
HOW TO SUBMIT AN INCIDENT / CLAIM TO PROCLAIM  
 
Go to www.proclaim.com.au  
 
Select: Client Login and ‘Enter a New Incident’ located in the middle of the 
screen, as shown below: 
 

 
 
 
1. General  
 

Once you have logged into the enter new incident screen, claim status and 
particulars fields will populate automatically and the claim status will default to ‘I’ 
for incident. 
 

 



 

 
 
2. Incident 
 

Complete the Incident  section inserting the Claimant’s surname (injured 
person’s) and incident  details.   
 
All fields that have the red ‘*’, must be completed as shown below: 
 
 

 
 
 
 

A completed claim form or other attachments i.e invoices  can be attached to 
the incident.   

To attach scanned items/invoices , click on the  button next to 
 
Attachment/Image-

ID  

 

The following screen will come up prompting you to  on your machine 
or server for the file/s you wish to attach.  



 
 

Once you have selected the file/s, simply click on  to return to the 
Incident section. 
 
To finish entering the incident, click on  to finish and you have 
successfully submitted the incident to Proclaim.    
 
Please record the claim number that will appear at the top of the screen. Print 
using the printer icon. 


