EF TOURS

Self Service Portal
User Guide

* Account Registration

e Claim Submission

e Claim Acknowledgment
* Checking Claim Status

* Uploading Documents

e Checking Document Status




ACCOUNT REGISTRATION

Step One

User creates account in the Self Service Portal (SSP) at

https://myclaimsagent.com/EFTravelerLogin/

*Note: Best browsers for compatibility are:

* Google Chrome
 MS Edge
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User completes all of the appropriate
information in order to create the

account in the Self Service Portal " < Traveler - Claim Porta

(SS P) Jew user Registration

o All flelds are mandatany dnfess specifically markad as optional.

First Mame

Middle Name [Optional)

Username

Iahile ¢ Primary Phone number

=L
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Last Mame

Ermail Address

Date OF Birth (mmiddfyyyy)

Security Image Optional




Step Two

After user has completed the account registration in the Self Service Portal (SSP),
they will receive a confirmation email that will allow them to set up their
password. User clicks the “Click here to Verify” link to setup new password.
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EF
EF Traveler - Claim Portal

Sign Up Confirmation

Thank you for registering with us!

We have sent a confirmation email to your registered email address.
Please follow the instructions on the email to complete the registration process.

Dear Claimant,
Thank you for completing the online claims portal registration.

Please click on the link below to verify your email address and create a password to login.

Click here to login

Or copy the below link to your browser address

https://myclaimsagent.com/EFTravelerLogin/verify-email?token=e62684ee-8623-4d31-b02a-833463e€9299

Thank you,
Broadspire Claims Team

This is an automated email that cannot accept replies.

Crawford



Step Two - Cont’d

Password must have at least 8 characters, one capital and one symbol.

EF EF Traveler - Claim Portal

Home > E-mail Verification

E-mail Verification

D Congratulations your E-mail has been verified. Please note, your verification link expires in 30 minutes.

We appreciate your patience. It's almost done!

Your password has been saved successfully.

Password You may now Sign In

2 W
Password Back to home

Password should have at least 10 characters consisting of 1 number, 1 upper case character and 1 special character(I@25%"Y)

Confirm Password

Confirm Password

SUBMIT




CLAIM SUBMISSION

& Sign in / create a new accq

Username

Step Three

Remember Ma Furgut UsernamesP:

I'm not a robot
(=CAPTCH

Pruicy - Tert

New to Claim Portal?

Create Your Account

Once a User ID and Password are created, user
will go back into

https://myclaimsagent.com/EFTravelerLogin/

and input their “User Name” and “Password.”
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Step Four

Once the user has logged back into

the Self Service Portal (SSP), the Register New Claims

SyStem will prompt user to regiSter You currently have no claims registered/saved in your dashboard.
any claims that they have initiated in Would you like to register your previous claims?

the past for this program that were

handled by Broadspire.

If there are no previous claims
handled by Broadspire, user selects
”NO_”

Broadspire
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Step Five

After completing the claim
integration, the user will navigate to
the “Dashboard” tab. This will take
the user to the screen that allows
them to select what type of claim
they would like to file.
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Hi Celine !
Welcome to EF Traveler Claims Portal

Start here to file a claim

Please select the category of your claim

Select Claim Type -

File a Claim ?



Step Five - Cont’d

After selecting the type of claim the user wants to file, the claim form is completed
by filling in all mandatory fields and can be signed electronically online.

Information previously entered can be auto-filled by selecting “Below details same

as registered.”

Contact Information

Below details same as registered

Certificate #

Insured First Name

Celine

Insured Last Name

Diontest

Date of Birth (mm/dd/yyyy)

12/11/1990

Primary Phone Number

Secondary Phone Number

(+1) Us v

Broadspire
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Step Five - Cont’d

10

Documents can then be uploaded directly into the documents section of the claim form.

.

|

\

Attending Physician Statement

Browse

TripCanIntFinall.pdf 1

Medical records authorization release form

Browse

STATES EOB DOT LANGUAGE.pdf @

Copies of the fully itemized medical evacuation hill(s). Itemized bills must show the patient's name, date of service, the type of service rendered, the diagnosis
or nature of condition being treated and the provider's name and address.

Browse

Copy of the Physician Transfer Request with signature of requester /

Broadspire
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Step Five - Cont’d

The system will not let the user Submit the claim if mandatory fields are not
completed. User will receive an error message showing how many fields need

completion.

Celine Diontest

\./ I'm not a robot

™

raCAFTCHA
Brivacy - Terms

A Your form consists of 1 Error(s), Please check and proceed to submit.

Reset

The missing mandatory fields will be highlighted as well in the body of the form

Insured's Address (Street)

Mandatory Field

Primary Phone Number

Mandatory Field

No

Mandatory Field

By electronically signing this claim form, I hereby certify that I have no other accident, health, Medicare, Medicaid, or travel insurance covering this loss and further attest that I have not submitted a claim for this loss under any other policy.

Broadspire
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Step Five - Final

After the user has completed the claim submission, which can include uploading
documents into the documents section of the claim form, the user is given the
option to “Save as Draft” or “Submit as Claim.”

Saving the claim as a draft will allow the user to save the claim under their
account, but the claim itself will not be submitted. The user can return to the
claim at a later date to complete the claims process and submit the claim.

Submitting the claim will prompt the system to start the claims process. The user
will receive a confirmation email with a claim number that can used to follow-up
on their claim.

Please Note:
Reset Save as Draft You have not submitted all the required documents
for this claim.

(Don't worry - you can always come back later to submit
additional documents)

Authorization -
Do you still want to continue?

Broadspire
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CLAIM ACKNOWLEDGMENT

13

Users will receive an automated Acknowledgement email upon completion of their claim
submission online. Details of any documents uploaded at claim submission are also

included.

Dear LA

We have received your claim submission. Your incident claim number is #4 P

Your claim will be assigned to an adjuster and will undergo an initial review within three (3)
business days. Following the initial claim review. your assigned adjuster will contact you to discuss
the next steps.

Please review the list of required documents below. To ensure timely processing, submit all
outstanding documents promptly.

If you have any questions, contact our customer support team for assistance.

Customer Support: (855)830-3719.

Regards.

Document Status Notes
Clsiis Baehl Serdces Confirmation of the reason for the trip cancellation, interruption or | Uploaded -
: 1 ; ) s delay; (Physician statement confirming medical reason, Not Yet
Broadspire Services Inc.. a subsidiary of Crawiord & Company confirmation of death of immediate family member or statement Reviewed
(855)830-3719 from common carrier which lists the exact cause of cancellation)
Copy of itemized receipts for Trip Delay Expenses incurred over Uploaded -
$25 Not Yet
Reviewed
Copy of the travel itinerary showing the passenger names and Uploaded -
ticket cost and the new travel itinerary Not Yet
Reviewed
Broadspire
ACRAWFORD COMPANY Crawford



Checking Claim Status

(after claim has been created)

& Sign in / create a new accq

Remember Me

User logs back into the Self Service Portal with
their User Name and Password

https://myclaimsagent.com/EFTravelerLogin/

Broadspire
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User logs into white labeled portal and navigates to their dashboard. From there,
the user can see at a glance the claim details of all their claims.

User can click on the “View Details” button for the claim they’d like to see additional
details such as individual document statuses.

From the dashboard, user can also select the “File a Claim” button to take them back
to the new claim filing landing page.

EF EF Traveler - Claim Portal Wenglish - Cellne -

ame > Dashhoard

Hamea
Dashboard

|Last 1 Month v
| Select Range
Last 1 Month
tapammbisosy. || Last 3 Months
Last 6 Months

L2512 Mot
Last 12 Months ile a Claim

Claim Number Date Of Loss ‘ Claim Amount Paid Amount

faly 04, 2024 nedical BvaodanionsBepatriatian feb 07,2024 5000 50,00

My Recent Claims

Broadspire
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UPLOADING DOCUMENTS

Once user clicks “View
Details” for the appropriate
claim, user can scroll down
to the Required Documents
section.

The user will see a list of all
documents required for that
claim type.

Broadspire
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Copy of police report (if applicable) or filed claim with Common Carrier

Copy of receipt or proof of ownership of lost property

Copy of settlement or denial from the Common Carrier and your personal Homeowners/Renters Insurance carrier.

Evidence that the personal property has actually been replaced

Copy of travel itinerary which includes names of travelers., dates of travel and travel destination

Crawford
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User will select the BROWSE
button for the document
type that they wish to
upload.

Copy of police report (if applicable) or filed claim with Common Carrier

User will select the —

appropriate file from their

saved documents on their i o o 6 e i ool St P
device.

Copy of settlement or denial from the Common Carrier and your personal Homeowners/Renters Insurance carrier.

They may upload multiple
documents for each
d OC u m e nt req u e St typ e . Evidence that the personal property has actually been replaced

Copy of travel itinerary which includes names of travelers., dates of travel and travel destination

Broadspire

A CRAWFORD COMPANY Crawford



18

Please note:

Due to security concerns, if
a user uploads a document
inadvertently, the system
will NOT allow the user to
delete the document
upload.

Copy of police report (if applicable) or filed claim with Common Carrier

Copy of receipt or proof of ownership of lost property

User may upload the
appropriate document as
another document upload.

Copy of settlement or denial from the Common Carrier and your personal Homeowners/Renters Insurance carrier.

Evidence that the personal property has actually been replaced

Copy of travel itinerary which includes names of travelers., dates of travel and travel destination

Broadspire

A CRAWFORD COMPANY Crawford
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When the user is done uploading documents, they may SIGN OUT.

@ English « Celine «

Dashboard
Profile

Bank Details
Sign Out

User will receive a confirmation email after uploading their documents. Users should
allow up to 2 hours for the email confirmation before checking their inbox. If
confirmation is still not received, user should be sure to check their spam folder.

Hello .

travel vouchers

The required document shown below was successfully uploaded for claim #—12- We are
currently reviewing your document(s) and will update you with the status soon. Please allow 7
business days for the completion of this review.

Confirmation of the non-refundable amounts for the unused Common Carrier tickets, and/or

Confirmation that the tickets were cancelled with the Common Carrier

Confirmation of the reason for the trip cancellation, interruption or delay; (Physician statement
confirming medical reason, confirmation of death of immediate family member or statement
from common carrier which lists the exact cause of cancellation)

Supplier

A copy of the cancellation or refund policies of the Common Carrier, Tour Operator, or Travel

Thank you,

Broadspire Claims Team

Broadspire

A CRAWFORD COMPANY
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Checking Document Status

cdiontest
Remember Me Forgot Username/Password
™
I'm not a robot —
User completes the LOG IN process Newto Claim Pora
again for the SSP portal T :

User will select the appropriate claim

on their dashboard and scroll down
to REQUIRED DOCUMENTS section

- Required Documents
Broadspire | RemuisdDooumenss

A CRAWFORD COMPANY
Required Document Notice




User should allow 3-5
business days after
uploading their documents
to check the status of each
document.

If they have uploaded
multiple documents for each
claim type, the file name for
each will show underneath
the document type.

Broadspire
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Original invoices and/ or receipts |

Proof of your departure date - mai

Gmasl - Your priceling itnerary for Quito - 5

Accident/ incident report

an Hospital summary pd¢

A completed Medical Authorizatio

Authoroauon pdf
- v

Copy of itinerary

Browse

21
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Copy of police report (if applicable) o filed claim with Common Carrier

The status for each
document is shown to
the right of each
document request -

personal Homeowners/Renters Insurance carrier.

type.

Copy of receipt or proof of ownership of lost property v Received - Review Complete

Evidence that the personal property has actually been replaced

Copy of travel itinerary which includes names of travelers, dates of v Received - Review Complete
travel and travel destination

Broadspire

ACRAWFORD COMPANY Crawford



The assigned adjuster
will review the
uploaded documents
and provide a status
for each.

Broadspire
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* Document Status Types:

* Not Received

* This is the default status for all document request types
where a document has not yet been uploaded.

* Uploaded — Not Yet Reviewed

* This status indicates that the document uploaded has not
yet been reviewed by the assigned adjuster.

* Received — Not Approved

* This status means the document uploaded for this
document request type is NOT sufficient. Your adjuster
will often put notes here indicating what is still required.

23
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* Document Status Types, cont.:

* Received — Review Complete

* This status means the document uploaded for this request type is sufficient

* Received — Incomplete

* This status indicates that the document supplied is insufficient or missing key

information in order to adjudicate the claim. The adjuster will often put notes here

indicating what is still required.

* No Longer Required

Broadspire

A CRAWFORD COMPANY

¢ please provide full screenshot to include date and where the correspondence came from

24
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Once the user has reviewed the document request type statuses, they may upload
additional documentation still outstanding.

Users may upload multiple documents for each document request type.

NOTE: Users may upload documents under the most applicable document request type if unsure where to
upload a particular document, or if the user would like to provide additional documentation not listed.

Confirmation of the non-refundable amounts for the unused Commaon Carrier tickets, and/or travel vouchers

Confirmation that the tickets were cancelled with the Common Carrier A Not Received

Browse

Copy of the travel itinerary showing the passenger names and ticket cost m

Confirmation of the reason for the trip cancellation, interruption or delay: (Physician statement confirming medical reaszon, confirmation of death of v Received - Review Complete
family b or st from carrier which lists the exact cause of cancellation)

Brow

H
b

Completed and signed claim form

\vo;-y of the cancellation or refund policies of the Commaon Carrler, Tour Operator, or Travel Supplier o Mot Received
-
b
b
A
b

Broadspire

ACRAWFORD COMPANY Crawford
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When the user is done checking the document status and uploading additional
documents, they may SIGN OUT.

‘BEnglish ~ Celine «

Dashboard
Profile

Bank Details

Sign Out

Broadspire
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You can navigate to the following URL using your Claim # and Last
Name to quickly upload documents without creating an account:
www.myclaimsagent.com

If you would like to speak to a claims representative,
please dial 1-877-314-1193.

If you experience any technical issues using the Self-Service Portal,
please email: .
Please allow up to two-business days for a response.

If you have questions concerning your claim submission, please email:

Please allow up to two-business days for a response.

Broadspire
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