search screen under the Claim Processing tab by 
selecting the "Bulk Document Upload" button. The Bulk Upload feature will allow the Law Firm to 
submit multiple supporting documents for multiple claims at one time. 
 
The User will follow the steps, starting with the selection of the zip file containing the supporting 
documentation. A mapping document will also be selected that provides the information needed to 
match the supporting documentation to the appropriate claims. 
  
Once "Upload Documents" is selected, the zip file and matching documentation will be submitted to 
the Trust for processing. 
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Lesson 9 – Claim Processing Page – Data Entry 
  
The Data Entry tab allows the User to data enter and submit a claim online. 
  

 
  
Upon selection of the claim type, the "Create Claim” button will be enabled. If there are claims that 
have been saved as a work in progress, then the “View Saved - Work in Progress Claims” button will 
be enabled.  
   
If the “View Saved — Work in Progress Claims” button is selected, a list of the work in progress 
claims will be provided with the ability to select and open the data entry application for a specific 
claim.  

  
If the "Create Claim" button is selected, a claim will be created and the User will enter the data entry 
application. The data entry will include the following screens: 
 Injured Party 
 Factors Worksheet 
 Litigation 
 Medical 
 Exposure 
 EOEP 
 Certification 
 Submit Claim 

  
The claim must not be barred by the Statute of Limitations (“SoL”) in order to be filed with the Trust.  
The NGCBIT CRP discusses SoL beginning in Section 2.1.c. Deadline for Filing Malignant Disease 
Claims.  Also, several SoL reference materials can be found on the Documents page online.   
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Injured Party Screen: 
The Injured Party Screen will request information regarding Representation, the Injured Party and 
Claimant Representative.   
 

 
  
The Representation section will be pre-populated with the Law Firm name, Phone and Fax Number. 
The User will then need to select the Attorney name and Contact name from a dropdown list. The 
dropdown list will include all registered attorneys and contacts for the Law Firm. The E-mail Address 
fields will be pre-populated with the selected attorney’s and contact’s e-mail addresses.   
 
A claim cannot be submitted without an attorney and contact person selected. 
 
Each screen will indicate the required fields with an asterisk.  If any of these required fields are 
missing they will be shown on the Submit Claim screen.  For more details, refer to the Submit Claim 
screen section of this Lesson.   
 
The "Save-Work In Progress" button will save the claim with the completed information. Upon 
selection of this button, the User will be returned to the Data Entry tab. 
  
The "Delete" button will delete the claim. 
  
The "Back" button will take the User back to the previous screen. 
  
The "Next" button will take the User to the next screen. 
  
Each of the data entry screens is accessible by selecting the screen name on the left side of the data 
entry application. 
  
A help document can be accessed by selecting the help link in the upper right corner of the data 
entry screens.  The help document will provide instructions for filing the claim.  
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Factors Worksheet: 
The Factors Worksheet will only be present for Individual Review Claims ("IRC").  This worksheet will 
request information regarding the Inured Party’s total number of Dependents, Medical and Burial 
Expenses and Economic Losses.  The User will complete these fields if applicable to the particular 
claim.   
 

 
 
Litigation Screen: 
The Litigation Screen will request information regarding the asbestos-related lawsuit that involved 
the same disease(s) that the Injured Party is asserting as the basis of this claim.  
 

 
  
If the first question under Lawsuit Details is answered "No", the remaining fields will not be present 
on the screen. 
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Medical Screen: 
The Medical Screen will request information from the Injured Party's medical documentation.  

  

 
  
The User may enter medical criteria in the top portion of the Medical Screen.  Upon selection of the 
"Refresh" button, based on the medical criteria selected above and the assumption of a good B-
reader, any medically indicated disease will be listed in the disease grid with "Yes" in the Medically 
Indicated column. All claimed diseases will be listed in the disease grid. Latency and SOL will be 
calculated based on the Claimed Diagnosis Date.  A disease may be added without entering medical 
criteria by choosing the disease from the Pick Disease drop down box, entering the Diagnosis Date 
and selecting the "Add" button.  The chosen disease will then be displayed in the disease grid. For 
more information on specific medical criteria, refer to the Data Entry Help File by selecting the help 
button on the Medical Screen.  A disease must be claimed along with a diagnosis date to avoid the 
claim being marked Incomplete.   
 
For IR claims, the Injured Party’s Smoking Status is required.  The User will choose the Smoking Status 
and then complete the other smoking fields as applicable.  "Currently Smokes" will request "Years 
and Packs/day".  "Formerly Smoked" will request "Years, Packs/day and Date Last Used". If the 
Injured Party’s smoking status is not available then the User can select No Smoking History. 

 
Note: Any disease Medically Indicated in the medical screen, as discussed above, is not automatically 
allowed for that claim.  The analyst will review the medical documentation submitted and determine 
whether the medical documents meet the medical requirements for the particular disease claimed.  
If the medical documentation is not sufficient to meet the requirements a deficiency will be cited.
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Exposure Main Screen: 
The Exposure Main Screen will request general information regarding the Injured Party’s exposure to 
asbestos product(s).  
 

 
  

  
Exposure Main - Meso Screen: 
If Mesothelioma is a medically indicated disease or claimed disease, then an additional question 
regarding the Injured Party’s exposure as a percentage of exposure to all asbestos products will be 
included on the Exposure Main screen. 
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Exposure Details Screen: 
The Exposure Details Screen will request information regarding the Injured Party’s exposure to 
NGCBIT asbestos product(s).  
 
*The Revised Restated Exposure Policies (“REP”) have been incorporated into the Exposure Details 
screen and related new fields are present.  Please refer to the REP document dated November 2013 
for more detailed information. 
 

 
 
Occupational (Job-Related) Exposures to NGCBIT – Information regarding the Injured Party’s 
exposure to NGCBIT asbestos products is displayed in this section.  Additional exposure records may 
be added by selecting the icon to add an exposure record.   
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To choose a specific NGCBIT Asbestos Product, the User will select the Products button and the 
search window, shown below, will appear.  Products may be searched by name or code and the 
various columns can be sorted.  Once the specific NGC ACM has been found, the User will select the 
product by checking the box to the left of the product name and then selecting the OK button.  The 
product will appear in the field in the Trust Product section of the Exposure Details screen, as shown 
above. 
 

 
 
When selected, the “Jobsites” button will open a separate screen allowing the User to select a 
particular jobsite.  The jobsite list will contain jobsites from the NGC Exposure Sites List as well as the 
particular law firm’s established jobsites, if applicable.  Refer to the REP for more detailed 
information regarding Common Exposure Locations (“CELs”) for Pre and Post Implementation claims.  
Also, for more information on how to establish jobsites for a law firm, contact the Claims Manager or 
the Claims Supervisor listed in the Contact Us list found on the About Us page. 
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EOEP Screen: 
The EOEP Screen will request information regarding the Injured Party's asbestos exposure to any 
asbestos products and NGC asbestos products through an OEP.  
 
*The Revised Restated Exposure Policies (“REP”) have been incorporated into EOEP screen and the 
related new fields are present.  Please refer to the REP document dated November 2013 for more 
detailed information. 
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Injured Party’s Exposure Through OEP - Dates of when the Injured Party was first and last exposed to 
any asbestos product(s) through the OEP are displayed in this section.  A description of the Injured 
Party’s exposure through the OEP is required.  If the claim is an IR and Mesothelioma is a claimed 
disease, then additional exposure questions will appear in this section of the EOEP screen.  If the 
answer to the question is more than 25%, then supporting documentation is required.  If the 
question is left blank and not answered, then the analyst will default the answer to 0-25% for claim 
pricing purposes. 
 

NGCBIT requires a minimum of 5-years exposure to any asbestos product(s) through the OEP, if 
applicable.  Verified exposure documentation supporting this exposure is required. 
 

OEP’s Exposure to Any Asbestos Product(s) – Dates of when the OEP was first and last exposure to 
any asbestos product(s) are displayed in this section.   
 

OEP’s Exposure to NGCBIT Asbestos Product(s) - Information regarding the OEP’s exposure to NGCBIT 
asbestos products is displayed in this section.  Additional exposure records may be added by 
selecting the icon to add a new EOEP record.   
 

To choose a specific NGCBIT Asbestos Product, the User will select the Products button and the 
search window, shown below, will appear.  Products may be searched by name or code and the 
various columns can be sorted.  Once the specific NGC ACM has been found, the User will select the 
product by checking the box to the left of the product name and then selecting the OK button.  The 
product will appear in the field in the Trust Product section of the EOEP screen, as shown above. 
 

 
 

When selected, the “Jobsites” button will open a separate screen allowing the User to select a 
particular jobsite.  The jobsite list will contain jobsites from the NGC Exposure Sites List as well as the 
particular law firm’s established jobsites, if applicable.  Refer to the REP for more detailed 
information regarding Common Exposure Locations (“CELs”) for Pre and Post Implementation claims.  
Also, for more information on how to establish jobsites for a law firm, contact the Claims Manager or 
the Claims Supervisor listed in the Contact Us list found on the About Us page. 
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Exposure Presumption: 
 
Exposure Presumption can be selected as the Injured Party’s Type of Exposure by selecting Exposure 
Presumption from the Type of Exposure drop down box.   
 

 
 
Once Exposure Presumption is selected, the occupations listed in the Occupation drop down list will 
be limited to the four Presumptive Occupations.  Please refer to the REP for more detailed 
information regarding the Exposure Presumption. 
 

  
 
 
EOEP - Meso Screen 
If Mesothelioma is a medically indicated disease or claimed disease, then an additional question 
regarding the Injured Party’s exposure as a percentage of exposure to all asbestos products will be 
included on the EOEP screen. 
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Certification Screen: 
The Certification Screen will request the type of exposure documentation that is being submitted 
with the claim form and certification of the claim by the Attorney, Injured Party or Claimant 
Representative. Also, the Attorney Certification of Claimant Representative's Authority may be 
completed on this screen.  This section may be completed by the Attorney to certify the claimant 
representative’s authority to act on behalf of the Injured Party. 
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Submit Claim Screen: 
The Submit Claim Screen is the last screen in the data entry application and allows the Law Firm to 
submit the claim to the Trust. 

  

 

 
 

 

 
The Required Claim Fields section will list any required fields that are missing on the claim.  These 
fields will result in “Pre-Claim” deficiencies if left blank.  The User can go back to the appropriate 
screen and provide the missing information to remove the pre-claim deficiency from the deficiency 
list.  The Medical Documents Missing and Exposure Documents Missing deficiencies will be present 
until the documents are uploaded and the claim is submitted to the Trust.   
 
The "Upload Documents" button will open a window for the document upload process. The 
documents that are attached to the claim will be listed in the grid with an option to delete the 
document.  Refer to the Document Upload section of Lesson 8 – Claim Processing Page – Search & 
Claim View for more information on how to upload documents to a claim. 
  
The “Print Claim Form” button will save the data entered in the claim at that time and generate a 
NGCBIT Claim Form that contains all of the claim information.  
 
The "Submit Claim" will submit the claim to the Trust.  
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Incomplete Submission Process: 
The Trust does not accept placeholder claims; therefore, if any pre-claim deficiencies exist on the 
claim or exposure and medical documents are not provided when the submission is filed with the 
Trust, then the submission will be marked Incomplete.  An Incomplete Notice will be sent to the Law 
Firm indicating the pre-claim deficiencies, which must be cured within 365 days of the submission’s 
postmark date.  If the pre-claim deficiencies are not cured within the allowed 365-days then the 
submission will be marked Rejected and must be re-filed, which will give the submission a new 
postmark date.  
 
Minimum Submission Requirements: 

 205-IP Last Name, First Name 

 210-IP SSN  

 212-IP Living Status 

 300-Claimed Disease with Diagnosis Date 

 700-Certified Claim Form  

The Minimum Submission Requirements must be met before the submission can be filed.  If not met, 
the submission will remain In Progress-Not Filed status. 
 
Minimum Review Requirements (“Pre-Claim Deficiencies): 

 500-Total Exposure Dates (any asbestos) 

 502-NGC Exposure Dates 

 605-Exposure through OEP Dates (if EOEP exposure applicable) 

 305-Medical Documents Missing 

 400-Exposure Documents Missing 

The Minimum Review Requirements must be met before the submission can be reviewed by a claims 
analyst.  If not met, the submission will become Incomplete status.   
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Lesson 10 – Reports Page 
 
The Reports Tab contains both standard Reports and Saved Searches. 

 

 
  
Reports: 
Standard Reports may be generated at any time by selecting the name of the standard Report.  The 
three standard Reports are: 
 
Duplicate SSN Report – A report that indicates the Law Firm’s duplicate claims.  Information included 
in the report is Claim ID; Injured Party’s Full Name; Claim Status; Claim Process Status; Claim Type; 
Claimed Disease; and Postmark Date.   
Law Firm Count by Status – A report that gives a count of how many of the Law Firm’s claims are at 
each claim status. 
Unpaid Allowed Claims – A report that provides all of the Law Firm’s claims that are Allowed and 
unpaid. 
 
 
Saved Searches: 
Any of the Saved Searches can be refreshed by selecting the “Refresh Search” button or can be 
deleted by selecting the “Delete Search” button.  Refer to Lesson 8 – Claim Processing Page – Search 
& Claim View for more information on how to save a search.  The Saved Searches listed in the above 
screen shot are examples. 
 
The report results will be displayed in the main Search screen where the User has the option to 
download the results to Excel.  Refer to Lesson 4 – Claim Processing Page – Search & Claim View for 
more information regarding the download of a report to an Excel spreadsheet.  
 
 


