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1 Introduction 

Verus Claims Services, LLC provides law firms with online access – via the Trust Dashboard - to 
view, submit and edit claims.   To gain access to the Trust Dashboard, the firm must first execute 
an Electronic Filer Agreement (“EFA”) and return it to the Trust administrator along with the Law 
Firm Registration Form listing the names and email addresses of each user for which the firm 
requests an account.  The EFA and registration forms can be downloaded from the Trust website 
links listed below.  The Trust administrator will email user account information to the primary 
administrative contact for the firm after verifying that the EFA was properly executed.  

KACC Asbestos Personal Injury Trust www.kaiserasbestostrust.com  

Plibrico Asbestos Trust   www.plibricotrust.com  

A & I Asbestos Bodily Injury Trust www.aisettlement.com/ 

ARTRA Asbestos PI Trust  www.artratrust.com  

Combustion Engineering  www.cetrust.org  

ABB Lummus    www.abblummustrust.org  

H K Porter Asbestos Trust  www.hkporterasbestostrust.org 

Once account username and password information has been provided, users may begin the 
process of filing claims with the appropriate Trust by accessing the Trust’s Dashboard using the 
following links: 

Kaiser Asbestos PI Trust https://kacc.verusllc.com/FWCS/UserLogin.aspx  

Plibrico Asbestos PI Trust https://pli.verusllc.com/FWCS/UserLogin.aspx  

A & I Asbestos PI Trust  https://ai.verusllc.com/FWCS/UserLogin.aspx  

ARTRA Asbestos PI Trust. https://artra.verusllc.com/FWCS/UserLogin.aspx  

Combustion Engineering https://ce.verusllc.com/FWCS/UserLogin.aspx 

ABB Lummus   https://lummus.verusllc.com/FWCS/UserLogin.aspx 

H K Porter Asbestos Trust https://hkp.verusllc.com/FWCS/UserLogin.aspx 

 

Law Firm users may submit claims to the Trust online using three different methods described in 
Section 3: Methods for Electronic Submissions. 

Through the Trust Dashboard, law firm users may also download and print releases when offers 
are made, and receive online notifications of all deficiencies.   Standardized reports are also 
available online to assist with monitoring the status of claim submissions. 
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2 Logging on to the Trust Dashboard  

To access the Trust Dashboard and all of the claim submission/review features: 

1) Select one of the Trust Dashboard links in Section 1 above.  You will be directed to the login 
page as shown below. 

 

2) Enter your username in the Login ID  field.  

3) Enter your Password.   

a) On your first login, the system will direct you to a page to change the temporary 
password provided to you by the system administrator to a “strong password” of your 
creation.  Your new password must follow these requirements: 

i) It must be between 6-12 characters in length 

ii) It must contain at least one capital letter and one lower case letter 

iii) It must contain at least 1 number 

iv) It must contain at least one of the following special characters: @, #, $, %, &, *, ^, !, 
or = 

4) Upon successfully logging in, you will be directed to the home page of the Trust Dashboard. 
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3 Methods for Electronic Submissions  

The Verus Trust Dashboard supports three different methods for submitting claims electronically 
to each Trust administered by Verus Claims Services.  This permits each law firm to select the 
most efficient method of submitting claims based upon its own preferences and the manner in 
which data and documents can be provided.  These three options are described briefly here, and 
in much greater details later in this guide. 
 
Bulk Upload If your firm has data readily available in an electronic format that can be 

converted or exported to Excel files, this method enable firms to file large 
numbers of claims quickly.  Supporting documents for each claim can also be 
uploaded in bulk and linked to the claim records automatically.  This option is 
probably the most efficient method for submitting claims that have not yet been 
submitted to any of the other Trusts managed by Verus Claims Services. 

Direct Input If you are unable to convert or export your claim data to an Excel format, this 
method permits law firm users to submit claims by completing an online version 
of the claim form, and uploading supporting documents directly to each individual 
claim as the data is entered online.  This method may also be used by firms that 
have already submitted most of their claims using the Bulk Upload option, and 
now only have to submit a few claims at a time. 

Copy Claims You may “copy” claims which have already been submitted to one Trust to any 
other Trust (except H K Porter) administered by Verus Claims Services.  This 
method allows you to copy both the claim data and supporting documents 
already submitted to one Trust to another Trust, and make any Trust-specific 
edits to the data in the “target” Trust once it has been successfully copied – 
without impacting the status of the claim in the original “source Trust.  This is the 
most efficient method of submitting claims to additional Trusts once they have 
been added to the Trust Dashboard for one Trust.  

   

Firms which are not equipped to submit claims electronically may also submit claims by 
completing the paper version of the claim form and mailing it – along with all required supporting 
documents – to the following address: 

Name of specific trust c/o 
Verus Claims Services, LLC 
57 Hamilton Avenue, Suite 208 
Hopewell, NJ 08525 

Data and .pdf or .tif files for especially large Bulk Upload  submissions may also be burned to 
disk and mailed to the above address if the volume of data would create a significant bottleneck 
in your firm’s internet bandwidth if uploaded directly through the Trust Dashboard. 
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4  Submitting Claims by Bulk Upload  
Law firm users may elect to use the Bulk Upload method of submitting claims and supporting 
documentation.  The Bulk Upload process enables a law firm to file large numbers of claims by 
electronically transferring claimant data from the law firm’s claims database, and supporting 
document images from the law firm’s imaging system to the Trust’s Claims Management System 
(CMS).  Law Firm users may submit claims by uploading:  

a. Claim information in Excel file format, and  

b. Supporting documentation in .pdf or .tif  format. 
 
The following items are generally required throughout the Bulk Upload process. 

1. Claim Data Files (in Excel format):  

Claim Data is uploaded in the form of six separate Excel files – one file for each of the 
following categories of information: 

Claim / Lawsuit   Required for all submissions 

Smoking History Data    Required for Individualized Review submissions if the 
Injured Party has a history of smoking cigarettes or 
cigars 

Exposure Data   Required for all submissions 

Personal Rep. Data    Required for all submissions on behalf of deceased or 
incapacitated injured parties 

Dependent Data  Required for Individualized Review submissions if the 
Injured Party has financial dependents 

Document Data   Required for all submissions if you are bulk uploading 
supporting documents 

Important:   Please review the appropriate File Format Specifications for Batch 
Electronic Filing , available on the trust websites listed in Section 1 above, 
for the Data File Upload Format  document for specific data field 
requirements.  Excel templates of each of the above data files are also 
available for download from the website of each respective Trust.   

 
 

2. File Naming Convention  

The filename used for all Excel data files to be uploaded must use the naming convention 
described below: 

 
XX_###_Prefix_???. xls  

 The filename convention consists of the following four parts:  
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a. XX an abbreviation which identifies the specific Trust to which the data is to 
be submitted: 

Trust Abbreviation 
KACC Kt 
Plibrico Pb 
A&I Corporation Ai 
ARTRA Art 
Combustion Eng Ce 
Lummus Abbl 
H K Porter HKP 

 
   

b. ### The Attorney Id # assigned by Verus when your firm registered with the 
Trust 

c. Prefix   Identifies the Data file type (this is user defined & required - the Prefix is 
described in Mapping Law Firm’s Data Files below).  The Prefix  can 
contain letters, numbers and underscores (“_”) only (do not  include 
symbols or characters such as, @, #, $, %, &, etc.) and must contain a 
minimum of five (5) characters. 

d. ???  Any other identifying information you wish to include (do not  include 
symbols or characters such as, @, #, $, %, &, etc.)   

Combining all of the above elements into one filename arrives at the following for a 
sample Kaiser Exposure Data Filename: kt_299_Exposure_Filed_Dec152006.xls 
 
NOTE: The file naming convention only applies to data files.  ZIP files containing 

multiple imaged documents – or individual PDF or TIF file – may be uploaded 
with any file naming convention you choose to apply. 

 
 

3. Required Software  

The following software must be installed on the user’s local computer: 

a. Microsoft Internet Explorer Version 6.0 or later 

b. Sun Java 2 Runtime, Version 1.5 or later (most recent version is available for 
download at http://java.sun.com) 

c. Adobe Reader or other 3rd party PDF reader to access Help files and view 
uploaded documents. 

Note:  Web browser “Pop-up Blockers” must be disabled prior to uploading any files. 

 

4. Matter Number :  

Your firm’s Matter Number (required for each claim record in all data files) will be used to 
“link” all data across data files.  For example, if your Matter Number for Client A is 12-A, 
then the Claim/Lawsuit data file (Parent data file) and all other related data files (Child 
data files) must include that Matter Number in order for all information to be “linked”.  
Parent and Child data files are described in further detail in Section 3.1.  
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4.1 Setting up the Data Mapping 

To upload claim information, the user must first setup the Mapping of the various data files in 
order to instruct the CMS on how to relate your data with the Trust’s database fields.  This initial 
step takes a few minutes and only needs to be done once (unless the user wishes to make 
changes to the Excel file formats in the future) for each Law Firm.  Using your Excel data file’s 
column headings (or the predefined file templates downloaded from the appropriate Trust website 
using the web links in Section 1 of this guide) and the Trust Dashboard’s “Mapping” tool, you can 
tell CMS what information is being provided, and specify the format for dates and other numeric 
fields. 
 
 

1. On the Dashboard’s Home page, select Upload Claims from the Submit Claims  menu.  
Then select File Data Mapping .   

2. On the Field Data Mapping Screen , select your Law Firm using the drop down menu.  
The following screen with the Claim/Lawsuit “Mapping” will be displayed. 

 
Claim/Lawsuit Mapping 
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4.2  Mapping the Claim/Lawsuit Data File (Parent Da ta File) 

Whether you use the Verus predefined file templates (templates available for download from the 
Trust websites listed in Section 1 of this guide) or a customized data file. You must set up the 
Mapping for each data file type. Instructions for each are as follows: 
 
Verus Predefined File Templates 
On the Field Data Mapping Screen above, you will notice that “Your Column Name” and “Your 
Format” are the same as “Verus Column Name” and “Default Format”.  If the Verus predefined file 
templates are to be used, then the user simply has to indicate which columns are included in the 
data file to be uploaded. 
 

1. Enter a File Name Prefix (minimum of 5 characters).  For example, you may enter 
“Claim” or “ClaimLawsuit” or any other name.  The File Name Prefix  can contain letters, 
numbers and underscores (“_”) only.  The name you enter here must be used as the 
Prefix  as described in the File Naming Convention described in Section 4  above. 

2. In the Included  column at the far right, check each field of data that is included in your 
Excel data file.  Any field that is checked in the Required  column must be included in 
your data file.  Any optional field that is not going to be included in your data file should 
be unchecked in the Included  column.  Any column that is not checked as Included  will 
not be uploaded to CMS. 

3. Click the Save button at the bottom of the Mapping table. 

 
The two screenshots below provide samples of the Verus default Excel file format and the 
corresponding “Mapping” for the Claim & Lawsuit information. 
 
Excel Data File for Claim/Lawsuit 

 
 
Mapping for Claim/Lawsuit Data File 

 
 
Note:  The column heading names in the Excel data file must be identical to the names in Your 

Column Name  on the Field Data Mapping Screen.  Also, the Your Format  must match 
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the format in the Excel data file.  For example, the format for DOB is MM/dd/yyyy and 
matches the date format in the Excel data file. 

 

Customized Format 

1. Enter a File Name Prefix (minimum of 5 characters) .  For example, you may enter 
“Claim” or “ClaimLawsuit” or any other name.  The name you enter here must be used as 
the Prefix  as described in the general guidelines for naming files provided in Section 4 
above. 

2. Enter your data file’s column header names in the Your Column Name  column that 
corresponds with the Verus Column Name .  For example, if your Excel file column 
containing dates of birth has a heading of “Birthdate”, then enter “Birthdate” under Your 
Column Name  for DOB, which is the Verus Column Name .  The two screenshots below 
illustrate the Birthdate example.  The column header names entered here must be 
identical to those in your data file including underscores, upper and lower case 
characters, etc. 

3. In the Included  column at the far right, place a check in the box corresponding to each 
field of data that is included in your data file.  Any field that is checked in the Required  
column must be included in your data file.  Any field that is not included in your data file 
should be unchecked in the Included  column.  Any column that is not checked will not be 
uploaded to CMS. 

4. Select the appropriate format to reflect the format of data in your file for Social Security 
Number and all Date fields.  For example, if your file’s Birthdate format is MM-dd-yyyy, 
then select that format from the drop down menu for Birthdate.  Do this for all fields where 
there is a drop down menu and the field is included in your data file. 

5. Click the Save button at the bottom of the Mapping table. 

The two screenshots on the following page display a sample Customized Excel file format and 
the corresponding Mapping for the Claim & Lawsuit information. 
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Sample Claim/Lawsuit Data File 

 
 
 
Mapping for Sample Claim/Lawsuit Data File shown ab ove 

 
 
 
Notice in the above example that the column names are different from the Verus default format 
and that Suffix is not included.   
 
The columns in your data file can be in any order provided the column names in Your Column 
Name are identical to the column heading names used in the data file.  Also, the Column 
Headings in the Excel Data File must be formatted as “General”. 
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4.3 Mapping Child Data Files (Smoking History, Depe ndent, Exposure, and Personal 
Representative) 

 
The two screenshots below demonstrate the mapping of the Smoking History ”Child” data file 
using a customized approach.  The same procedure applies to mapping for Dependent, Exposure 
and Personal Representative.  For Mapping to the Verus Default Format  mapping, follow the 
same procedure for Claim/Lawsuit mapping in Section 4.2 above. 
 
Smoking History (Child Data File): Customized Excel  Workbook 

 
 
 
Customized Mapping for Smoking History Data File sh own above 

 
 
Notice in the example above that the Matter Number is used to link the data in the Smoking 
History (Child) data file back to the Claim/Lawsuit (Parent) data file (see Claim/Lawsuit Excel 
Data File exhibit in section 3.1.1 above) and that multiple records may be included for each 
claimant (e.g., 3 records for “Matter 3”). 
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4.4 Mapping the Document Link Data File 

In the Document Link data file, there are three fields required for uploading and linking supporting 
documents (see Uploading Supporting Documents below) to a claim.  The following example 
shows a typical Document Link Excel data file. 
 

 
 
 
Matter Number  Links the record to the Claimant/Lawsuit data file. 

Document Type  See Document Type Codes list provided in Appendix A for valid values.  

File Name  This is the document file name of the .pdf or .tif.  The file name must 
match exactly and include the extension (.pdf or .tif). 

 
In the example above, the Document Link data file will link to the first claim (which is the Law 
Firm’s “Matter 1”) in the Claim/Lawsuit data file (see Claim/Lawsuit Excel Data File exhibit in 
section 4.2 above), a deposition, pathology report, work history, and a death certificate.  Note: 
The FileName in the Document Link Data File must be identical (e.g., spelling, underscores, etc.) 
to the file name of the .pdf or .tif image. 
 
You may also upload all required supporting documentation for a given claim as a single image 
using the Document Type of “All Supporting Documents”.   A list of document types and 
associated codes is provided in Appendix A: Document Type Codes .   
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4.5 Uploading Claim Data 

Once the Mapping of data files is complete, you are ready to upload claimant information to the 
Dashboard using the Trust Dashboard’s upload feature.  This section provides detailed 
instructions and examples for uploading data to the Trust. 
 
Note:   It is recommended that the Claim/Lawsuit (P arent) data file be uploaded first 

followed by each of the Supplemental (Child) data f iles. 
 
1) On the Dashboard’s Home page, select Upload Claims from the Submit Claims  menu.  

Then select File Uploads .  The following page will be displayed: 

 

2) In the Law Firms  drop down menu, select the Law Firm for which the data file(s) are being 
uploaded. 

3) In the File Name  field, click the Browse  button.  Locate the data file to be uploaded and 
double click to transfer to the “File Name:” field. 

4) Enter the number of files to be uploaded in the Number of Files  field.  Enter a “1” if you are 
uploading a single Excel file.  If you are uploading a ZIP file that contains more than one 
Excel file, then enter the number of files that are contained in the .zip file to be uploaded. 

5) Click on Start Upload .  Please note that All Pop-up Blockers must be disabled before 
attempting to upload any files.  If you do not turn off all popup blockers, the file transfer 
process will not be able to complete, and the file you are attempting to upload will remain in a 
permanent status of “Transferring”.  

6) A popup will open and display the progress of the upload process (shown below).   
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7) When the upload is complete, a message will pop-up notifying you that the transfer was 
successful.  Click OK in this message box to complete the process. 

 

8) Click the Refresh button above the data grid.  The file you just uploaded will be displayed with 
a status of “New”. 

 

 
 
 
Tips for Uploading Claim Data: 

 
1. It is recommended that the Claim/Lawsuit (Parent Data file) be uploaded prior to 

uploading all other data files (Child data files) 

2. It is recommended that the Document Images be uploaded prior to uploading the Excel 
Document Link data file.  Otherwise, all records in the Document Link file will be flagged 
as Invalid Records after the initial upload, and will have to be “reprocessed” after the 
images are uploaded.  See Section 4.7 below for instructions on uploading images. 
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Status Messages and Troubleshooting 

Once the upload takes place, click on the Refresh  button.  The following screen displays the 
various data files uploaded with the status of each.  Use the Filter by Date Range  fields to 
expand or narrow your search. 
 

 

 
 
 
 

File Status    Description and Troubleshooting Tips  

Unable to upload 1.   Check to make sure the file is named properly (refer to Section 4. 
above for file naming conventions). 

 2. If Java is not installed on your machine, please download and install 
the latest version (refer to Section 4. above). 

3. Make sure the filename and directory name you are uploading from 
do not include an ampersand (“&”).  The process used to transfer 
data from your PC or network to our server will not process any files 
where the path (i.e. directory + filename) contains an ampersand. 

Transferring  Data file is being transferred to the “Staging Area”.  In most cases, the 
Excel file transfer should take less than a minute to complete.  If the File 
Upload Status popup  shown in Section 4.5 is no longer open and the 
status in the Data tab above shows as “Transferring”, the transfer was 
interrupted and you should upload the file again.  If the transfer does not 
complete on a subsequent attempt, please contact us at 
support@verusllc.com.  

New Newly uploaded data file that is awaiting processing.  The program that 
validates the uploaded data runs every ten minutes between the hours of 
7 am and 11 pm EST.   

Processing  Data file is being validated.  You will receive an email notice when the 
processing has completed. 

Uploaded   All data in the file is valid and has been uploaded to CMS. 

ImportError  One or more claims in the data file contain invalid data.  See Error 
Correction instructions below for fixing invalid data. 

ChildFilesExtracted  All zipped files have been extracted for processing. 

StagingLoadError  Error in the data file Mapping parameters.  Potential causes of 
StagingLoadError:  

1. Check to ensure the type of file being uploaded agrees.  For 
example, is the file an .xls (Excel) and is the “Upload Type” = Data. 
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2. Check the data file column headings to ensure the format (e.g., 
spelling, no spaces, etc.) is consistent with the “Mapping” 

3. The Excel data file is “Shared”.  Disable the “Sharing” feature. 

4. Only Sheet 1 in the data file can contain data.  All subsequent 
Sheets (e.g., Sheets 2 –x) must be blank. 

5. If uploading the Excel data files from a network directory, you must 
disable the “Sharing” property on any files before uploading.  To 
disable sharing, do the following: 

a) Open the Excel file 

b) Choose Tools  from the menu 

c) Select Share Workbook  

d) On the Editing  tab, uncheck “Allow changes by more than one 
user at the same time. 

e) Click OK 

f) Save and Close the Excel file and close the file.  
 
MissingFileDefinition  Problem with the FileNamePrefix .  Check your file and the applicable 

Mapping to ensure the FileNamePrefix  matches.  Refer to Section 4. 
above for more information on File Naming Conventions. 

 
DoesNotMatchFile  Possible causes of this error message: 
Definition  

1. Two or more “File Name Prefixes” contain the same string of 
characters in the name for the File Mapping.  For example, the 
Exposure Mapping and the Documents Mapping cannot contain the 
string “exposure” in the File Name Prefix. 

2. Excel Data File column headings are not formatted as “General” 

3. Please check that all columns checked as “Included” on the Mapping 
page of the application are included in the Excel data file. 

 
Error One or more data field lengths has exceeded the limit permitted.  For 

example, Lastname cannot exceed 50 characters.  Please refer to the 
File Format Specifications for Batch Electronic Fil ing  available for 
download at the Trust websites listed in Section 1 above. 

 
Record Status 

Once the data file has been uploaded and processed, the upload summary data grid will give the 
user certain counts of the claims in the file.  Following are explanations of the status of records in 
each upload file: 
 
All Records Indicates the total number of claims/records in the data file 

Reprocess Indicates the number of claims/records that have been corrected (see Error 
Correction below) and are pending revalidation before being imported to CMS. 

Fixed  Indicates the number of records that you have made changes to, but have not yet 
been submitted for reprocessing.  

Invalid  Indicates the number of claims/records that contain invalid data (i.e failing one or 
more programmed validations to ensure consistent and accurate information) 

Imported  Indicates the number of claims/records that have passed all validations and have 
been imported to the CMS.  
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4.6 Correcting Invalid Records 

After data has been uploaded and imported, any records which fail one or more pre-programmed 
data validations will be marked as “Invalid Records” and must be corrected in order to complete 
the claim submission.   You do not need to correct the data in the Excel files and reupload in 
order to fix these Invalid Records.  Rather, you can correct information directly online using the 
error correction screens as described below. 
 
1) Click on the hyperlink in the Invalid Records column on the Data grid as shown below: 

 
2) A list of the records will be displayed (the details of this list will vary based upon the type of 

data file to which you are making corrections.  The example shown is a Claimant/Lawsuit file) 

 
3) To view the specific validation error for a particular claim, click the Error  hyperlink shown in 

the Status column.  The error correction screen will be displayed.  At the top of this screen 
you will see an error message displaying the field which failed the validation, and a brief 
description of the reason the validation failed.  The field will also be highlighted with a red 
border as shown. 
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4) To correct the error, edit the field (in this example, you would enter the appropriate diagnosis 

date), then click the Save button.   

5) Review the “child records” associated with this same claim for other validation errors, click on 
the other tabs to see if additional errors exist on the other related records (Smoking History , 
Personal Rep , Exposure , Dependents , and Document Link ).  Since each of these “child” 
record types can have many records associated with the same claim, the error correction 
screen appears slightly different.  The example shown here is from the Exposure tab, but all 
of the “child” tabs function the same way. 
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a) The child records will be displayed in a data grid as shown above.  Records with 
validation errors will have a red circle in the Status column  (records which pass all 
validation will be displayed with a green circle in this same column).  To edit this record, 
click on the pencil icon in the Edit column.  The details will be displayed in the fields 
above.  As with the Claim/Lawsuit tab, an error message will be displayed, and the field 
causing the validation error will also be highlighted with a red border.  

b) Make the appropriate edits to the field and click the Save button.    

6) When you have finished making all of the corrections needed, click the Reprocess Claim  
button to have the record rechecked to see if it now passes the data validations.  Any claims 
submitted for reprocessing will be validated by a background process which runs every ten 
minutes, and you will receive an email with summary information on the results of this 
process when it has completed. 

7) Click on the Return to List  hyperlink.  You will be returned to the list of Invalid records 
displayed in Step 2 above.  
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4.7 Uploading Documents for Claims Submitted by Bul k Upload 

The Trust Dashboard enables users to upload supporting documents in either .pdf or .tif image 
formats.  The documents are linked to the claim via the Document Link data file (see “Mapping” 
the Document Link Data File above). 
 
1) On the Dashboard’s Home page, select Upload Claims from the Submit Claims  menu.  

Then select File Uploads .  The following page will be displayed. 

 

 

2) In the Law Firms  drop down menu, select the Law Firm for which the image file(s) are being 
uploaded. 

3) Select Documents for the Upload Type.   

4) In the File Name  field, click the Browse  button.  Locate the .pdf, .tif or .zip file to be uploaded 
and double click to transfer to the File Name  field. 

5) Enter the number of files to be uploaded in the Number of Files  field.  Enter a “1” if you are 
uploading a single .pdf or .tif file.  If you are uploading a .zip file, then enter the number of 
files that are contained in the .zip file to be uploaded. 

Note:  When uploading a ZIP file, be sure that the ZIP file does not contain any 
subfolders.  If the images are contained within a subfolder, the application will not 
be able to import the documents. 

6) Select the type of document from the Document Type  drop down menu. 

7) Click on Start Upload .  

Note:   All Pop-up Blockers must be disabled before attempting to upload any files.  If 
you do not turn off all popup blockers, the file transfer process will not be able to 
complete, and the file you are attempting to upload will remain in a permanent 
status of “Transferring”.  

To review the status of the document upload, click on the Documents  tab on the summary table. 
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5. Submitting Claims by Direct Input 

Law firm users may select the Direct Input method of submitting claims when appropriate.  Direct 
Input enables a user to key in all of the required information for a claim and upload all of the 
supporting documents through an online claim form that mirrors the hardcopy claim form.   

To key in a claim using Direct Input first select Input New Claim  from the Submit Claims  menu.  
You will be directed to the first section of the Online Claim Form, pictured in Section 5.1 below. 

Note:   Throughout the Direct Input method, the use r is able to upload and Link 
supporting documents specific to the claim being en tered by clicking on the ( ) 
icon at the top of each page of the input form.  Th e user will be prompted to select 
the document to be uploaded and to identify the doc ument type. 

5.1 Entering Injured Party Information 

To create a claim record, all required fields on this section of the claim form – indicated by a red 
asterisk (*) next to the field label - must be entered, otherwise you will not be permitted to save 
the claim. 

Section 1: Injured Party Information 

 

1) Select the appropriate Review Type  by clicking on the radio button beneath the Review 
Type description.   

2) Select the appropriate Exigency Type  by clicking on the radio button beneath the Exigency 
Type description. 

3) If the Review Type  is Extraordinary, enter a description as to why this claim is Extraordinary 
in the Extraordinary Description  field. 

4) In the Firm’s Matter Number for this Claim  box, enter the matter number your firm uses to 
track this claim internally.  Providing this information will make it easier for you to match Trust 
data back to your matter management systems at a later date.  

5) Complete the Injured Party Information section of the Online Claim Form as follows: 

a) Enter the Last Name  of the injured party. 
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b) Enter the First Name  of the injured party. 

c) Enter the injured party’s Middle Name , if applicable 

d) Enter the Suffix  for the injured party’s name (e.g. Jr., Sr.), if applicable. 

e) Select the injured party’s Gender by clicking the appropriate radio button. 

f) Enter the injured party’s Social Security Number  or Foreign Tax ID . 

g) Enter the injured party’s Date of Birth . 

h) Enter the injured party’s Date of Death , if applicable. 

i) If the injured party is deceased, answer the question “Was death asbestos related? ” 
appropriately. 

Items j through n below are required by H K Porter for all living claimants: 

j) Enter the injured party’s Mailing Address (optional). 

k) Enter the City  where the injured party resides(optional). 

l) Enter the State where the injured party resides(optional). 

m) Enter the injured party’s ZIP Code(optional). 

n) Enter the Country where the injured party resides(optional). 

o) Enter the injured party’s Daytime Telephone (optional). 

p) Enter the injured party’s Email Address (optional). 

6) After entering all required information and any optional fields in this section of the Online 
Claim Form, click the Save button at the bottom of the form.  Note that a Claim ID  is 
automatically assigned and displayed in the form header. 

7) Continue to Section 2: Law Firm/Attorney Information  by clicking the LawFirm  tab at the 
top of the Online Claim Form. 
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5.2 Uploading Supporting Documents 

Once you have saved the new claim, you may upload the supporting documents for the 
new claim at any point in the process and automatically link them to the claim record.  
Please note that supporting documents for claims entered by Direct Input must be 
uploaded through the procedures outlined below; do not use the bulk upload method to 
upload supporting documents for these claims.   
 
1) Click on the Upload Document icon ( ) in the form header.  

 

 

a) Click the Browse  button and select the image file to be uploaded.  

b) Select the appropriate Document Type from the dropdown.  If uploading a single image 
file containing all required supporting documents for the claim, select “All Supporting 
Documents ”.  Otherwise, select the option that best described the image file being 
submitted. 

2) Click the Start Upload  button.  The image file will automatically be imported and linked to the 
claim record.
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5.3 Entering Law Firm Information 

Each claim submitted must be associated with the law firm representing the claimant.  By default, 
all claims entered into the Online Claim Form are automatically linked to the law firm with which 
you are affiliated.  If your firm has established separate Filer IDs for tracking submissions from 
different offices and/or managing attorneys, select the Law Firm description to link the new claim 
to the appropriate office/attorney.  The Trust will use this information for all reporting purposes 
and for directing offers, releases and deficiency notices to the appropriate user within your firm. 

Section 2: Law Firm / Attorney Information 

 

1) Select the appropriate law firm description from the Law Firm Name  dropdown.  The rest of 
the law firm contact information will automatically be completed. 

2) Click the Save button at the bottom of the form. 

3) Click the Disease  tab to continue on to the next section of the Online Claim form – Section 
3: Asbestos Related Injury . 
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5.4 Entering Asbestos-Related Disease Information 

You must select a Disease Level for each claim submitted to the Trust.  Claims must be 
submitted for the highest Disease level for which they qualify at the time of filing.  The specific 
disease levels shown below are for illustrative purposes only.  Each Trust may have a different 
number of Disease Levels and different criteria for each level.  Please refer to the respective 
Trust Distribution Procedures for specific criteria medical and exposure criteria for each Disease 
Level.  

Section 3: Asbestos-Related Injury (Sample Disease Page) 

 
1) Select the Disease Level  for which the claim is to be reviewed, by clicking on the radio 

button immediately to the left of the disease description.   

2) Enter the Diagnosis Date . 

3) If you selected Other Cancer for the Disease Level, enter the specific type of cancer with 
which the injured party was diagnosed in the box labeled “If Other Cancer, please specify 
malignancy ”.   

4) Click the Save button. 

5) Click on the Smoking  tab to continue to the next section of the Online Claim Form - Section 
4: Smoking History .   
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5.5 Entering Smoking History Information 

If the claim is being submitted for any Review Type other than Expedited Review, smoking history 
information must be provided in order for the Trust to properly evaluate the claim pursuant to the 
Individualized Review procedures.  If the claim is being submitted for Expedited Review, you do 
not need to complete this section of the Online Claim Form. 

Section 4: Smoking History 

 
 
1) If the claimant ever smoked, select Yes and provide smoking history as follows. 

2) If the claimant smoked cigarettes or cigars, select the appropriate entry from the Product  
dropdown.   

3) Enter the date the claimant started smoking in the Start Date  field. 

4) Enter the date the claimant ceased smoking in the Quit Date  field.  If the claimant is still 
smoking, leave this field blank.   

5) Enter the number of packs or cigars the claimant smoked each day in the Packs/Cigars Per 
Day field.  Partial packs or cigars must be entered as a decimal (e.g. enter 1.5 if the claimant 
smoked 1 and ½ packs per day). 

6) Click the Save button. 
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5.6 Entering Personal Representative Information 

This section of the Online Claim Form must be completed if the injured party is deceased or 
incompetent.  If the injured party is not deceased or incompetent at the time of filing, skip this 
section. 

Section 5: Personal Representative  

 
 
1) Enter the personal representative’s Last Name . 

2) Enter the personal representative’s First Name . 

3) Enter the personal representative’s Middle Name , if applicable. 

4) Enter the Suffix  for the personal representative’s name (e.g. Jr., Sr.), if applicable. 

5) Enter the personal representative’s Social Security Number  or Foreign Tax ID . 

6) Select the personal representative’s legal capacity from the dropdown labeled “Capacity of 
Personal Representative ”. 

Items 7 through 11 below are required by H K Porter: 

7) Enter the personal representative’s Mailing Address  (optional). 

8) Enter the City  where the personal representative resides (optional). 

9) Enter the State where the personal representative resides (optional). 

10) Enter the personal representative’s ZIP Code (optional). 

11) Enter the Country where the personal representative resides (optional). 

12) Enter the personal representative’s Daytime Telephone  (optional). 

13) Click the Save button.  The information entered will appear in the data grid below the data 
entry fields. 

14) If there are two or more personal representatives for the injured party, you may enter other 
personal representatives by repeating steps 1 through 13 above.  Each personal 
representative entered will appear in the data grid. 

15) Click on the Upload Document icon in the form header ( ) and upload the estate papers for 
the claim.  Alternatively, you may upload all supporting documents as a single image.  To 
upload documents: 

 

a) Click the Browse  button and select the image file to be uploaded. 



 

27 

b) Select the appropriate Document Type from the dropdown.  If uploading a single image 
file containing all required supporting documents for the claim, select “All Supporting 
Documents ”.  Otherwise, select the option that best described the image file being 
submitted. 

c) Click the Start Upload  button.  The image file will automatically be imported and linked to 
the claim record. 
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5.7 Entering Asbestos Litigation and Claims History  

This section must be completed for each claim submitted, regardless of Review Type or Disease 
Level elected.  This section of the claim form contains variations for different Trusts.  The 
screenshots shown below illustrate these differences, and the detailed instructions make note of 
any Trust-specific questions contained in this section.   

Section 6: Asbestos Litigation and Claims History ( Kaiser Trust) 

 

 

Section 6: Asbestos Litigation and Claims History ( Plibrico and Artra Trusts) 
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Section 6: Asbestos Litigation and Claims History ( Combustion Engineering & ABB 
Lummus) 

 

Section 6: Asbestos Litigation and Claims History ( H K Porter) 

 

 

1) If a lawsuit was filed in the tort system on behalf of the injured party, enter the following 
information 

a) Enter the File Date  when the lawsuit was filed with the court. 

b) Enter the State in which the lawsuit was filed. 

c) Select the Court  where the lawsuit was filed.  

d) Enter the Docket Number  for the lawsuit 
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e) If the defendant was named in the lawsuit, select “Yes” for Named? .  Otherwise, select 
“no”.   

f) If the defendant or its insurers paid the claimant to resolve this lawsuit, select “yes” from 
the group of radio buttons labeled “Has Injured Party received settlement monies 
from [Defendant] or its insurers? ”.   Otherwise select “no”. 

g) If you answered “yes” to the previous question, enter the amount of the payment in the 
field labeled “If ‘yes’, Amount ”. 

2) If no lawsuit was filed against the defendant, select the state where claimant would have 
elected to file suit from the dropdown labeled “If no lawsuit has ever been filed against 
[Defendant] on behalf of the injured party, indicat e in which state the claimant would 
have elected to file suit ”.  For Combustion Engineering and ABB Lummus, select the 
appropriate reason for the jurisdiction selection. 

3) Select the appropriate radio button to answer the question “Was a tolling agreement for the 
injured party ever in effect with respect to the cl aim(s) against [Defendant]? ”.  If “yes”, 
then enter the following information: 

a) Enter the Date Tolling Agreement Began . 

b) Enter the Date Tolling Agreement Ended . 

c) Click the Upload Document icon ( ) and upload the tolling agreement to which the claim 
was subject. 

4) (Artra Trust Only)  Select “Yes” if the claimant is a holder of a Muralo Contract Claim (see 
Section 2.7 of the TDP) from the group of radio buttons labeled “Is the Claimant the a Holder 
of a Muralo Contract Claim as defined in Section 2.7 of the TDP?” 

 

Step 5 applies to Combustion Engineering & ABB Lumm us, and Steps 5-7 apply to the 
Kaiser Trust only.  For all other trusts, please pr oceed to Section 5.8  

5) Select the appropriate radio button to answer the question “Has an asbestos claim been 
filed on behalf of the injured party against [Defen dant] pursuant to an administrative 
settlement agreement? ”.  If “yes”, then enter the following information: 

d) Enter the Disease Claimed  when the administrative settlement claim was filed. 

e) Enter the Date Filed  for the administrative settlement claim. 

f) Select the appropriate radio button in answer to the question “Has compensation been 
received for this claim? ”.  If “yes”, then provide the following information: 

i) Enter the Payment Amount  received for the administrative settlement claim. 

ii) Click the Upload Document icon ( ) and upload the release executed by the 
claimant in relation to this asbestos settlement, unless the release was previously 
uploaded as part of a “All Supporting Documents” image. 

6) Select the appropriate radio button to answer the question “Has a CTPV claim been filed on 
behalf of the injured party against Kaiser Aluminum  & Chemical or the Kaiser CTPV PI 
trust? ”.  If “yes”, then enter the following information: 

g) Enter the Disease Claimed  when the CTPV claim was filed. 

h) Enter the Date Filed  for the CTPV claim. 

i) Select the appropriate radio button in answer to the question “Has compensation been 
received for this claim? ”.  If “yes”, then provide the following information: 

i) Enter the Payment Amount  received for the CTPV claim. 
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ii) Click the Upload Document icon ( ) and upload the release executed by the 
claimant in relation to this CTPV settlement, unless the release was previously 
uploaded as part of a “All Supporting Documents” image. 

7) Select the appropriate radio button to answer the question “Has a Silica claim been filed on 
behalf of the injured party against Kaiser Aluminum  & Chemical or the Kaiser Silica PI 
Trust? ”.  If “yes”, then enter the following information: 

j) Enter the Disease Claimed  when the silica claim was filed. 

k) Enter the Date Filed  for the silica claim. 

l) Select the appropriate radio button in answer to the question “Has compensation been 
received for this claim? ”.  If “yes”, then provide the following information: 

i) Enter the Payment Amount  received for the silica claim. 

ii) Click the Upload Document icon ( ) and upload the release executed by the 
claimant in relation to this silica settlement, unless the release was previously 
uploaded as part of a “All Supporting Documents” image. 
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5.8 Entering Occupational Exposure Information 

Exposure information required to prove exposure to Defendant’s Asbestos Containing 
Products and Significant Occupational Exposure requ irements must be entered in Section 
7 of the Online Claim Form.  Enter each combination  of site, industry and occupation as a 
separate record. You may enter as many exposure rec ords as required to meet the 
Exposure and SOE requirements for the claimed Disea se Level.  Follow the step-by step 
instructions below to input each exposure record.  (SOE is not required for H K Porter .)  
The Exposure page shown below is for illustrative purposes only.  Each Trust may have different 
exposure requirements.  Please refer to the respective Trust Distribution Procedures for specific 
exposure criteria for each Disease Level.  

Section 7: Occupational Exposure to Asbestos Produc ts 

 

1) Enter the date the exposure began in the Start Date  field. 

2) Enter the date the exposure ended in the End Date  field. 

3) Begin typing the injured party’s Occupation in the Occupation field.  The applicatio n will 
return a dropdown list from which you may select the occupation if available.  If the 
Occupation is not available, type the entire description and the new occupation will be added 
to the database upon saving the Exposure record. 

4) If the site where the exposure occurred is on the Approved Site List, enter the numeric code 
for the site in the Search for Approved Site Code  field and click the adjoining Search  
button.   The site name and code will be displayed in the Approved Sites  dropdown.   

a) Alternatively, you can search for an Approved Site by name if you do not know the 
numeric code.  Simply enter a portion of the site’s name in the Search for  Approved 
Site Code field and click the adjoining Search  button.  All Approved Sites where a 
portion of the name matches the search criteria provided will be displayed in the 
Approved Sites  dropdown, and you may then select the appropriate site from the 
dropdown. 

5) If you did not select an Approved Site Code in step 4 above, you may select a “non-
approved” site by entering a portion of the site’s name in the Search for  Site of Exposure 
field and click the adjoining Search  button.  All sites – approved and “unapproved” - where a 
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portion of the name matches the search criteria provided will be displayed in the Site of 
Exposure dropdown, and you may then select the appropriate site from the dropdown 

a) If the specific site is not listed in the dropdown, you may add a new site of exposure to 
the database by clicking the Add New Jobsite  button.  A new section of the form will be 
displayed, as pictured: 

 

i) Enter the name of the site in the New Site of Exposure  field. 

ii) Enter the City where the site is located. 

iii) Enter the State where the site is located. 

iv) Enter the Country where the site is located.  The new site will be saved when you 
save the completed exposure record. 

6) Select the Industry in which the injured party’s exposure occurred from the dropdown.  Not 
applicable for H K Porter. 

a) If the Industry is not listed, select “other” and then enter the specific description in the “If 
Other, please specify ” field immediately to the right. 

7) Enter the Name of All of the Defendant’s Asbestos Containing products to which 
claimant was exposed  at this site.   

8) Enter a detailed description of the claimant’s exposure in the Describe the circumstance of 
asbestos exposure  field.  It is very important to provide a sufficiently detailed description to 
meet the Significant Occupational Exposure requirements of the TDP. 

9) For the Artra, Combustion Engineering and ABB Lummus  Trusts, select the applicable 
SOE Option  (see additional section of Exposure screen shot below).  If “Other ” is selected, 
please provide detailed explanation in the Describe the circumstances of asbestos 
exposure field. 

 

 

10) Click the Save button to enter your changes.  The exposure information will appear in the 
data grid beneath the data entry form.   

11) If there are two or more exposure occurrences for the injured party, you may enter other 
exposure site information by repeating steps 1 through 9 above.  Each exposure entered will 
appear in the data grid. 

12) Click on the Upload Document icon ( ) and upload an exposure affidavit or other proof of 
exposure required for the claim, unless the affidavit was previously uploaded as part of a 
document categorized as “All Supporting Documents”.  The image will automatically be linked 
to the claim record. 
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5.9 Entering Secondary Exposure Information 

If all of the injured party’s exposure to the defendant’s asbestos containing products was a result 
of exposure to an occupationally exposed person (i.e. Secondary Exposure), you must select 
Secondary Exposure as the Review Type in Section 1 of the Online Claim Form, and then 
complete this section. 

Section 8: Secondary Exposure 

 

1) Select “Yes” if the claimant is alleging an asbestos related disease resulting solely from 
exposure to an occupationally exposed person. 

2) Enter the Date Exposure to Other Person Began . 

3) Enter the Date Exposure to Other Person Ended . 

4) Select the injured party’s Relationship to Occupationally Exposed Person  from the 
dropdown. 

5) Enter the Last , First  and Middle  names of the Occupationally Exposed person. 

6) Enter the Social Security Number  or Foreign Tax Number  of the Occupationally Exposed 
person. 

7) Enter a brief Description of how claimant was exposed to Defendan t’s Products  in the 
space provided. 

8) Click on the Save button. 

 



 

35 

5.10 Entering Employment / Earnings Information 

If the claim is being submitted for any Review Type other than Expedited Review, Employment / 
Earnings information must be provided if the Trust is to consider a lost wages claim pursuant to 
the Individualized Review procedures.  If the claim is being submitted for Expedited Review, you 
do not need to complete this section of the Online Claim Form. 

Section 9: Employment/Earnings Information 

 

1) Select the radio button that describes the injured party’s employment status from the Current 
Employment Status  grouping. 

2) In the Amount of Last Annual Wages  field, enter the amount the injured party earned in the 
last full year of employment. 

3) In the Date of Last Wage Received  field, enter the date the injured party last received 
wages. 

4) For Combustion Engineering & ABB Lummus , enter the Total Lost Wages  and Out-of-
Pocket Medical Expenses . 

5) Enter the Name of the Economic Expert in the Economic Expert  field. 

6) Click the Save button. 

7) Click on the Upload Document icon ( ) and upload documents required to support the lost 
wage claim, including W-2 and tax return from the injured party’s last full year of employment, 
unless these documents were previously uploaded as part of a “All Supporting Documents” 
image.  The image will automatically be linked to the claim record. 
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5.11 Entering Dependents Information 

If the claim is being submitted for any Review Type other than Expedited Review, Dependents 
information must be provided in order for the Trust to fully value the claim pursuant to the 
Individualized Review procedures.  If the claim is being submitted for Expedited Review, you do 
not need to complete this section of the Online Claim Form. 

Section 10:  Dependents 

 

1. Enter the dependent’s Last  Name. 

2. Enter the dependent’s First  Name. 

3. Enter the dependent’s Middle  Name, if applicable 

4. Enter the Suffix  for the dependent’s name (e.g. Jr., Sr.), if applicable. 

5. Select the dependent’s Relationship to injured party from the dropdown list. 

6. Enter the dependent’s Birth Date.  

7. Select “yes” if the dependent is/was Financially Dependent  on the injured party.  Otherwise 
select “no” 

8. Select “yes” if the dependant is/was a Party to Claim .  Otherwise select “no”. 

9. Click the Save button to enter your changes.  The dependent information will appear in the 
data grid beneath the data entry form.   

10. If there are two or more dependents for the injured party, you may enter other dependents by 
repeating steps 1 through 8 above.  Each dependent entered will appear in the data grid. 
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5.12 Entering Medical Information 

Details on the injured party’s medical condition are entered in four pages for different categories 
of medical examinations, each with its own requirements.  By entering the information in each of 
the sections described below, the user can tell at a glance if the claim meets the medical criteria 
for the claimed Disease Level.  The four medical exam categories are as follows: 

Physical Examinations: Enter the details on physical examination 
reports. 

CXR / CT Readings: Enter the details of chest x-ray readings 
(including ILO readings) and CT scan reports. 

Pulmonary Function Tests: Enter the details of the results of pulmonary 
function tests. 

Pathology Reports: Enter the details of pathology, cytology or 
autopsy reports.  

To upload the medical reports required to support the Disease Level claimed, click on the Upload 
Document icon ( ) and upload the medical reports. 

Note: The four pages related to medical information  are optional for submission of a 
claim.  The Trust will review all supporting medica l reports and update these pages 
if not entered by the law firm user. 
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5.12.1 Physical Examinations 

Findings from physical examinations are entered on the Phys tab.   Please refer to the 
appropriate Trust Distribution Procedures for specific requirements for physical examinations for 
certain Disease Levels..  Details of such exams are to be entered as described below. 

Section 11: Physical Examinations 

 

1) Enter the date of the report provided by the examining physician in the Report Date  field. 

2) Select the name of the reporting physician (i.e. the physician who signed the report, either via 
electronic or physical signature)from the Physician  dropdown. 

a) If the physician’s name is not available in the dropdown, click on the button to add a new 
physician to the database.  See Section 5.12.5 for instructions on entering a new 
physician. 

3) From the Report Type dropdown, select the description that best fits the type of report 
provided.   

4) If the report is from a screening company, select the name of the company from the Facility 
or Screening Company  dropdown, otherwise select “Private Practice”. 

5) From the Findings/Interpretation  dropdown, select the injury/disease diagnosed by the 
examining physician in his/her conclusions.   

6) If the physician specifically mentions that the disease diagnosed is as a result of or related to 
the injured party’s exposure to asbestos, select “yes” for Causal Statement .  Otherwise 
select “no”.   

7) Internal users only:   If the physician phrases his/her conclusion using the phrases 
“consistent with” or  “compatible with” an asbestos-related injury, select “yes” for “Consistent 
With” .  Otherwise, select “no”. 

8) Internal users only:   after reviewing the details captured against the medical report 
provided, check the Confirmed  checkbox to indicate that the report has been reviewed and 
the details are correct. 

9) Click the Save button.  The details of the medical report will be saved and appear in the data 
grid below the data entry form.  
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5.12.2 CXR / CT Readings 

Findings from CXR and CT readings are entered on the CXR tab.  Details of such exams are to 
be entered as described below. 

Section 12: CXR / CT Readings 

 

1) Enter the date of the report provided by the examining physician in the Report Date  field. 

2) Select the name of the reporting physician (i.e. the physician who signed the report, either via 
electronic or physical signature) from the Physician  dropdown. 

a) If the physician’s name is not available in the dropdown, click on the button to add a new 
physician to the database.  See Section 5.12.5 for instructions on entering a new 
physician. 

3) From the Report Type dropdown, select the description that best fits the type of report 
provided.   

4) If the report is from a screening company, select the name of the company from the Facility 
or Screening Company  dropdown. 

5) From the Findings/Interpretation  dropdown, select the injury/disease diagnosed by the 
examining physician in his/her conclusions.   

a) If no specific disease is diagnosed (not uncommon in ILO readings or CT scan readings) 
select “No Diagnosis”. 

6) Select the Film Quality  of the x-ray read by the physician.   If the report provided is a CT 
Reading, select “NA” from the dropdown. 

7) If the physician provides a profusion rating for the parenchymal changes, select the rating 
from the Profusion  dropdown. 

8) If the physician provides specific width/extent findings for the pleural changes, enter as 
follows: 

a) Select the appropriate value for Right Width . 

b) Select the appropriate value for Right Extent . 

c) elect the appropriate value for Left Width . 
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d) Select the appropriate value for Left Extent . 

9) If parenchymal changes are noted in both lungs in the report, select “yes” for Bilateral 
Parenchymal Changes .  If parenchymal changes are noted in only one lung, or neither lung, 
select “no”.   

10) If pleural changes are noted in both lungs, select “yes” for Bilateral Pleural Changes .  If no 
pleural changes are noted, or pleural changes are found in only on lung, select “no”.  

11) Internal Users Only:  if the physician phrases his/her conclusion using the phrases 
“consistent with” or  “compatible with” an asbestos-related injury, select “yes” for “Consistent 
With” .  Otherwise, select “no”. 

12) Internal users only:   after reviewing the details captured against the medical report 
provided, check the Confirmed  checkbox to indicate that the report has been reviewed and 
the details are correct. 

13) Click the Save button.  The details of the medical report will be saved and appear in the data 
grid below the data entry form. 
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5.12.3 Pulmonary Function Tests 

Findings from pulmonary function tests (also known as spirometry test) are entered on the PFT 
tab.  Please refer to the Trust Distribution Procedures for specific PFT requirements for certain 
Disease Levels.    

Section 11: Pulmonary Function Tests  

 
 
1) Enter the date of the report provided by the examining physician in the Report Date  field. 

2) Select the name of the reporting physician (i.e. the physician who signed the report, either via 
electronic or physical signature) from the Physician  dropdown. 

a) If the physician’s name is not available in the dropdown, click on the button to add a new 
physician to the database.  See Section 5.12.5 for instructions on entering a new 
physician. 

3) From the Report Type dropdown, select the description that best fits the type of report 
provided.   

4) If the report is from a screening company, select the name of the company from the Facility 
or Screening Company  dropdown. 

5) From the Findings/Interpretation  dropdown, select the injury/disease diagnosed by the 
examining physician in his/her conclusions.   

a) If no specific disease is diagnosed (which is the norm in PFT reports) select “No 
Diagnosis”. 

6) Enter the FVC (% Predicted)  as provided in the report.  All function values must be entered 
as whole numbers rather than decimal values (i.e. an FVC of “.87” must be entered as “87”). 

7) Enter the FEV1/FVC as ratio provided in the report.  All function values must be entered as 
whole numbers rather than decimal values (i.e. an FEV1/FVC of “.87” must be entered as 
“87”). 

8) Enter the TLC (% Predicted)  as provided in the report.  All function values must be entered 
as whole numbers rather than decimal values (i.e. an TLC of “.87” must be entered as “87”). 
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9) Enter the DLCO (% Predicted)  as provided in the report.  All function values must be entered 
as whole numbers rather than decimal values (i.e. an DLCO of “.87” must be entered as 
“87”). 

10) Internal users only:   If the entire PFT report has been provided (including flow volume 
loops), select “yes” for Complete Report .  If only the summary pages have been provided 
(usually the first two pages of the report), select “no”.   

11) Internal users only:   If the physician who supervised the pulmonary function testing and/or 
interpreted the results provides a certification that the test was performed in compliance with 
ATS standards, select “yes” for ATS Certification .  Otherwise, select “no”.  

12) Internal users only:   after reviewing the details captured against the medical report 
provided, check the Confirmed  checkbox to indicate that the report has been reviewed and 
the details are correct. 

13) Click the Save button.  The details of the medical report will be saved and appear in the data 
grid below the data entry form. 
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5.12.4 Pathology Reports 

Findings from pathology reports or autopsies are entered on the Path tab.   Diagnosis by 
pathology is required for all Malignant disease levels, and is also acceptable as proof of 
asbestosis for Non-Malignant disease levels.  Details of such exams are to be entered as 
described below. 

Section 11: Pathology Reports  

 

1) Enter the date of the report provided by the examining physician in the Report Date  field. 

2) Select the name of the reporting physician (i.e. the physician who signed the report, either via 
electronic or physical signature) from the Physician  dropdown. 

a) If the physician’s name is not available in the dropdown, click on the button to add a new 
physician to the database.  See Section 5.12.5 for instructions on entering a new 
physician. 

3) From the Report Type dropdown, select the description that best fits the type of report 
provided.   

4) If the report is from a screening company, select the name of the company from the Facility 
or Screening Company  dropdown. 

5) From the Findings/Interpretation  dropdown, select the injury/disease diagnosed by the 
examining physician in his/her conclusions.   

6) If the malignancy diagnosed is a primary tumor, select “yes” for Primary .  Otherwise, if the 
tumor is a metastasis from another site or is of unknown or uncertain origin, select “no”. 

7) Internal users only:   If the physician provides two or more alternative diseases as possible 
diagnoses, select “yes” for Equivocal Diagnosis .  Otherwise, if the diagnosis is firm, select 
“no”. 

8) Internal users only:   If the physician specifically mentions that the disease diagnosed is as a 
result of or related to the injured party’s exposure to asbestos, select “yes” for Causation .  
Otherwise select “no”.  

9) Internal users only:   after reviewing the details captured against the medical report 
provided, check the Confirmed  checkbox to indicate that the report has been reviewed and 
the details are correct. 

10) Click the Save button.  The details of the medical report will be saved and appear in the data 
grid below the data entry form. 
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5.12.5 Adding a New Physician 

When entering medical exam information provided by a physician whose name does not appear 
in the Physician  dropdown, the user will have to add the physician’s name to the database 
before completing the data entry.  Each new physician added to the database will not be 
approved as a Qualified Physician per the TDP until his/her board certifications have been 
confirmed through a separate procedure performed on a daily basis for all new physicians 
entered into the database.    

In order to enable accurate matching of new physici ans’ names to external database of 
board certifications, it is very important to enter  as much information as is available for 
each physician – including the name of the hospital  or clinic, and any address information 
provided in the report. 

To add a new physician to the database, follow these steps:  

1) Click the Add Physician  link on the data entry page (this link appears in each of the four 
pages for entering medical data).  The Add Physician  popup will open, as shown below. 

Popup: Add Physician 

 

2) Enter the physician’s Last Name  as presented on the medical report.   

3) Enter the physician’s First Name  as presented on the medical report. 

4) Enter the physician’s Middle Name  as presented on the medical report, if applicable. 

5) Enter the Suffix  for the physician’s name, if applicable. 

6) Enter the name of the Hospital / Clinic/ Practice  if noted in the medical report. 

7) Enter the Street Address  where the physician practices, if provided. 

8) Enter the City  where the physician practices, if provided in the report. 

9) Enter the State where the physician practices, if provided in the report. 

10) Enter the ZIP Code where the physician practices, if provided in the report. 

11) Click the Save button to save the data and close the popup. 
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6 Copying Claims to Another Trust 

To copy claims already submitted to one trust to another trust (not available for H K Porter) that is 
also administered by Verus Claims services, you may use the Copy Claims  feature to 
automatically transfer all of the data and supporting documents from the original source trust to 
another trust.  The following section describes this process in detail.  

Throughout this section, you will encounter the use of the key terms “Source” and “Target” Trusts.  
To understand how the copy claims feature works, you must understand the meaning of these 
two terms: 

 

Source Trust  The trust to which you have already submitted a claim or claims and supporting 
documents, and from which you now want to copy this claim or claims to another 
trust. 

Target Trust The trust to which you want to submit new claims by copying the data and 
supporting documents already submitted to another trust. 

 

The Copy Claim feature allows users to copy large numbers of claims simultaneously.  It works 
by way of a scheduled program that runs every ten minutes between 7 am and 11 pm to process 
any requests to copy claims.   You will receive an automated email alerting you that the claims 
have been copied after this program runs.   

To ensure that large batches of claims do not impact the system performance for all other users, 
any requests to copy more than 1,000 claims in a single submission will automatically be 
scheduled to be processed after 5 pm.  In such a scenario, you will receive a first email notifying 
you that the batch is scheduled for processing after 5 pm, and a second email later the same 
evening when the batch has been successfully processed.  

In order to use the Copy Claims  feature, each user must be assigned the “Copy Claim” role by 
the law firm’s administrator. 
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6.1 Selecting Claims to be Copied 

To select the claims to be copied, logon to the dashboard for the Target Trust and follow the 
steps below. 
 
1) From the Submit Claims  menu, select Copy Claims , as shown below. 

 

2) The Search for Claims in Source Trust query page will be displayed, as shown below. 

 

3) Select the Source Trust  from the first dropdown.  This is the trust from which you will be 
copying claims.   To further refine your search, you may enter additional criteria in the other 
fields available.  After entering all of your search criteria, click the Search  button.   

4) The search results will be displayed, as shown below.  The total number of claims that are 
available to be copied from the Source Trust to the Target Trust is displayed in bold red text 
above the results.   Please note that the search will only include claims that (i) exist in 
the Source Trust database, and (ii) do not yet exist in the Target Trust database when 
matched by Social Security Number.  

 

5) Immediately above the search results will be a series of controls which allow you to perform 
certain updates for the entire population rather than updating each claim.  These controls are 
explained in detail throughout the instructions which follow. 

6) To copy claims to the Target Trust, you must first determine which Disease Level for which 
each claim will be submitted.  The Dashboard speeds this process by automatically mapping 
the Disease Levels from the Source Trust to the corresponding Disease Level for the Target 
Trust.  Please review the Target Disease Level  values for each claim and make any 
changes that are appropriate before submitting the claims for copying.   This mapping is 
based upon similarities in the medical criteria for the respective Trusts.  If a Disease Level for 
the Source Trust does not map directly to a Disease Level for the Target Trust, the value 
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“Unknown” will be displayed in the Target Disease Level  column.  You must select a valid 
Target Disease Level  for every claim, or the system will prevent you from submitting the 
batch.  

7) You must also select a Target Review Type  for each claim that is to be copied.  The Review 
Types are also mapped automatically from the Source Trust to the Target Trust.  Please 
review the Target Review Type  values for each claim and make any changes that are 
appropriate before submitting the claims for copying.  You must select a valid Target Review 
Type for every claim, or the system will prevent you from submitting the entire batch.  

8) Provide the date on which each claimant filed a lawsuit in the tort system.  If the file date for 
the defendant in the Target Trust is the same as the date displayed in the Source File Date  
column for each claim listed, you may copy this date to all of the records in the search results 
by checking the box next to Copy Source File Date .   The dates will automatically be copied 
to the Target File Date  field.  If a different tort filing date applies to the Target Trust, you may 
enter a new date in Target File Date  in mm/dd/yyyy format.  If no lawsuit was filed in the tort 
system, you may leave this field blank.   

9) In the Target Client Named  field, indicate whether the defendant was named in the lawsuit 
filed on the date indicated in Target File Date .  If the defendant was named in the lawsuit, 
select “Yes”; otherwise, select “No”.  You may set the value of this field one claim at a time, 
or for every claim in the search results by selecting either: 

10) Client named in all  to set Target Client Named to “Yes” for each claim. 

11) Client not named in all  to set Target Client Named to “No” for each claim 

12) To copy supporting documents already submitted to the Source Trust, check off the Copy 
Docs  box for each claim for which you want to copy the documents from the Source Trust.  
All documents linked to the corresponding claim in the Source Trust will be copied to the new 
claim in the Target Trust, with the exception of signed releases.  To copy the documents for 
every claim in the search results list, check the Copy All Docs  box above the search results. 

13) After updating the fields listed in steps 5 through 9 above, you must check the Copy Claim  
box for each claim that is to be copied into the Target Trust database.  To update this field for 
all of the claims in the search results list, check the Copy All Claims  box above the search 
results.   

14) Click the Submit  button after completing steps 5 through 10.   If any of the fields have been 
left blank for any claims where the Copy Claim box has been checked, you will receive an 
error message indicating which field is missing, as shown below.   Review the fields for the 
claims to be copied and update any missing information, then click the Submit button again. 

 

15) If all of the required fields have been updated, the selected claims will drop off the search 
results list.  These claims have now been submitted for a batch process to create the new 
claims in the Target database.  This batch process runs every ten minutes between the hours 
of 7 am and 11 pm EST.   You will receive an automated email after the claims have been 
processed informing of the successful outcome.  If you submitted a batch that is larger than 
1,000, it will not be processed until after 5 pm EST. 

16) To complete the submissions, follow the instructions in Section 6.2 entitled “Reviewing Copy 
Claim Results”  
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6.2  Reviewing the Copy Claim Results 

After copying claims from the Source Trust to the Target Trust, carefully review the newly created 
claims in the Target Trust to ensure that all of the client specific information required for 
processing the claim is provided.  Because of the differences in medical and exposure criteria 
between the various Trusts, you may need to update the following types of information for the 
copied claims before submitting them to the FIFO Processing Queue: 

Litigation / Claims History   Review the fields displayed on the Litigation  page to update any 
defendant specific data that may be relevant to the claim, such 
as Tolling Agreement dates, responses to the questions 
regarding prior settlements, etc. 

Exposure History Review the fields displayed on the Exp.  page and update any 
defendant specific fields that may be relevant, such as 
descriptions of Products to which the claimant was exposed, 
descriptions of the circumstances of the exposure used for 
purposes of determining Significant Occupational Exposure 
requirements, etc. 

Supporting Documents Review the supporting documents linked to the claim in the Docs  
tab.  If any documents copied from the Source Trust are 
irrelevant, you may delete them by checking the Delete box and 
clicking Save.   If additional supporting documents must be 
provided (such as defendant specific exposure affidavits) upload 
them before submitting the claim to the FIFO processing queue.  
(refer to Section 5.2: Uploading Supporting Documents  for 
specific instructions). 

To review and update this information, you may access the claims from the Modify Existing 
Claims  page (accessed by selecting Modify Existing Claims  from the Submit Claims  menu).   
You may obtain a complete list of the claims copied during a selected time period by running the 
Claims Copied by Date  report.  To run this report: 

1) Click on the Reports  menu. 

2) Select Claims Copied by Date  from the list of available reports. 

3) Select your law firm from the Law Firm  dropdown (it will be the only option available, unless 
you have been designated as a “broker” with permission to submit claims on behalf of other 
firms). 

4) Enter the Start Date  for the earliest date claims were copied which you want to include on 
the report 

5) Enter the End Date  for the latest date claims were copied which you want to include on the 
report 

6) Click the Submit  button.  The report will be displayed in the browser.  For specific 
instructions on printing or downloading this report, please refer to Section 12: Running 
Reports .   
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The information copied from the Source Trust may be adequate to pass the criteria for being 
sufficiently complete for review, thereby allowing you to submit the claim to the FIFO Processing 
Queue (for a description of the Sufficiently Complete” requirements, please refer to Section 7: 
Determining if a Claim is Sufficiently Complete for  Submission ).  However, please note that 
while the claim may meet the very basic requirements for review, it may not actually qualify for 
payment unless all of the relevant information specific to the Trust defendant has been updated.  
Therefore we recommend that the information described above be reviewed and updated prior to 
submitting the claims to the FIFO Processing Queue – taking this extra precaution will guard 
against deficiency notices triggered by missing defendant-specific data and documents. 

 

After reviewing the claims copied to the Target Trust and updating any missing information, you 
must then submit the claims to the FIFO Processing Queue.  Please refer to Section 7: 
Determining if a Claim is Sufficiently Complete for  Submission  and Section 8: Submitting 
Claims to the FIFO Processing Queue  for detailed instructions. 
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7. Determining if the Claim is Sufficiently Complet e for Submission 

Claims are not assigned a place in the FIFO processing queue until they are “sufficiently 
complete” for review by the Trust.  Until all of the required data and supporting documentation 
has been provided to meet this requirement, the claim will remain in a Status of “Incomplete”, and 
you can continue to revise and supplement the data until you are ready to submit it for review by 
the Trust.   
 
To be deemed, sufficiently complete, at a minimum the data and documents listed below must be 
provided. 

Data Fields: 

·  Review Election (Inj. Party page) 
·  Last Name (Inj. Party page) 
·  First Name (Inj. Party page) 
·  Social Security Number (Inj. Party page) 
·  Date of Birth (Inj. Party page) 
·  Gender (Inj. Party page) 
·  Filer ID (Law Firm page) 
·  Disease Level (Disease page) 
·  Diagnosis Date (Disease page) 
·  Either (on Litigation page): 

o File Date and State Filed and Court and Docket Number or  
o Unfiled Jurisdiction 

·  One complete Exposure record (Exp. page) 
 
Supporting Documents: 

·  Either one document with Document Type of “All Supporting Documents” (containing all 
supporting documents for the claim) or 

·  One document of each of the following Document Types: 
o Medical Report 
o Death Certificate (if deceased) 
o Estate Papers (if deceased) 

 
Kaiser Trust Only  
o Silica Release (if the injured party settled a silica claim) 
o CTPV Release (if the injured party settled a CTPV claim) 
o Prior Asbestos Release (if the injured party settled a prior asbestos claim) 

 
The user can determine if the claim meets the minimum requirements to be placed in the FIFO 
processing queue by clicking on the Determine Completeness icon ( ) in the form header.  Any 
claim can be accessed to run this process – regardless of the method used to enter the claim – 
by selecting Modify Existing Claims  from the Submit Claims  menu.  If the claim meets the 
minimum requirements to be submitted for processing, an alert will notify the user and the claim 
will automatically be submitted to the FIFO processing queue.  If the claim is insufficient to be 
submitted, the user will be alerted of the specific information that must be provided.   
 
A scheduled program also periodically sweeps through the database to identify any claims that 
are “sufficiently complete” and automatically submits them to the FIFO processing queue without 
the user having to lookup each claim in the online claim form.  
 
Note: A FIFO Number is not assigned immediately upon completing this process.  The program 

which assigns FIFO Numbers runs periodically throughout the day.   
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8. Overview of Claim Statuses 

 
Throughout the dashboard, you will see references to claim statuses.  This section provides a 
brief description of each status, how the status changes as a claim moves through the process, 
and points out additional relevant information for each status.   
 

Claim Status Description 
Incomplete Injured party information has been entered in the database but the claims may not 

yet be "sufficiently complete" for review.  Some required data or supporting 
documentation may not have been provided yet, or the minimum programmed 
requirements have been met, but the law firm has not yet elected to submit the 
claim to the FIFO Processing Queue.  See Sections 7 and 8 above for specific 
descriptions of the minimum requirements for review and the procedures for 
Submitting Claims to the FIFO Processing Queue. 

New Deficient All claims are set to this status when submitted to the FIFO Processing Queue.  
You may think of this as a "Pending" claim which has not yet been reviewed to 
determine if it meets the criteria for compensation. 

Reviewed Deficient The claim has been reviewed, and additional information may be required in order 
to qualify the claim for compensation.  Claims in this status are subjected to a 
further quality control review before formal deficiency notices are distributed by 
email.  You will receive an automated email alerting you that a report is available 
for all deficiencies that have been QC’ed and not yet cured.  See Section 10 for 
specific instructions on downloading and curing deficiencies. 

Reviewed Qualified The claim has been review and determined to be eligible for compensation.  Claims 
in this status are subjected to a further quality control review before formal offers 
are made.  You will receive an automated email alerting you that releases are 
available for download once the QC has been completed and offers are made.  
See Section 10 for instructions on downloading releases.  

Offer Made An offer of payment has been made for the claim.  See Section 11 for instructions 
on downloading releases.   As soon as a signed release is received, the claim will 
be placed in the FIFO Payment Queue (see Section 11.1 for instructions on 
returning signed releases).  The liquidated value of any claim in this status can be 
viewed on the Review tab when looking up the claim. 

Payable Qualified A signed release has been received and the claim will be paid in compliance with 
the Trust's payment schedule and all applicable payment caps required by the 
Trust Distribution Procedures. 

Payable Hold A signed release has been received, but one or more issues must be resolved 
before the claim can be paid.  The reason for any Hold is displayed on the 
Evaluation  tab when looking up the claim. 

Paid The claim has been paid by the Trust.  Please refer to the Review tab to see the 
Net Payment  amount.  

Withdrawn The claim has been withdrawn at the request of plaintiff counsel or the claimant, or 
no response has been received to an offer or deficiency notice for more than 180 
days. The claim can be resubmitted for review at a later date, but will not maintain 
its original place in the FIFO Processing Queue. 

Deferred The claim has been deferred at the request of plaintiff counsel or the claimant.  The 
claim can be resubmitted for review at a later date and will maintain its original 
place in the FIFO Processing Queue. 

Rejected The claim has been rejected by the Trust as the result of an incurable deficiency. 
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9 Receiving Deficiency Notifications 

Once per week, the Trust sends emails to law firms notifying them that a list of deficiencies is 
available for download.  If you receive a notice to download a deficiency report, download the 
report by following these steps: 
 
1) Login to the application. 

2) From the Notice  menu, select Download Deficiencies .  The following search page will be 
displayed. 

 

3) By default the Date Received  (i.e. the date you receive the email notice that a deficiency 
report was available) fields are defaulted to the inception date of the Trust through the current 
date – you may change these dates to narrow the scope of your search.   

4) Select the name of your firm from the Law Firm Name  dropdown. 

5) From the Download Status  dropdown select either “Not Downloaded” to get a list of notices 
you have not yet downloaded and reviewed, or “Downloaded” for a list of notices previously 
downloaded (if you need to download another copy of the same report). 

6) Click the Search button.  A list of deficiency notice reports meeting your search criteria will be 
displayed: 

 

7) Check the Download box next to each report you want to download and click the Download 
button. 

8) You will be prompted to either open or save the file.  We recommend selecting Save and 
keeping a copy of the report for future reference.  Once you have saved the file it can be 
opened and printed using Adobe Acrobat Viewer. 
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9.1 Resolving Deficiencies 

 
Resolving deficiencies can be accomplished in one of two ways:  by providing additional data or 
explanation, or uploading additional supporting documentation (“curative documents”).  The 
information required to cure a deficiency depends on the nature of the deficiency.   

If a deficiency can be cured by updating data (such as a claim failing the Significant Occupational 
Exposure requirement, which may be cured by entering additional exposure history data on the 
Exp. Page), you may do so by entering the  additional data into the relevant section of the claim 
form as needed.  The Dashboard has many built in validations that will automatically re-assess 
these updated claims each night.   If the new data is sufficient to cure the deficiency, it will 
automatically be cleared by the application.  

Some deficiencies can only by cured by uploading  additional documents (such as affidavits that 
document exposure to the defendant’s products).  All curative documents are automatically 
directed to a “Curative Documents” queue that is kept separate from the FIFO Processing Queue 
and reviewed by dedicated staff members.   

Regardless of the specific deficiency, please use the Deficiency Response  form to respond to 
any and all deficiencies.  This form allows us to maintain a complete track of all information 
submitted to cure a claim, and also provides feedback to you on the status of each particular 
deficiency response.  
 
Using the Deficiency Response form 

To access the Deficiency Response  form, click on the Def icon in the header of the claim form – 
shown below.   

 
 
This icon will only be visible if the claim is in a status of Reviewed Deficient or Payable Hold 
(claims with release deficiencies).  Clicking the Def icon will display the following 
popup:
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Each specific deficiency identified on the claim will be displayed in a list, preceded by a “+” and 
the status of the deficiency response in all capitals.   The statuses of deficient responses are as 
follows: 

Status Meaning 

New Indicates a new deficiency for which no response has been provided 
yet. 

Submitted The response has been submitted and will be placed in the 
Deficiency Response FIFO Queue automatically when the 
background program that assigns responses to the review queue 
next runs (periodically throughout the day). 

Pending Review The response has been placed in the Deficiency Response FIFO 
Queue and is awaiting review by an analyst. 

Cured The response has been reviewed by an analyst and deemed 
acceptable to clear the deficiency.  

Still Deficient The response has been reviewed by an analyst and deemed 
insufficient to clear the deficiency. 

  

To enter a response to a particular deficiency: 

1. Click on the “+” sign to expand the response form for that deficiency.  An image upload 
utility and notes field will be displayed immediately beneath the deficiency description: 

 

2. To upload a document in response to the deficiency, click the Browse  button and locate 
the TIF or PDF file on your computer.  Select the TIF or PDF file and click the Upload  
button.   The file will automatically be transferred and linked to the claim, and a note will 
be displayed beneath the Upload File  field to show the name of the document uploaded. 

3. To respond to a deficiency by entering a note in the form, click anywhere in the white 
area beneath the Upload File  fields and type your response, as shown below.  You may 
respond to any deficiency by uploading an imaged document, typing a note, or both.   

 

Note:   If you edited or added data in a section of the claim form to clear a particular 
deficiency, please enter a note in the Deficiency Response form to alert the 
analyst of the edits.  

4. To save your response, click the Save button at the bottom of the form. 
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5. After you have finished responding to the deficiencies for which you have curative 
information, click the Submit for Review  button.  The status of each response provided 
will change to “Submitted” (you may respond to each particular deficiency independently).   

 

6. An automated program runs periodically to gather all responses submitted and place 
them a special FIFO queue for review of curative documents.  After this process runs, 
you will note the status of responses will change to “Pending Review”. 

7. Once an analyst reviews the curative response, the status of each response to a 
particular deficiency will change to either “Still Deficient” if the response was insufficient 
to clear the deficiency, or “Cured” if the response was sufficient and the deficiency was 
removed by the analyst.  You can view the status of each deficiency at any time by 
clicking on the Def icon in the header to open the Deficiency Response  form again. 

8. If after review the status of the response is “Still Deficient”, the Upload File and notes 
fields are reactivated and you may submit another response with additional information. 
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10 Downloading Releases 

When a claim has been determined to be eligible for compensation, you will receive an 
automated email notification from the Trust that releases are available for download.   

1) Login to the application. 

2) From the Notice  menu, select Download Releases .  The following search page will be 
displayed. 

 

 

3) By default the Date Received  (i.e. the date you receive the email notice that releases were 
available) fields are defaulted to the inception date of the Trust through the current date – you 
may change these dates to narrow the scope of your search.   

4) Select the name of your firm from the Law Firm Name  dropdown. 

5) From the Download Status  dropdown select either “Not Downloaded” to get a list of releases 
you have not yet downloaded and reviewed, or “Downloaded” for a list of releases previously 
downloaded (if you need to download another copy of the same report). 

6) Click the Search button.  A list of releases meeting your search criteria will be displayed: 

 

7) Check the Download  box next to each report you want to download and click the Download  
button. 

8) You will be prompted to either open or save a ZIP file containing the releases you selected.  
We recommend selecting Save and keeping a copy of the releases for future reference.  
Once you have saved the file, the individual releases can be opened and printed using Adobe 
Acrobat Viewer. 
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10.1  Returning Signed Releases 

To accept an offer, the Trust requires an electronic copy of the signed release be returned to the 
Trust.  The claim will be placed in the FIFO Payment Queue as of the date the release was 
returned to the Trust.   
 
To upload individual releases: 

1) Select Modify Existing Claims from the Submit Claims menu 

2) Lookup the claim.  

3) Click on the Upload Document icon ( ) in the form header.  

 

 

4) Click the Browse  button and select the image file to be uploaded.  

5) Select “Release” from the Document Type from the dropdown.   

6) Click the Start Upload  button.  The image file will automatically be imported and linked to the 
claim record. 

 

To upload large batches of releases: 

If you have a large number of releases to submit, you may upload them using the Bulk Upload 
tools.  First upload the images as described in Section 4.7: Uploading Documents for Claims 
Submitted by Bulk Upload, then upload a Document Link File as described in Sections 4.4 and 
4.5.  
 

Note:  If you do not have the capabilities to image signed releases, you may return the signed 
originals to the Trust c/o Verus Claims Services at the following address: 

Verus Claims Services, LLC 
    57 Hamilton Avenue, Suite 208 
    Hopewell, NJ 08525 
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11 Withdrawing or Deferring Claims 

You may elect to withdraw claims or defer claims at any point in processing.   Please note that 
the election to withdraw or defer a claim does not prevent the claim from being refilled and 
processed at a later date.  There is, however, a difference in the handling of withdrawal versus 
deferrals in the event the claims are refilled: 

 

Deferral: A claim may be deferred for a period of up to 3 years.  In the event the claim is 
refiled for review, the claim will keep its original place in the FIFO Processing 
Queue.   

Withdrawal:    A claim may be withdrawn for an indefinite period of time.  In the event a 
withdrawn claim is refiled, the Date Received will be updated to date of the 
refilling, and the claim will be reassigned a new place in the FIFO Processing 
Queue based upon the date of the refiling.   

 
Deferring a claim 

To defer a claim: 

1. Look up the claim using the Modify Existing Claims  search page. 

2. Click on the “D” icon in the header, as shown below: 

 

3. The claim status will automatically change to “Deferred”; if you navigate to the Review  
page, you will note that the Deferred Date is also updated to the current date and your 
user name. 
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To Refile a Deferred Claim 

1. Look up the claim using the Modify Existing Claims  search page. 

2. Click on the “D” icon in the header, as shown below: 

 

3. The claim status will automatically change back to the status the claim was in prior to the 
deferral. 

 
Withdrawing a claim 

To withdraw a claim: 

1. Look up the claim using the Modify Existing Claims  search page. 

2. Click on the “W” icon in the header, as shown below: 

 

3. The claim status will automatically change to “Withdrawn”; if you navigate to the Review  
page, you will note that the Withdrawn Date is also updated to the current date and your 
user name. 
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To Refile a Withdrawn Claim 

1. Look up the claim using the Modify Existing Claims  search page. 

2. Click on the “W” icon in the header, as shown below: 

 

The claim status will automatically change back to the status the claim was in prior to the 
withdrawal.  Please note that the previously assigned FIFO Processing Number will be deleted 
and the Date Received is updated to the current date.  
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12 Running Reports 

Verus provides a menu of standard reports for use by law firms to monitor the status of claims 
submitted throughout the process of submitting, reviewing and paying claims.  These reports can 
all be accessed from the Reports  menu in the Dashboard.   The following instructions provide a 
general overview of how to submit reports and print or export the results. 
 

To run a report: 
 
1) Select Reports  from the menu.  A list of available reports will be displayed (additional reports 

can be developed upon specific request).   

 
2) Click on the name of the report you want to run (see below for a brief description of the 

currently available reports. 

3) Enter the parameters requested in the Parameters  page (the required parameters will vary 
from report to report).  The example shown below requires you to select the law firm and 
provide a Start Date  and End Date  for report.  

 

4) Click the Run Report  button.  Depending on the number of claims and amount of data 
included in the report, it may take several minutes for certain reports to run and be displayed 
on the screen. 

5) When the formatted report is displayed, you will see the following toolbar displayed 
immediately above the report.   

 

6) To print the report, click on the small printer icon in the toolbar.  The following popup will be 
displayed: 
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7) By default, all pages will be printed.  If you only want to print a selected range of pages, click 
the Pages radio button and enter the start and end page numbers to be printed in the From 
and To boxes.   

8) Click the OK button.  The report will be output as a PDF file and displayed in the Adobe 
Viewer plug-in.  Right click anywhere in this browser window and select “Print” from the 
popup menu to send the report to your printer. 

9) Alternatively, you can export the report and save it to your computer as a file.  To do so, click 
the Save icon (the first icon on the left in the toolbar).  The Export Options dialog box will 
open: 
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10) Select the desired format from the dropdown.  It you want to export data to Excel, we 
recommend the “MS Excel 97-2000 (Data Only)” option.  This option will create a 
raw data file without any formatting.   

11) Click the OK button.  The file will automatically be downloaded and opened in 
Excel.  Use the File menu in Excel to save the file in the location of you choice. 
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13 Getting More Help 

If you require help with an issue or question which is not addressed in this guide, you may contact 
Verus Claims Services directly.   Every effort will be made to respond to your questions as quickly 
as possible.  For the fastest response, please use email for the initial request.   Please include as 
much information as possible in your email, including the specific Trust to which your question 
pertains; if your question pertains to specific claims, please also include the ClaimID and name of 
each claimant in your correspondence.   
 
Contacting us by email:  support@verusllc.com 
 
Contacting us by telephone: Mark Eveland     (609) 466-0427 x104 
    Carl Sonnenfeld  (609) 466-0427 x103 
 
Contacting us by mail:  Verus Claims Services, LLC 
    57 Hamilton Avenue, Suite 208 
    Hopewell, NJ 08525 
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APPENDIX A: Document Type Codes 

Please refer to the list below to populate the DocTypeID  field in all Excel files containing 
document information. 

 

DocTypeID DocumentTypeDescription 
1 Other 
4 Lawsuit (File Stamped Face Page) 
6 PFT Report 
7 Pathology Report 
8 Medical Report 

12 Work History 
14 Death Certificate 
15 Estate Papers 
16 Claim Form 
18 All Supporting Documents 
19 ILO Chart / CXR Reading 
22 Release 
23 CTPV Release 
24 Silica Release 
25 Prior Asbestos Release 
27 Tolling Agreement 
28 Tax Return/W-2 
29 Economic Loss Report 
30 Exposure Affidavit/Sworn Statement 
31 Exigent Hardship Documentation 
32 W-9 Form 
33 Subpoena 
34 Correspondence 
35 Withdrawal Request 
36 Deferral Request 
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APPENDIX B: Industry Classification Codes (Kaiser, Plibrico, A&I, ARTRA) 

Please refer to the list below to populate the Industry  field in all Excel files containing exposure 
information. 

Industry 
Code Industry Description 

1 Unclassified (Do not use) 
2 Aerospace / Aviation 
3 Asbestos Mining 
4 Asbestos Manufacturing 
5 Automotive Repair / Friction 

6 
Building Occupant / 
Bystander 

7 Chemical 
8 Construction 
9 Insulation 

10 Longshoreman 
11 Manufacturing 
12 Maritime 
13 Military 
14 Other 
15 Petrochemical / Refinery 
16 Powerhouse / Utility 
17 Railroad 
18 Shipyard 
19 Steel / Iron 
20 Textiles 
21 Tire / Rubber 
22 Asbestos Abatement 
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APPENDIX B: Industry Classification Codes (Combusti on Engineering & ABB Lummus) 

Please refer to the list below to populate the Industry  field in all Excel files containing exposure 
information. 

IndustryCode  Industry Description  
AA Aerospace Aviation (AA) 
AM Aluminum / Metals (AM) 
AB Asbestos Abatement (AB) 
AU Auto manufacturer (AU) 
AS Automobile mechanical / friction (AS) 
BO Building Occupant / Bystander (BO) 
CI Chemical Industry (CI) 
CR Commercial/Residential Construction (CR) 
CT Construction Trades (CT) 
FA Factory / Mfg. (FA) 
FO Foundry (FO) 
GC General Construction (GC) 
GF Glass Manufacturing (GF) 
IN Insulation (IN) 
LG Longshore (LG) 
MA Maritime (MA) 
MY Military (MY) 
MI Mines (MI) 
OT Other (OT) 
PM Paper Mill / Fabrication (PM) 
RE Petrochemical / Refinery (RE) 
PH Powerhouse / Utilities (PH) 
RR Railroad (RR) 
SC Schools (SC) 
SY Shipyard - Construction / Repair (SY) 
SP Steel / Iron (SP) 
TX Textile (TX) 
RU Tire / Rubber Industry (RU) 
UN Unknown (UN) 
VA Various (VA) 

 

 

 

 


