
This guide is for those Agencies who have chosen to allow to access to complete online claim 

forms ONLY to specific employees when they need to make a claim. This access is granted by an 

Authorised User.  

Initiate a claim – Completed by the Authorised User.  

This ‘Initiate Claim’ function allows the logged-in authorised user to control and coordinate which 

employees have access to a claim form link, without login details, to enable the claim details to be 

completed.    

Please note if the logged in authorised user would like to create and submit a claim themselves, 

without any other employee being involved, they must use the ‘Submit Claim’ function instead.  

If continuing with ‘Initiate Claim’, complete the following: 

1. Login to eClaims 
2. Complete the Multi-Factor Authentication process.  If assistance is required with this 

function please contact our IT Service Desk on 9264 3666. 
3. Select MOTOR or PROPERTY 

 
4. Select the ‘Initiate Claim’ menu option  

 
5. Complete all relevant fields, taking note of the following mandatory fields/sections (*): 

- ‘Claim Type’: A selection must be made in the drop down list, please refer to the 
descriptions in the ‘information’ button icon.   

https://www.icwa.wa.gov.au/logins


 

 

IMPORTANT: This selection determines the questions that appear as you progress with the 
claim form.  Once you select ‘Initiate Claim’ you are not able change the selection made.  If 
an incorrect option is selected the current claim form must be deleted in the ‘List Employee 
Claims’ menu option, and a new claim form must be created through ‘Initiate Claim’.  

- ‘Site Representative/Division/Head Office’:  If this field appears, and an option is 
required, make a selection from the drop down list. When a selection is made it displays 



the email address that will be used for the final stage of the submission process to ICWA. 

 

- ‘Person Completing Claim Form’ section: Enter the details of the employee who will 
complete the form details. They will receive a link to the claim in the email sent.   

The email address is to be their individual work email address, and it must not be the 
same as the logged in authorised user completing the ‘Initiate Claim’ page, or the above 
‘Site Representative/Division/Head Office’ email. 

 

Once all details are correct and you are ready to proceed select the ‘Initiate Claim’ button.  The 

details cannot be amended once ‘Initiate Claim’ is selected. 

A temporary Receipt Number will display to track the progress of the claim form. 

 

The logged in authorised user does not need to complete any other action at this stage. 

The employee that was entered in the ‘Person Completing Claim Form’ section will now receive an 

email containing a link to the claim form so that details can be input. 

 

When all details have been completed and the employee completing the claim form is ready to 

proceed to the next step, they select the ‘Send to Employer’ button. 

On selection of ‘Send to Employer’ one of the following occurs: 

a) ‘Line Manager Details’ are captured – The person entered into the ‘Line Manager’ field will 
receive an email containing a copy of the PDF Claim Form, and a link to complete the 



endorsement step.   

 
When the Line Manager has finished completing what is required they select ‘Send to Head 
Office’. 
On selection of ‘Send to Head Office’, an email is sent to the selected ‘Site Representative / 
Division / Head Office’ shared mailbox advising authorised users that a claim form has been 
completed and action is now required.   

 
They must login to eClaims, review the details of the claim, and either: 

- Submit the claim form to ICWA using the ‘Submit’ button, which then generates a Claim 
Number that replaces the Receipt Number; or  

 
- Delete that Receipt Number in the ‘List Employee Claims’ menu option if the claim 

should not be submitted to ICWA. 

 
 
Or  
 



b) ‘Line Manager Details’ are not captured - An email is sent to the selected ‘Site 
Representative / Division / Head Office’ shared mailbox advising authorised users that a 
claim form has been completed and action is now required.   

 
They must login to eClaims, review the details of the claim, and either: 

- Submit the claim form to ICWA using the ‘Submit’ button, which then generates a Claim 
Number that replaces the Receipt Number; or  

 
- Delete that Receipt Number in the ‘List Employee Claims’ menu option if the claim 

should not be submitted to ICWA. 

 
 

Instantly create and submit a claim form to ICWA as the authorised logged in user (Submit Claim): 

This ‘Submit Claim’ function allows the logged-in authorised user to instantly create and submit a 

claim form to ICWA, without having any other employee involved in both inputting the claim form 

details into eClaims, and endorsing and authorising the claim form 

Please note if the logged-in authorised user would like to another employee to be involved in the 

process to directly input details into the eClaims Claim Form, they must use the ‘Initiate Claim’ 

function instead.  

If continuing with ‘Submit Claim’, complete the following: 

1. Login to eClaims 

https://www.icwa.wa.gov.au/logins


2. Complete the Multi-Factor Authentication process.  If assistance is required with this 
function please contact our IT Service Desk on 9264 3666. 

3. Select MOTOR or PROPERTY 

 
4. Select the ‘Submit Claim’ menu option  

 
5. A check is required that a duplicate eClaims claim form does not already exist.  Please enter 

details in the fields that appear and select the ‘Check’ button 

 

 
6. The following options could appear: 

- If matching results are found in eClaims, you are able to select the ‘List Results’ button 
to investigate it further; or 

 



- If there are no matching results, or the matching results are for a different claim and you 
would like to proceed with creating a claim form select the ‘Complete New Form’ button 

 
7. The claim form fields now appear for completion 
8. Complete all relevant fields, including those noted as mandatory fields (*). 

Please refer to the ‘information’ button next to the ‘Claim Type’ field to ensure an accurate 

section is made from the drop down list.  This selection determines the questions that 

appear as you progress with the claim form.  If an incorrect option is selected the claim form 

will need to be restarted and information will be removed.  

 

9. Once all details are correct and you are ready to proceed, select the ‘Submit’ button to send 
the claim to ICWA for processing. 

 
10. A new Claim Number will generate which is to be used for claim enquiries. 

 
 

 


