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Introduction

PCLAIMS (Personnel Claims Army Information Management System) is a secure, web-based
management tool that OTJAG (Office of the Judge Advocate General) ITD (Information
Technology Division) developed for USARCS (U.S. Army Claims Service) to assist their
personnel with monitoring, tracking, and documenting all steps required to maintain official
personnel claims that U.S. Army soldiers and personnel have filed—from claim initiation
through adjudication to recovery of monies and budget allocation to final claim outcome.

Personnel CLaims Army Information Management System

(u.sARmY]

Welcome to PCMS Home | Help desk | FAQ
Need Help?

Welcome to Personnel CLaims Army Information Management System(PCLAIMS)

Contact claims help desk
Welcome to the United States Ammy Clairns Serice Persaonnel Claims Online Filing database. This system is designed to
assist soldiers and civilians employed by the United States Army with filing claims for loss or damage to personal property. If =y7n3-568-2561
you are a first time visitor to this site, we recomrmend browsing through the information cortained in the links on the right =l elaimshelp@us. arrmy. il
side of this page. If you have guestions and want to speak directly to claims officer personnel, we have included contact
information for Military Claims Offices worldwide in the links to the right. Claim office directory

Find which claim office is near you.

File a claim |:[] Claim Office Directory

Create/Update Profile File a claim or notice of
lossidamage Quick help
Step 1 Step 2
»Steps tofile a claim
© WWhat is a natice of loss/damage |
Track your claims : = : : ’?Qfshsy;dsahrigldeyou file a notice of
o View Claims View Notices of lossidamage """H"""f-l-gm\m"f ------------ .
i H
ind & Track the status of your past claims Track the status of your past noticeis) \ Dg";;zr:]: 3 wamirem fotice o
of lossidamage | - oonAmE e
»For more answers check the
B E
Usefull Links
> JAGC et

This is an official US Department of Army website
Privacy Policy | FOIA

If you have questions, Contact the ITD service desk at 901 North Stuart Street, Suite 1202,
Arlington, VA 22203, telephone. 703.696.0000.

User feedback is welcome. You can email questions, comments or additional requirements to
itdservicedesk@jagc-smtp.army.mil for action. Service desk staff will forward them to the
application sponsor. User feedback pertaining to substantive development issues will be staffed
through the proponent office.

PCLAIMS Claimant Manual, Version 1.2 (September 2012) 6
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1 Getting Started

Before you can use PCLAIMS, you must have an AKO (Army Knowledge Online) username
and password. Contact the AKO help desk at 703-704-4357 (DSN 312-654-4357) if you do not
already have an AKO username and password.

Like JAGCNet, PCLAIMS is best viewed with Internet Explorer 5.5 (or higher) with a 1024 x
768 resolution.

1.1 Accessing the Application

To access PCLAIMS, perform the following steps from your open web browser:

1. Enter www.jagcnet4.army.mil/pclaims in your browser’s Address line.

2. Press the Enter key.

The Connect to www.jagcnet4.army.mil Screen appears:

CAC Login
A CAC login{ Xxe "CAC login" } is one method of authentication{ Xe "CIS authentication" }. This
particular authentication method requires that you have a CAC and a PIN.

To use a CAC login{ Xe "CAC login" }, perform the following steps from the Log-in portion of
the JAGCNet Portal Page:

1. Click _€A€Login | The DoD Notice and Consent Banner{ xe "DoD Notice and
Consent Banner" } opens:

2 jAGCNet

w.jadenet.army.mil

CAC Help

To legin with your DoD-Approved Certificate, insert your CAC and click the button below

DoD-Approved Ceriificate Login

Notice

You are acces Governmeni t(uss) npmston ey (15) Mo o ot
i i v thes 1smh nclude: ached to this ng

- The USG routinely intercepts and monitors communications an this 1S for purpos:
to, penelratlun testing, Conzee munimring, network operations and defense, pErsurmE ot PM\
lawr (LE), and cour (cn) ns.

eize data stored on this [S.

Figure 1: DoD Notice and Consent Banner{ XE "'DoD Notice and Consent Banner" } Screen

PCLAIMS Claimant Manual, Version 1.2 (September 2012) 7
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2. Click ¢ | (to continue).

The Choose a Digital Certificate dialog box{ XE "Choose a Digital Certificate dialog box"

GCNet _- |-

} opens:

w.jagicnet.army.mil

To login with your DoD-Approved Certificate, insert your CAC and click the button below

.
Choose a digital certificate 21 x|
i
The website you want to view requests identification.

l ' Please choose a certificate.

You are accessing a U

5G-authorized use
Mame Issuer
only. By using this IS { ‘ |

llowing conditions:
o ] bop ca-2s

ing, but not limited

- The USG routinely inf

to, penetration testing hisconduct (PM),
|law enforcement (LE),

- This IS includes secu McraTalo .. I View Certificate... I SG interests--not
for your persona | bane

- Notwithstanding the s Istigative searching

| [on

ucl
itails.

Figure 2: Choose a Digital Certificate Dialog Box

3. Select the desired digital certificate{ Xt "digital certificate" }.

4. Click (to continue).

-0r-
Click Cancel

Assuming that you clicked , the ActivClient Login Dialog Box{ XE
"ActivClient Login Dialog Box" } opens:

PCLAIMS Claimant Manual, Version 1.2 (September 2012) 8
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w.jaglenet.army.mil

CAC Help
To login with your DoD-Approved Certificate, insert your CAC and click the button below

DoD-Approved Cerificate Login |

ActivClient Login

Vou are accessing RS GRAR)
| anly. By using this IR M 11017

E Cancel interests--not

e consent to PM, LE or CI investigative searching
r work product, related to personal

. ants. Such
t for details.

Figure 3: ActivClient Login Dialog Box

5. Enter your PIN in the PIN field{ X "PIN field" } (Note: Press your Num Lock
key to enter numbers from your keypad. Alternatively, you can also use the
numbers above your top keyboard row to enter your PIN.).

6. Click (to continue).

-0or-
Click Cancel

Assuming that you clicked , the PCLAIMS Homepage Screen appears (Note: See
Section 1.2, Viewing the PCLAIMS Homepage Screen, below, to continue.).

_Or_

e AKO Login

An AKO login{ XE "AKO login" } is an alternate authentication{ Xt "CIS authentication"
} method. This authentication method requires that you have an AKO username and
password. Contact the AKO help desk{ XE "AKO help desk" } at 703-704-4357 (DSN
312-654-4357) if you do not already have an AKO username and password{ xe "AKO
username and password" }.

To use an AKO login, perform the following steps from the Log-in portion of the
JAGCNet Portal Page:

PCLAIMS Claimant Manual, Version 1.2 (September 2012) 9
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1. Click @ Login |

The DoD Notice and Log On { XE "DoD Notice and Consent Banner" } opens:

GCNet -

jagenet.army.mil ==

CAC AKO Help

To login with your AKO username and password, click the button below

Username |

Password |

AKO Login

Notice |
|

*fou are accessing = U.5. Government (USG) Information System (1S) that is provided for USG-authorized use
only. By using this 1S (which includes any device attached to this IS), you consent to the folloving conditions:

- The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited
to, penatration testing, COMSEC monitoring, network operations and defense, personnel misconduct (PM),
law enforcement (LE), and counterintelligence (CI) investigations.

- At any time, the USG may inspect and seize data stored on this IS.

- Communications using, or data stored on, this IS are not private, are subject to routine monitoring,
interception, and search, and may be disclosed or used for any USG suthorized purpose.

- This IS includes security measures (=.g., authentication and access controls) to protect USG interests--not
for your personal bensfit or privacy.

- Notvithstanding the above, using this IS does not constitute consent to BM, LE or CI investigative s=arching
or monitoring of the content of privileged communications, or work product. related to personal
representation or services by attorneys, psychotherapists, or clergy, and their assistants. Such
communications and work product are private and confidential. See User Agreement for details.

Figure 4: DoD Notice and { XE "'DoD Notice and Consent Banner' }Log On Screen

2. Enter your username in the User name: field{ XE "User name\: field" }.
3. Enter your password in the Password: field{ XE "Password\: field" }.

4. Click(tocontinue).
_Or_
Click __©anc=

Assuming that you had clicked , the PCLAIMS Homepage Screen appears (Note: See
Section 1.2, Viewing the PCLAIMS Homepage Screen, below, to continue.).

1.2 Viewing the PCLAIMS Homepage Screen

After initial login, PCLAIMS directs you to the PCLAIMS Homepage Screen, below.

PCLAIMS Claimant Manual, Version 1.2 (September 2012) 10
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_ Personnel CLaims Army Information Management System
(v.5.amHY ]

Welcome to PCMS Home | Help desk | FAQ
Need Help?

Welcome to Personnel CLaims Army Information Management System{PCLAIMS)

Contact claims help desk
Welcome to the United States Army Claims Service Personnel Claims Online Filing database. This system is designed to _
assist soldiers and civilians employed by the United States Army with filing claims for loss or damage to personal property. If U=)703-585-2561

you are a first time visitor to this site, we recommend browsing through the information cortained in the links on the right =l elaimshelp@@us. arrny. il
side of this page. If you have guestions and want to speak directly to claims officer personnel, we have included contact
information for Military Claims Offices worldwide in the links to the right. Claim office directory

Find which claim office is near you.

File a claim . .
: . . Claim Office Directory
CreatelUpdate Profile File a claim or notice of LU Claim Orfice Directo
lossidamage Quick help
Step 1 Step 2
» Steps tofile a claim
View Claims iew Notices of loss/damage
Track the status of your past claims Track the status of your past notice(s)
of lossidamage
Usefull Links
»JAGCHEt

This i an official US Department of Army website
Privacy Policy | FOIA

Figure 5: PCLAIMS Homepage Screen

You can access PCLAIMS’s functionality directly from the PCLAIMS Homepage Screen. Each
section of the PCLAIMS Homepage Screen that you can access as a claimant, including the
quick links on the upper-right corner of all PCLAIMS screens, is described below:

Main Screen

The following sections, which appear in the main portion of the PLCAIMS Homepage Screen,
are described below:

e Create/Update Profile: Click this button to create or update your profile.

e File a claim or notice of loss/damage: Click this button to file any claim(s) or notice(s)
of loss.
¢ View Claims: Click this button to view the status of your previous claims.

¢ View Notices of loss/damage: Click this button to view the status of your previous
notice(s) of loss/damage.

PCLAIMS Claimant Manual, Version 1.2 (September 2012) 11
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e Need Help?: This portion of the screen lists the phone number and email for the claims
help desk.

e Claim Office Directory: Click this link to determine your nearest claim office.

e Quick Help: This section contains links that will provide you with information about
how to use PCLAIMS.

e Useful Links: This section will provide links to JAGCNet, the Claims Services
homepage, as well as AKO.

Top of Screen

The following links, which appear across the top right of the PCLAIMS Homepage Screen, are
described below:

e Home: Click this link to return to the PCLAIMS homepage.

e Help desk: Click the link to be provided with a form-driven email to send your questions
or concerns to the ITD help desk.

e FAQ: Click this link to view a list of frequently asked questions and answers regarding
PCLAIMS.

Bottom of Screen

The following links, which appear across the bottom of the PCLAIMS Homepage Screen, are
described below:

e Privacy Policy and Security: Click this link to read the JAGCNet privacy policy.

e FOIA: Click this link to read how FOIA (Freedom of Information Act) requests impact
the OTJAG (Office of the Judge Advocate General).

1.3 Required Fields

All required PCLAIMS fields are highlighted in yellow to facilitate your timely completion of
these fields. Although all other fields are optional, you are still strongly encouraged to enter data
in as many fields as possible.

PCLAIMS Claimant Manual, Version 1.2 (September 2012) 12
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2 Actions

In your capacity as a claimant, you should know how to create and update your profile, submit a
claim or notice of loss, view all of your past claims, as well as view all of your past notice(s) of
loss. These functions are described in the sections that follow.

2.1 Creating a Profile

Before you can submit a claim or notice of loss, you must first create your personal profile. You
only need to create your profile the first time you submit a claim or notice of loss. By providing
accurate information, your claim office will be able to process your claim more efficiently. In
addition, please remember to update your profile if your contact information or military rank
change. To create a profile, perform the following steps from the PCLAIMS main menu:

Create/Update Profile

1. Click Stend

The Details and Preferences Screen appears:

PCLAIMS Claimant Manual, Version 1.2 (September 2012) 13
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_ Personnel CLaims Army Information Management System
':u.s.nmv_\
Welcome to PCLAIMS
Please enter your details and preferences
Personal Details
Name Official Details Contact Details
Last Name SSN (XXX-KX-KKRK) @ Home Phone
| ‘ |Ynu can't change this value Iater| ‘
First Name Branch of Service @ Duty Phone
| ‘ |-F‘\ease Select- j ‘
Middlelnitial RankiGrade Cell Phone
— | g |
Email
Home/Residence Address Click here for help on address format ‘
Address1 Address2 .
| | | | L"“"
City State
| ‘ | | Others
Zip Code Country Prefered Contact Method
I:l |-F'Iease Select- =l I-F‘Iease Select- |
Prefered Contact Address
Current Military Duty Address |-F‘Iease Y j
Address1 Address2
| | | |
City State
| | | |
zip Code Country
I:l I-Please Select- j
l] Save Profile
This is an official US Departrnent of Army website
Privacy Policy | FOIA
Figure 6: Details and Preferences Screen
2. Enter your last name in the Last Name field.
3. Enter your first name in the First Name field.
4. Enter your SSN in the SSN field.
5. Click the Branch of Service drop-down menu.
The Branch of Service Screen appears:
PCLAIMS Claimant Manual, Version 1.2 (September 2012) 14
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“Please Select-

L - Local Mational
X - Other
= - Man-Army service member or civilian
M - MAF Employes
O - D00 Employee, DODDS Teacher
C - DA Civilian
A - Army Active Duty
Figure 7: Branch of Service Screen

6. Click the Rank/Grade drop-down menu.

The Rank/Grade Screen appears (Note: You should note that the Rank/Grade drop-down menu
changes based on the branch of service you selected in Step 6, directly above.).

7. Enter you email address in the Email field.

8. Enter your unit name in the Unit field.

(Note: Although all other fields on this screen are optional, you are still strongly encouraged to
enter data in as a many fields as possible.)

to save your profile details (Note: You can edit your profile

. . Edit Profil
from any profile screen that contains the # Edit Profile button.).

The Confirm SSN Screen appears:

Confirm SSN

Please confirm the SSN displayed below. If the SSN is correct, please click "My SSN is correct.
Continue saving." If the SSN is incorrect, please click "Correct SSN"

737-65-7657

& Edit SSN Il My SSN is correct. Continue saving.

Figure 8: Confirm SSN Screen

PCLAIMS Claimant Manual, Version 1.2 (September 2012) 15
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il My SSN is correct. Continue saving.

and the What do you want
# Edit SSN

If your SSN is correct, click

to do next? Screen appears. If you need to edit your SSN, click and your Details
and Preferences Screen reappears where you can edit your SSN and resubmit your profile.

il My SSN is correct. Continue saving.

Assuming you clicked , the What do you want to do

next? Screen appears:

Welcome GEN JONES, S.

Thank you for using the US Army Online Personal Claims Processing system.

Your profile details have heen saved

What do you want to do next?

| Submit a Claim or Notice of Loss |

(Explain what 15 @ notice of 1ossd Claim)

| Views all iy past claims |

(You can also use the "y Claims" link from the right hand side navigation toview all the claims you have submitted)

| View all my past notice(s} of loss |

(vou can also use the "My Motics® ink from the right hand side navigation to view all the notices of 1055 you have
supmitted)

This is an official US Department of Army website
Privacy Policy | FOIA

Figure 9: What do you want to do next? Screen

From this screen, you can submit a claim or notice of loss, view all of your past claims or view
all of you past notice(s) of loss by simply clicking the corresponding button. To submit a claim
or notice of loss, see Section 2.3, Submitting a Claim or Notice of Loss/Damage, below. To view
a claim, see Section 2.4, Viewing a Claim, below. To view your notice(s) of loss, see Section 2.5,
Viewing a Notices of Loss/Damage, below.

2.2 Viewing or Editing Your Profile

To view or edit your profile, perform the following step from the PCLAIMS Homepage Screen:

PCLAIMS Claimant Manual, Version 1.2 (September 2012) 16
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» My Profile

1. Click

The Profile Details Screen appears:

Profile details for GEN JONES,S.

Personal Details tlaims Notices of loss

Name Official Details Contact Details
Last Name SSN Home Phone

JOMNES HETET

First Name Branch of Service Duty Phone

= A

Middlelnitial Rank/Grade Cell Phone

GEN
q _ Email

Home/Residence Address Click here for help on address format

GENERALIONESEPCLAIMS. GOV
Unit
HEADQUARTERS COMPANY

Current Military Duty Address Others

Prefered Contact Method
-Please Select-

Prefered Contact Address
-Please Select-

# Edit Profile |

This is an official US Department of Army website
Privacy Policy | FOIA

Figure 10: Profile Details Screen

From this screen you can edit your profile as well as view all claims and notices of loss that you

& Edit Profile

have submitted. To edit your profile, simply click After you click the

li-| Save Profile

button, you can make any desired changes to your profile. Simply click
after you have updated your profile.

To view your claims or notices of loss, simply click the applicable tab from the Profile Details
Screen. From the resultant screen, simply click the hyperlinked claim or notice of loss to view
the applicable record.

2.3 Submitting a Claim or Notice of Loss/Damage

In your role as a claimant, you must know how to submit a claim as well as a notice of loss.
These functions are described in the sections that follow.

PCLAIMS Claimant Manual, Version 1.2 (September 2012) 17
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2.3.1 Submitting a Claim

A claim is a document that you submit via PCLAIMS (or in paper format) that describes the loss
of your goods. A claim contains information that describes in detail what was lost or damaged,
the quantity of what was lost or damaged, how and where the goods were lost or damaged, the
date(s) of loss, as well as the approximate dollar value of the lost or damaged goods.

To submit a claim, perform the following steps from the PCLAIMS main menu:

File a claim or notice of
lossidamage

1. Click Stey

The Create New Claim or Notice of Loss/Damage Screen appears:

Create new Claim or Notice of Loss/Damage

Type of Loss @

" Loss/Damage in Shipment/Storage(Except POY)
" OtherTheft, Vandalism, POY etc)

Preferred Claim Office See Office directony
I—F'Iease Select a Claim Office- 'I

Proceed 1 |

Figure 11: Create New Claim or Notice of Loss/Damage Screen

2. Click the radio button that corresponds to your type of loss (Note: If you click the
Loss/Damage in Shipment/Storage (Except POV) radio button, an additional question
appears that asks you if your entire shipment is missing. Simply click Yes to continue with
your claim.).

3. Click the Preferred Claim Office drop-down menu (Note: The screen will display
pertinent information that corresponds to your preferred claim office choice, such as the
office code, the office address, the office phone and fax number as well as that particular
claim office’s business hours.).

4. Select your desired claim office from the resultant list.

5. Click Proceed L1~

The New Claim Screen appears:
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Status : Draft
Mew Claim
| General | | Items | | Shipment | | Insurance /FRY ‘ | Attachments ‘ | Need help?
{3 Hote: You have 730 days from the date of incident to complete and submit this form
Claim Details Dates Amounts
Claim Office FTLEWIS Ct. of Incident I:l Amt. Claimed $0.00
Branch of Sewice A
SSN FAHREABTEE
Please describe in your own words how the property was damaged or lost
Insurance Claims and Property Details
DID ¥OU HAVE PRIWATE INSURANCE COVERING YOUR PROPERTY? Cves C o @
(If "Yes" attach & copy of your policy)
HAVE YOU MADE A CLAIM AGAINST YOUR PRIVATE INSURER? Cvas O Np @
(If "Yes" attach & copy of your Correspondence)
HAS A CARRIER OR WAREHOUSE FIRM INVOLYED PAID YOU OR REPAIRED ANY OF YOUR “ves O No
PROPERTY?
(If "Yes" attach & copy of your correspondence with the carrier or warehouse firm.)
HAVE YOU FILED A CLAIM WITH THE CARRIER? “ves O No
Claimant Contact Details Click here for help on address format
Unit Phone Email
[HEADQUARTERS COMPA  [s55-555-5555 | |GENERALIONES@PCLAIMS GOV
Address1 City State
Address2 Zip Code Country
‘ | I-F'Iease Select- j
Please verify your contact details before submitting to the Claims office
Il Save Now and Submit Later | Go to next page to enter claim ttems [0 |
‘leage go to the next page to enter details about the lost or damaged items
This is an official US Department of Army website
Privacy Policy | FOIA

Figure 12: New Claim Screen

(Note: To streamline this manual, the New Claim Screen view with the Shipment tab is

ACTIONS

presented. However, please keep in mind that the Shipment tab only appears when you select the
first radio button from the Create New Claim or Notice of Loss/Damage Screen.)

6. Enter a date in the Dt. Of Incident field using a MM/DD/YYYY format (to indicate the

date of the incident) or you can also left-click the field:

The Calendar Screen appears:
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September 2009
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=

Th
3
10
17
24

Fr
4
11
1a
25

Figure 13: Calendar Screen

Sa
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19
26

7. Select the desired month from the Month drop-down menu on the upper-left corner of

the calendar.

8. Select the desired year by clicking D or .

9. Select the desired date by clicking the date in the desired month.

The Dt. of Incident field populates (Note: Notice how the date message at the top of the screen
changes depending on the date of incident date you choose.).

10. Enter a description of how your property was damaged or lost in the Please describe in
your own words how the property was damaged or lost scrollbox.

11. Click the Yes or No radio button to indicate if you have private insurance that covers
your property (Note: If you do have private insurance covering your property, please

attach a copy of your policy.).

12. Click the Yes or No radio button to indicate if you have made a claim against your
private insurer (Note: If you have made a claim against your private insurer, please
attach a copy of any correspondence with your private insurer regarding this claim.).

13. Click the Yes or No radio button to indicate if a carrier or warehouse firm has paid you or
repaired any of your property (Note: If a carrier or warehouse firm has paid you or
replaced any of your property, please attach a copy of any correspondence.).

The Unit Name, Phone, and Email fields are auto-populated from your profile; no further

action on your part is required.

(Note: Although no other fields are mandatory, you are still strongly encouraged to enter data in

as many fields as possible.)
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You can continue to enter your claim by clicking the next tab from the upper screen or by

Go to next page to enter claim ltems [

clicking or you can click

Il Save Now and Submit Later

Both scenarios are described in the sections that follow.

To go to the Next Page to Enter Claim Details

To go to the next page to enter claim details, perform the following steps from any New Claim
Screen:

Go to next page to enter claim ltems [

1. Click

_Or_
Click | Ltems |

With either choice, the Enter Details About Each Lost/Damaged Item Screen appears:

Status : Draft

New Claim

| General | [Ttems | [ shipment | | Insurance/FRY | [ Attachments | | Need help?

Enter details about each lost/damaged item Help

Note : All costs and amounts should represent the entire quantity of iterns.

Mo items added. Please add items by clicking 'Add Item' button

-1 Save Now and Submit Later Go to next page to enter shipment details [4-

Fleage go to the next page to enter shipment data. If you do not have that information, you can skip to the next page.

This is an official US Department of Army website
Privacy Policy | FOIA

Figure 14: Enter Details About Each Lost/Damaged Item Screen
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Add tem

2. Click

The Claim Item Details Screen appears:

Claim Item Details

Item Details |  Need help?

Details about the damaged/missing item

Name of ftem ‘

MissingDamaged? © Missing ® Damaged

Note : All costs and amounts should represent the entire quantity of items

Description of damage |

Inventory details and item costs

Inventony No. l:l Original Cost $0.00
Di. Purchased l:l Repair Cost $0.00

(MMIYYYY)
Replacement Cost  |$0.00

Declaration

Il Save Item

Insurance/Carrier  (§0.00

Ifyou have received a pavment fram an insurer or carier for this temis), enter the amount in insurancefcarrier payment

Did this item belong to the gowvernment or someone other than you or your family member?

Was this item acquired or held for sale or acquired or used in a private profession/business?

Figure 15: Claim Item Details Screen

3. Enter the name of the claimed item in the Name of Item field.

4. Enter the quantity of the claimed item in the Quantity field.

ACTIONS

5. Click the Missing radio button or the Damaged radio button to indicate the status of the

missing or damaged item.

6. Enter the amount you are claiming for this item in the Amt. Claimed field (Note: All

amounts should reflect the entire quantity of the items you are claiming.).

7. Click the Yes or No radio button to indicate if this item belonged to the government or

someone other than you or your family member.

8. Click the Yes or No radio button to indicate if you acquired or held for sale or acquired or

used this item in a private profession or business.

(Note: Although no other fields are mandatory, you are still encouraged to enter data in as

many fields as possible.)

9. Click Il Save Item
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The Claim Item Details Screen reappears with the following message displayed at the top of the

screen: The Item has been saved successfully From the resultant screen, you can edit the
current item, add another item or close the screen by clicking the associated button.

Assuming you closed the Claim Item Details Screen, the Enter Details About Each
Lost/Damaged Item Screen would reappear with the item(s) you just entered now displaying on
the screen.

To go to the next page and enter shipment details, continue performing the following steps from
the current New Claim Screen:

Go to next page to enter shipment details |-

10. Click

-0or-
Click Shipment

With either choice, the Shipment & Carrier Details Screen appears:

Status : Draft

New Claim

General Items Shipment Insurance /FRY Attachments Need help?

Shipment & Carrier Details Add Shipment & Carrier Data

No shipment data added. If your claim involves a shipment, please add the shipment data by clicking 'Add
Shipment&Carrier Data' buttan

l] Save Now and Submit Later Go to next page to enter insurance details |1

F‘Ie.a:s ) the ne enter insurance data. If you do not have that information, you can skip to the n

Thiz is an official US Department of Army website
Privacy Policy | FOIA

Figure 16: Shipment & Carrier Details Screen

Add Shipment & Carrier Data

11. Click
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The Shipment & Carrier Data Screen appears:

Shipment & Carrier Data

[“shipment % Camicr Datails | | Need help? |

Shipment Details

Name and Address of Carrier/Contractor

Carrier/Contractor Name

Phone

Origin of Shipment Destination of Shipment

PPGBLOrder Number Pickup Date Date of Delivery
Carrier/Contractor Details

Code of Service SCAC Carrier/Contractor Ref.No

Fax

Address1

Address2

City State

Zip Code

Country

[l Save Shipment Details

| I-F'Iease Select-

Figure 17: Shipment & Carrier Data Screen

12. Enter the origin of the shipment in the Origin of Shipment field.
13. Enter the destination of the shipment in the Destination of Shipment field.

14. Enter the PPGBL/order number in the PPGBL Order number field.

15. Click the Pickup Date field.

ACTIONS

16. Enter a date in the Pickup Date field using a MM/DD/YYYY format (to indicate the

date the shipment was picked up) or left-click the Pickup Date field.

The Calendar Screen appears:

July 2009

IJqu,r vI

Su || Mo || Tu

3 & 7
12 12 14
19 20 =21
26 27 28

=

we | Th
1 2
2 a
15 16
22 23
20 20

Fr
3
10
17
24
31

Figure 18: Calendar Screen

Sa
4
11
18
25

17. Select the desired month from the Month drop-down menu on the upper-left corner of

the calendar.
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18. Select the desired year by clicking D or .
19. Select the desired date by clicking the date in the desired month.
The Pickup Date field populates.
20. Click the Date of Delivery field.
21. Perform Steps 15-19, above, to enter data in the Date of Delivery field.
22. Enter the SCAC in the SCAC field.
23. Enter the carrier/contractor name in the Carrier/Contractor Name field.

(Note: Although no other fields on this screen are mandatory, you are still strongly encouraged
to enter data in as a many fields as possible.)

24. Click il Save Shipment Details

The Claim Item Details Screen reappears with the following message displayed at the top of the
screen: Shipment details has been saved successfully | From the resultant screen, you can edit
the current shipment information or close the screen by clicking the associated button.

Assuming you closed the Claim Item Details Screen, the Shipment & Carrier Details Screen
would reappear with the item(s) you just entered now displaying on the screen.

To go to the next page to enter insurance details, perform the following steps from the current
New Claim Screen.

Go to next page to enter insurance details L1

25. Click

_or_

Click Insurance /FRW

With either choice, the Insurance/FRV Payments Screen appears:
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ACTIONS
Status : Draft
New Claim
[ General | | 1tems | [ shipment | [(Tnourance /FR¥ | | Attachments | [ Need help?
Insurance/FRY Payments

Add Insurance/FRY Payment

If an insurance/carrier have paid you for any items, please add the data by clicking 'Add Insurance/FRY Payment'
button

[l Save Now and Submit Later

Page 40f 5

Go to next page to upload any related files |1/

brrit the clairm.

This is an official US Departrment of Army website
Privacy Policy | FOLA

Figure 19: Insurance/FRV Payments Screen

26. Click I

The Insurance/FRV Details Screen appears:

Insurance/FRY Payments

If you have received a payment fram Insurance or anather party(cartier) please enter the details here
Insurance Details | | Need help?

Insurance/FRY Details

Insurance Payments 1 FRY Payments I
Insurance Name Payer
\ |
Policy Humber Payment Amount
L] L 1
Payment Amount Payment Date
] L 1
Payment Date
L]

[l Sawve Insurance Data

Figure 20: Insurance/FRV Details Screen
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27. Enter the insurance name in the Insurance Name field.

28. Enter the insurance payment amount in the Payment Amount field.
29. Enter the payer name in the Payer field.

30. Enter the payer amount in the Payment Amount field.

(Note: Although no other fields on this screen are mandatory, you are strongly encouraged to
enter data in as a many fields as possible.)

i1 Save Insurance Data

31. Click

The Claim Item Details Screen reappears with the following message displayed at the top of the
screen: Insurance Details has been saved successfully From the resultant screen, you can
edit the current shipment information or close the screen by clicking the associated button.

Assuming you closed the Claim Item Details Screen, the Insurance/FRV Payments Screen would
reappear with the item(s) you just entered now displaying on the screen.

To go to the next page and upload any related files, perform the following steps from the current
New Claim Screen.

32 Click Go to next page to upload any related files |1~

_or_

Click Attachments

With either choice, the Attachments Screen appears:
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Status : Draft

New Claim

| General | | 1tems | [ shipment | [ insurance/FrY | ["Attachments | | Need helpz |

Delete selected attachments Uninadakile

Please upload any scanned dacuments or electranic files you may have to support this claim

Attachments

l-] Save Now and Submit Later i#l Submit to Claim Office

Page 40f 4

If you have entered all the information pertaining to your claim, you can submit it to the Claim office by clicking the
"Submit to Claim Office" button. If you want to change any of the information, select the appropriate tab and update the
data. If yvou wish to save this Claim and submit later, you can do so by clicking on the "Save Mow and Submit Later"

buttan

Thig is an official US Departrment of Army website

Privacy Policy | FOIA

Figure 21: Attachments Screen

Upload a File

33. Click

The Attachments Screen appears:

Attachments

[ Upload a scanned document or supporting file

Attachment Type
|-F‘Iease Select- j

Or enter a description for the file if you selected "Other” above

File

|| Browse... |

il Save Attachment |

Figure 22: Attachments Screen
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34. Click the Attachment Type drop-down menu.

The Please Select Screen appears:

Yehicle Insurance

Horne Ownhers Insurance

Transit Insurance
Caorrespondance YWith Insurer
Correspondance With Warehouse
DD Farrm 1840

Cther

Figure 23: Please Select Screen

35. Select the desired attachment type.

36. Enter a description of the file in the Or enter a description for the file if you selected
“Other” above field.

37. Click | Browse.. |

The Choose File Screen appears:

Lok, in: I@ My Documents j = ck EE-

Py Msic

[ My Pictures

My videos

) Snagit

) Updaters

|ACMIS Error Messages, doc
|add Event Screen.dac

S Y _LaAW-7TSEKH, xls

File: name: I j Open I
Files of type: IAII Files [%9] | Cancel |
]

Figure 24: Choose File Screen

38. Select the desired file.

39. Click |__Oren |

_Or_
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Click to return to the previous screen.

Assuming that you clicked , the file directory path for the file you just chose would
now appear in the File field from the Attachments Screen, as follows:

Attachments

["Upload a scanned documeant or supporting file

Attachment Type
|Vehic|e Insurance j

Or enter a description for the file if you selected "Other” above
File
|C'\Dncuments and Settingsity DocumentshAdd Event Screen.doc || Browse |

[l Save Attachment |

Figure 25: Attachments Screen

40. Click I Save Attachment

The Attachments Screen reappears and displays a confirmation message at the top of the screen:

Attachments [x]

Upload a scanned document or supporting file |

The docurnent has been uploaded successfully

= Upload Another Document | 4 Close |

Figure 26: Attachments Screen
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From this Attachments Screen, you can upload another document or close the Attachments
Screen. To upload another document, simply click the Upload Another Document button and
follow Steps 37-40, above. To close the current screen, simply click the Close button to return to
the New Claim Screen.

Assuming you closed the Attachments Screen, the Attachments Screen would reappear with the
item(s) you just entered now displaying on the screen.

To delete an attachment, simply click the checkbox next to the attachment you want to delete and

then click the Delete selected attachments il \When the Microsoft Internet Explorer Screen
appears, click the OK button. The item you just deleted no longer appears on the Attachments
Screen.

Because you have now completed all applicable tabs for your claim, the

< i Submit to Claim Offi
-l Save Now and Submit Later |, & Submitto Claim Office buttons appear at the

bottom of the Attachments Screen. To save your claim now and submit it later, see the To Save
Your Claim Now and Submit Later section below. To submit your claim to the claim office, see
the To Submit Your Claim to the Claim Office section, directly below.

To Submit Your Claim to the Claim Office

To submit your claim to the claim office, perform the following step from the Attachments
Screen:

1 Click im Submit to Claim Office

The Declaration Screen appears:
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To submit you claim, simply read the declaration on the screen. If you agree with the

DECLARATION

UNDER PENALTY OF LAW, | DECLARE THE FOLLOWING AS PART OF SUBMITTING MY
CLAIM:

[f any missing items for which | am claiming are recovered, ['will notify the office paying
this claim (For shipment claims ) Missing items were packed by the carrier, they were
owned prior to shipment but not delivered at destination; after my property was
packed, lfmy agent checked all rooms in my dwelling to make sure nothing was left
behind.

| assign to the United States any right or interest | have against a carrier, insurer, or
other person for the incident for which | am claiming; | authorize my insurance company
to release information concerming my insurance coverage.

| authorize the United States to withhold from my pay or accounts for any payments
made to me by the carrier, insurer or other person to the extent | am paid on this claim,
and for any payment made on this made on this claimin reliance on information which
is determined to be incorrect or untrue. | have not made any other claim against the
United States for the incident for which | am claiming. | understand that it any
information | provide as part of my claim is false, | can be prosecuted.

#4 No | Do not Agree | ' Yes | Agree |

Figure 27: Declaration Screen

ACTIONS

declaration, click the Yes I Agree button to proceed. If you do not agree, click the No I Do not

Agree button.

The Thank You for using the US Army Online Personal Claims Processing System Screen

appears:
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Details of the Claim
Claim ID
2009-011-0053

Claim Office
FT LEWIS

Submission Time
09/09/2005 01:3% PM EDT
Details of the Claim Office where the Claim is created

Address
Ft Lewis
4411 Lewellyn Avenue

Fart Meade MD US 20755

Phone
703-688-2661

Fax
344

Thank you for using the US Army online Personal Claims Processing system.
Your Claim has been successfully sent to FT LEWIS
Yaou can access this claim later from the "My Claims" section in the navigatian links.

vauwill recelve a confirmation email shortly with the details of the claim you just subrmitted.
Yaou can also print a copy of this message for your records

What do you want to do next?

Print this page for my records

Open the claim | just submitted

View all my past claims

View all my past notice(s) of loss

This is an official US Departrnent of Army website

Privacy Policy | FOlA

ACTIONS

Figure 28: Thank You for using the US Army Online Personal Claims Processing System Screen

The details about your claim, such as the claim ID, the claim office, and the submission date and
time are prominently displayed on the resultant screen. In addition, please note the change in the
blue status bar indicating that your claim has been successfully sent to your chosen claim office.

To Save Your Claim Now and Submit Later

To save your claim now and submit it later, perform the following step from the Attachments

Screen:

1. Click

The Thank You for Creating the Claim through the Online System Screen appears:

Il Save Now and Submit Later
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Thank you for creating the Claim through the online system

Flease note that this claim is not submitted to the claim office yet. It is in a Draft stage. You can access this claim later
fram the "My Claims" section in the navigation links
Please make the necessary changes and submit it to the Claim office within 730 days from the date of incident

IMPORTANT
You may not get compensated if you don't submit the claim to a Claim Office within 730 days from the date of incident

?
Pt 3 o i YWhat do you want to do next?

Claim Office | Print this page for my records |
FT LEWIS
Details of the Claim Office where the Claim is created | Open the claim ljust submitted ‘
Address

Ft Lewis | View all my past claims ‘

4411 Llewellyn Avenue

Fort Meade MD US 90755 | View all my past notice(s) of loss ‘

Phone

703-558-2561

Fax
345

This iz an official US Departrent of Army website
Privacy Policy | FOlA

Figure 29: Thank You for Creating the Claim through the Online System Screen

From this screen, you can see details about your claim as well as buttons that let you perform the
following functions:

e Print the claim for your records

e Open the claim you just submitted
e View all past claims

e View all past notice(s) of loss

These functions are described in the sections that follow.

To print the Claim for your Records

To print the claim for your records, perform the following steps from the Thank You for
Creating the Claim through the Online System Screen:

. Print this page for records
1. Click Hage for iy

The Processing Screen appears:
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Processing... [%]

Your request is being processed. Please wait...

Figure 30: Processing Screen

The Claim Report Screen subsequently appears:

Bsocwr = 35 @ @ | ) Do @ |- 0|1 © [ - 105 5 0= ]| fane]| w

f

Claim For JONES, S. ()
Status - Draft

Claim Office FTLEWIS (011)
Category A-
Incident Date
Filed Date 9/9/2009
Settled Date
Re-opened Date
Phene 555-555-5555
Email  GENERALJONES@PCLAIMS.GOV
Total Claimed Total Allowed Total Paid Unit
$0.00 $0.00 $0.00

Circumstances of Loss/Damage

ACTIONS

2. Click

Figure 31: Claim Report Screen

The Print Screen appears:
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_Or_

Click

21

r Prirter

Name: IF'haser 4500071 PS

Fieady
Kerow Phaser 46000T PS

Status:
Type:

j Properties: |

Comments and Forms:

IDDcument and Stamps j

r— Print Range
(|

' Cunent view
" Cunent page
e Pagesfmm:l'l ti; I'I

Subset:IAII pages in range

i~ Preview

8.5

it

j ™| Reverse pages R —

— Page Handling

Copies: 1 ¥ Collate

Page Scaling: IHeduce to Printer Marging j
¥ Auto-Fotate and Center

[~ Choose Paper Source by POF page size

[ Frint to file
[ Frint color as black

Frinting Tipsl Advanced |

b

Urits: Inches

141 (1]

Zoom: 95%

—

oK

| Cancel |

Figure 32: Print Screen

3. Click to print your claim.

Cancel

To open the Claim you just submitted

To open the claim you just submitted, perform the following steps from the Thank You for

to return to the previous screen.

creating the Claim through the Online System Screen:

1. Click

0Open the claim | just submitted

The New Claim Screen appears:

PCLAIMS Claimant Manual, Version 1.2 (September 2012)

ACTIONS

36



Judge Advocate General’s Corps Network (JAGCNet) ACTIONS

Status : Draft

New Claim

[General | | 1tems | [ shipment | [ Insurance/FR¥ | [ Attachments | | Need help?

2 Note: You have 730 days from the date of incident to complete and submit this form

Claim Details Dates Amounts

Claim Office FTLEWIS Dt. of Incident I:l Amt. Claimed $0.00
Branch of Service A

SSN KHEHEAETEI

Please describe in your own worids how the property was damaged or lost

Insurance Claims and Property Details

DID ¥OU HAVE PRIWATE INSURANCE COVERING YOUR PROPERTY? Cvas O Np @
(If "Yes" attach & copy of your policy)

HAWVE YOU MADE A CLAIM AGAINST YOUR PRIVATE INSURER? Cves CNg @
(If "Yes" attach & copy of your Correspondence)
HAS A CARRIER OR WAREHOUSE FIRM INVOLYED PAID YOU OR REPAIRED ANY OF YOUR T vas O Mo
PROPERTY?
(If "es" sttach a copy of your correspondence with the carrier or warehouse firm )
HAVE Y¥OU FILED A CLAIM WITH THE CARRIER? T ves O o
Claimant Contact Details Click here for help on address format
Unit Phone Email
[HEADQUARTERS cOMPA  [s55.5556555 | |GENERALIONES@PCLAIMS. GOV |
Address1 City State
Address? Zip Code Country

‘ | I-F'Iease Select- j

Please verify your contact details before submitting to the Claims office

l-] Save Now and Submit Later | Go to next page to enter claim ltems [ |

Page 1 of 5 o the age to enter d

This is an official US Department of Army wehsite
Privacy Policy | FOlA

Figure 33: New Claim Screen

See Section 2.3.1, Submitting a Claim, above, for a detailed description about all fields
associated with the New Claim Screen.

To view all Past Claims

To view all past claims, click the corresponding button from the Thank You for Creating the
Claim through the Online System Screen and then go to Section 2.4, Viewing Claims, below.
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To view all Past Notice(s) of Loss

To view all past notice(s) of loss, click the corresponding button from the Thank You for
Creating the Claim through the Online System Screen and then go to Section 2.5, Viewing
Notice(s) of Loss/Damage, below.

2.3.2 Submitting a Notice of Loss

A notice of loss provides detailed information about your loss of household goods. A notice of
loss contains information such as shipment details, carrier contact details, claimant details,
details describing the extent of the loss, as well as any supporting documents that can be added to
the notice of loss as an attachment.

To submit a notice of loss, perform the following steps from the PCLAIMS main menu:

File a claim or notice of
lossidamage

1. Click =i

The Create New Claim or Notice of Loss/Damage Screen appears:

Create new Claim or Notice of Loss/Damage

Type of Loss @
" Logs/Damage in Shipment/Storage(Except POY)
" Other{Theft, Wandalism, POY etc)

Preferred Claim Office See Office directory
|—F'|ease Select a Claim Office- j

Proceed L1° |

Figure 34: Create New Claim or Notice of Loss/Damage Screen

2. Click the Loss/Damage in Shipment/Storage (Except POV) radio button (Note: When
you click the Loss/Damage in Shipment/Storage (Except POV) radio button, an
additional question appears that asks you if your entire shipment is missing. Simply click
the corresponding No radio button to continue with your notice of loss.).

3. Click the Preferred Claim Office drop-down menu (Note: The screen will display
pertinent information that corresponds to your preferred claim office choice, such as the
office code, the office address, the office phone and fax number as well as that particular
claim office’s business hours.).

4. Select your desired claim office from the resultant list.
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Proceed [

5. Click

The New Notice of Loss/Damage Screen appears:

New Notice of Loss/Damage

Claim Office FT LEWIS

Status : Draft

Ef Note: You have 70 days from the date of delivery to complete and submit this form

[ Shipment Details | | 2. tem Details | [ 3. Attachments | | Need help? |

Shipment Details
Origin of Shipment(City and State/Country)

PPGBLIOrder Number @

Carrier/Contractor Details
Code of Service @

Carrier/Contractor Ref.No

Name and Address of Carrier/Contractor

@

Hame

| |
Address1

| |

Address2

Claimant Contact Details

Unit Phone
[MEDDAC | [Bis-ass-1543 |
Address1

[F187 BARRACK DRIVE |

Address2

l1 Save Now and Submit Later

Destination of Shipment(City and State/Country)

Pickup Date Date of Delvery
\ |
SCAC @
|

Phone Fax

| It |

City State

| 1l |

Zip Code Country

|—P\ease Select- j

Email
[PETER D.BLACK@US.ARMY.MIL |

City State
[FORT HOOD | [Exas ]
Zip Code Country

1547 | INDOMESIA x|

Please verify your contact details before submitting to the Claims office

| Go to next page to enter claim ltems [

Page1of 3

This is an official US Department of Army website

Privacy Policy | FOlA

Figure 35: New Notice of Loss/Damage Screen

ACTIONS

6. Enter the origin of you shipment, including city, state, and country, in the Origin of
Shipment (City and State/Country) field.
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7. Enter the destination of your shipment, including city, state, and country, in the
Destination of Shipment (City and State/Country) field.

8. Enter the PPGBL/order number in the PPGBL/Order Number field.

9. Enter a date in the Pickup Date field using a MM/DD/YYYY format (to indicate the
date the shipment was picked up) or left-click the Pickup Date field.

The Calendar Screen appears:

July 2009 =

[July - - 2009 +

Su || Mo | Tu | We |Th | Fr | Sa
1 2 3 4
a a] 7 2 a 1 11
12 13 14 15 15 17 18
19 20 21 22 232 24 25
26 27 2 20 a0 21

Figure 36: Calendar Screen

10. Select the desired month from the Month drop-down menu on the upper-left corner of
the calendar.

11. Select the desired year by clicking D or .
12. Select the desired date by clicking the date in the desired month.
The Pickup Date field populates.
13. Perform Steps 9-12, above, to enter data in the Date of Delivery field.

14. Enter the carrier/contractor’s name in the Name field from the Name and Address of
Carrier/Contractor portion of the screen.

The Unit field, Phone field, and Email field are populated from your profile; no further action
on your part is required.

(Note: Although no other fields are mandatory, you are still strongly encouraged to enter data in
as many fields as possible.)

You can continue to enter your notice of loss/damage by clicking the next tab from the upper

Go to next page to enter claim Items L1

screen or by clicking or you can click

Ii1 Save Now and Submit Later
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Both scenarios are described in the sections that follow.

To go to the Next Page to Enter Claim Details

To go to the next page to enter claim details, perform the following steps from any New Notice
of Loss/Damage Screen.

Go to next page to enter claim ltems (4~

1. Click

_Or_

Click | 2, Item Details |

With either choice, the Enter Details about each Lost/Damaged Item Screen appears:

Status : Draft
MNew Notice of LossiDamage
{2 Note: You have 70 days from the date of delivery to complete and submit this form

Claim Office FT LEWIS

1. Shipment Details 2. Item Details ‘ | 3. Attachments | | Need help?
Enter details about each lost/damaged item Add Item

Mo items added. Please add items by clicking 'Add [tem' button

l] Save Now and Submit Later Go to next page to upload 1840/1840R [

‘lease go to the next page to upload scanned copies of DD Form 1840/1840R and submit the notice

This is an official US Departrnent of Army website
Privacy Policy | FOlA

Figure 37: Enter Details about each Lost/Damaged Item Screen

Add hem

2. Click

The Claim Item Details Screen appears:

PCLAIMS Claimant Manual, Version 1.2 (September 2012)

41



Judge Advocate General’s Corps Network (JAGCNet) ACTIONS

Claim Item Details

Item Details | | Need help?

Details about the damaged/missing item

Name of ltem | Quantity I:l
Missing/Darmaged? © Migsing * Damaged
Description of damage | |'?'
Inventory details

T —
Declaration
Did this item belong to the government or someone other than you or your family member? T es O Mo
Was this item acguired or held for sale or acquired or used in a private Cves O No
professionbusiness?

Il Save Item |

Figure 38: Claim Item Details Screen

3. Enter the name of the claimed item in the Name of Item field.
4. Enter the quantity of the claim item in the Quantity field..

5. Click the Missing radio button or the Damaged radio button to indicate the status of the
missing or damaged item.

6. Enter the amount you are claiming for this item in the Amt. Claimed field (Note: All
amount should reflect the entire quantity of items you are claiming.).

7. Click the Yes or No radio button to indicate if this item belonged to the government or
someone other than you or your family member.

8. Click the Yes or No radio button to indicate if you acquired or held for sale or acquired or
used this item in a private profession or business.

(Note: Although no other fields are mandatory, you are still strongly encourages to enter data in as many
fields as possible.)

i1l Save ltem

9. Click

The Claim Item Details Screen reappears with the following message displayed at the top of the

screen; The Item has been saved successfully | From the resultant screen, you can edit the
current item, add another item or close the screen by clicking the associated button.
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Assuming you closed the Claim Item Details Screen, the Enter Details About Each

Lost/Damaged Item Screen would reappear with the item(s) you just entered now displaying on
the screen.

To go to the next page and upload an 1840/1840R, continue performing the following steps from
the current New Notice of Loss/Damage Screen:

10. Click Go to next page to upload 1840/1840R [~

_Or_

CIle| 3. Attachments |

With either choice, the Attachments Screen appears:

Status : Draft
New Notice of Loss/Damage

2 Note: You have 70 days from the date of delivery to complete and submit this form

Claim Office FT LEWIS

| 1. Shipment Details | | 2. Item Details | [3. Attachments | | Need help? |

Attachments Delete selected attachments Upload a File

If you have a scanned copy of the 1840/1840R farm, please upload it now by clicking the Upload a File button above

If you do not have a scanned copy of this form, you can still submit this Notice of Loss/Darmage by clicking the Submit
to Claim Orfice button below

Il Save How and Submit Later i Submit to Claim Office

Page 3of 3 Submit the notice of [oss/Damage ta the claim office

If you have entered all the information pertaining to your notice of loss/damage, you can sulmit it to the Claim office by

clicking the "Submit to Claim Office” button. If you want to change any of the infarmation, select the appropriate tab and

update the data. If you wish to sawve this notice of loss/damage and submit later, wou can do so by clicking on the "Save
Mow and Submit Later" buttan.

Figure 39: New Notice of Loss/Damage Screen

11. Click Upload a File

The Attachments Screen appears:
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Attachments

Upload a scanned document or supporting file

Attachment Type
|-F'Iease Select- j

File

| H Browse...

-1 Save Attachment |

Figure 40: Attachments Screen

12. Click the Attachment Type drop-down menu.

The Attachment Type Screen appears:

DD Form 1840
DD Form 1840R

Figure 41: Attachment Type Screen

13. Select the desired attachment type.

14, Click |_Browse... |

The Choose File Screen appears:
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ACTIONS

Look in: I My Docurnents

= =@k E-

2]

7] My Data Sources

Iy Music

[y My Pictures

My videos

()snagit

[C)Updaters

[Ei ACMIS Error Messages.dac
W add Event Screen.doc

90 aimantScreen, doc

0 ExcelGenerateReport 1, xs
0 ExcelGenerateReport2, s
0 ExcelGanerateReport, xls
STy | AAW-7TSEKH, xls

S| T _Laaw-FTTEWS xls

S _Laaw-7TTEYS. s

EHrv_Laaw-7UzZP78,xls
T OCLLCTS 144940CR TC aseStatus. pf
L pcMs_7501_093245_6053 . pof

File: manne: I

Files of type:

| 4l Files [

Le L

Open I
Carncel |

g

Figure 42: Choose file Screen

15. Select the desired file.

16. Click ___p=n

_Or_

Click Cancel

to return to the previous screen.

Assuming you clicked ﬂl, the file directory path for the file you just chose would now
appear in the File field from the Attachments Screen as follows:

Il Save Attachment

17. Click

The Attachments Screen reappears and displays a confirmation message at the top of the screen:

PCLAIMS Claimant Manual, Version 1.2 (September 2012)

45



Judge Advocate General’s Corps Network (JAGCNet) ACTIONS

Attachments

upload a scanned document or supporting file

The docurnent has been uploaded successfully

= Upload Another Document | &% Close |

Figure 43: Attachments Screen

From the Attachments Screen, you can upload another document or close the Attachments
Screen. To upload another document, simply click the Upload Another Document button and
follow Steps 11-17, above. To close the current screen, simply click the Close button to return to
the New Notice of Loss/Damage Screen.

Assuming you closed the Attachments Screen, the Attachments Screen would reappear with the
item(s) you just entered now displaying on the screen.

To delete an attachment, simply click the checkbox next to the attachment you want to delete and

. Delete selected attachments | .
then click the link. When the Microsoft Internet Explorer Screen

reappears, click the OK button. The item you just deleted no longer appears on the Attachments
Screen.

Because you have now completed all applicable tabs for your notice of loss/damage, the

il 5 M d Submit Lat i i
i1 Save Now and Submit Later and the i Submit to Claim Office buttons appear at the bottom

of the New Notice of Loss/Damage Screen. To save you notice of loss/damage and submit later,
see the To Save Your Notice of Loss/Damage and Submit Later section below. To submit you
notice of loss to the claim office, see the To Submit your Notice of Loss to the Claim Office
section, directly below.
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To Submit Your Notice of Loss to the Claim Office

To submit your notice of loss to the claim office, perform the following steps from the
Attachments Screen:

i Submit to Claim Office

1. Click

To Submit to Claim Office Screen appears:

Submit to Claim Office?

WARNING! Once this Motice is submitted, you cannot make any changes to it. If you
are not finished entering all the details about your loss/damage, wou can save this
notice and submit it at a later time. You have 70 days from the date of delivery to
submit a complete notice.

You have 70 more days to complete and submit this notice of loss

You may access all the notices of loss for review by clicking on the "My Notices of
lossidamage” link on your homepage at any time. If you discover additional loss and
damage after submitting this notice andfor you determine the notice requires changes,
contact the claims office and they will assist you. You may submit additional
supplemental notices up to the 70th day after deliveny .

[fyou have finished entering all the details for the Motice of Loss/Damage, click the "I'm
done. Send it to the Claim Office” button;

+% Cancel % I'm done. Send it to Claim Office

Figure 44: Submit to Claim Office Screen?

To submit your notice of loss, simply read all text on the screen. If you agree with the text, click
the I’m done. Send it to Claim Office button. If you do not agree, click the Cancel button.

Assuming you clicked the I’m done. Send it to Claim Office button, t he Thank You for using
the US Army Online Personal Claims Processing System Screen would appear:
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Personnel CLaims Army Information Management System

Welcome Mr. JONES, JOHN Home | Helpdesk | FAQ
Thank you for using the US Army online Personal Claims Processing system. Quick Links

Your Notice of LossiDamage has heen successfully sent to FT LEWIS

> Submit a Claim ar Natice of
loss/damage

You can access this notice of loss/damage later from the "My Notices of less/damage" section in the navigation links

You will receive a confirmation email shortly with the details of the Notice of Loss/Damage you just submitted.

You can also print a copy of this message for your records

Please note: The notice of [0ss/damage you just submitted is not @ Claim. The claim office will not pay you for the
Motice of loss/damage. You need to submit a Claim corresponding to this Motice of Loss/damage in order to get paid
Steps to submit a Claim for this netice of loss/damage

For technical assistance

1. Open the notice of Inssdamage you just created Contact claims help desk
Phane : 703-585-2561

Email : claimshelp@army. mil

a). By clicking here
or el plaimsneipeEar. i)
. By opening it from the "My Motices of loss/damage” link in the navigation menu

2. Click on the "File a claim now" button at the top of the notice of loss/damage

?
Details of the Notice of Loss/Damage What do you want to do next?

Notice ID ‘
2008-NL-011-0033

Print this page for my records |

Claim Office ‘ Open the notice of loss/damage | just submitted |

ET LEWIS (You can also submit a Claim for this Notice of
Loss/Damage from there)

Submission Time
(09/18/2009 03:43 AM EDT ‘

View all my past notices of lossidamage |

Details of the Claim Office where the Notice is submitted
Address ‘

Ft Lewis
4411 Llewellyn Avenue

View all my past claims. |

Fort Meade MD US 20755

Phone
703-588-2561

Fax
345

This is an official US Department of Army wehbsite
Privacy Policy | FOIA

Figure 45: Thank you for using the US Army Online Personal Claims Processing System Screen

The details about your notice of loss, such as the notice ID, the claim office, and the submission
date and time are prominently displayed on the resultant screen. In addition, please note the

change in the blue status bar indicating that your notice of loss has been successfully sent to your
chosen claim office.

To Save Your Notice of Loss Now and Submit Later

To save your notice of loss now and submit it later, perform the following step from the
Attachments Screen:

1 Click I Save Now and Submit Later

The Thank you for creating the Notice of Loss/Damage through the Online System Screen
appears:
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Personnel CLaims Army Information Management System

[v.5.ARMY |

Welcome Mr. JONES, JOHN

Thank you for creating the Notice of Loss/Damage through the online system

Please note that this Notice of Loss/Damage is not submitted to the Claim Office yet. It is in a Draft sige. You can
access this notice of loss/damage later from the "My Notices of loss/damage” section in the navigation links.

Please make the necessary changes and submit it to the Claim office within 75 days from the date of delivery.
IMPORTANT

‘You may not get compensated if you don't submit the Notice of lossidamage to a Claim Office within 75 days from the date of delivery

2
Details of the Notice of Loss/Damage What do you want to do next?

Home | Helpdesk | FAQ
Quick Links

» Submit a Claim or Notice of
lossidamage

» My Claims

» My Notices of loss/damage

» My Profile

» Office Directory

Ft Lewis \
4411 Llewellyn Avenue

For technical assistance
Print this page for my records
Claim Office ‘ = | Contact claims help desk
FT LEWIS Phone : 703-588-2561
Details of the Claim Office where the Notice is submitted ‘ no lca UL ‘ Email - claimshelp@army.mil
Address
View all my past notices of loss/damage ‘

Fort Meade MD US 20755 ‘ View all my past claims

Phone
703-588-2561

Fax
345

This is an official US Department of Army website
Privacy Policy | FOIA

Figure 46: Thank You for Creating the Notice of Loss/Damage through the Online System Screen

From this screen, you can see details about your notices of loss as well as buttons that let you
perform the following functions:

e Print the notice of loss for your records

e Open the notice of loss you just submitted
e View all past claims

e View all past notice(s) of loss

These functions are described in the sections that follow.

To print the Notice of Loss for your Records

To print the notice of loss for your records, perform the following steps from the Thank You for
Creating the Claim through the Online System Screen:

. Print this page for records
1. Click Hage 1o iy

The Processing Screen appears:
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Processing...

Your request is being processed. Please wait...

Figure 47: Processing Screen

The Claim Report Screen subsequently appears:

f

Circumstances of Loss/Damage

Asmecm 5 55 @ Wowo|[ O Tromm @8- 1[5 0% - @ [|B-[[ - 0| Lono|| =
5
(]
Claim For JONES, S. ()
Status - Draft
Claim Office FTLEWIS (011)
Category A-
Incident Date
Filed Date 992009
Settled Date
Re-opened Date
Phone  555-555-5555
Emal  GENERALIONES@PCLAIMS. GOV E
Total Claimed Total Allowed Total Paid Unit
$0.00 $0.00 $0.00

2. Click

Mo s

The Print Screen appears:

Figure 48: Claim Report Screen
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_Or_

Click

Print 21 x|

r~ Printer

Mame: | Phaser 4500DT-1 PS =l Froperties |

Status:  Feadw Camments and Forms:

Type:  Hemox Phaser 45000 T PS I Docurnent and Stamps j

]

~ Print Range ~ Preview

Lol | E o5 9

" Cument view —

€ Cunent page —

" Pages from: I‘I b I‘I

Subset:l.ﬁ.ll pages in range j [T Feverse pages ) —
— Page Handling

Copies: 1 [¥ Collate 1

Page Scaling: IHeduce ta Printer Marging j

¥ Auto-Rotate and Center
[~ Choose Paper Source by POF page size
=k
™ Pt to fil Urits: Inches Zoom: 95%
[ Print color as black
14101 | —

Printing Tips | Advanced | Ok | Cancel |

Figure 49: Print Screen

3. Click to print your claim.

Cancel

To open the Notice of Loss you just submitted

to return to the previous screen.

ACTIONS

To open the notice of loss you just submitted, perform the following step from the Thank You
for creating the Claim through the Online System Screen (Note: You can also access this notice
of loss/damage by clicking the My Notices of Loss/Damage link from the Quick Links portion of

the screen.).:

1. Click

Open the notice of loss/damage | just submitted

The Notice of Loss/Damage Screen appears:
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Status : Pending Claim Office Review
Notice of Loss/Damage for Ms. WER, TWERT 2(2009-NL-011-0054)

You haven't submitted a Claim for this Notice of Loss/Damage yet.

You have 2 years from the date of delivery to submit a claim for this notice of loss/damage

Claim Office FTLEWIS

1. Shipment Details | | 2. Item Details | | 3. Attachments

Shipment Details

Origin of Shipment

Destination of Shipment
TEST

TEST
PPGBL/Order Number Pickup Date Date of Delivery
12345 09/01/2009 09/22/2009
Carrier/Contractor Details
Code of Service SCAC
CarrieriContractor Ref.No
Name and Address of Carrier/Contractor
Address Carrier Name
JOHM Q. PUBLIC
Phone
Fax

Claimant Contact Details

Address Phone  555-555-5555

Email JOHNQPUBLIC@PCLAIMS GOV
Unit 52345

<l Back |

Thiz is an official US Department of Army website
Privacy Policy | FOIA

Figure 50: Notice of Loss/Damage Screen

NOTICE: You must submit your claim from this notice of loss/damage within two years from
the date of delivery of your household goods. To convert your notice of loss/damage to a claim,
perform the following steps from the Notice of Loss/Damage Screen:

L Click [_ P e ——— _]

The Convert Notice of Loss/Damage Screen appears:
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Convert Notice of Loss/Damage?

You are about to create a claim for this notice of loss/damage. All the items you have

listed in the nofice of loss/damage will be available under the new claim. You can make
changes or add additional items to the claim

Do you want to create a claim for this Nofice of Loss/Damage?

4 No. 1 will file later | w# Yes. File a claim now

Figure 51: Convert Notice of Loss/Damage Screen

5 Click ' Yes. File a claim now |

-Or_

Click 4 No. | will file later

to return to the previous screen.

Assuming you clicked ' Yes. File a claim now

, @ Converting Notice of Loss Status
Screen would momentarily appear, subsequently followed by the following New Claim Screen:
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Status : Draft

New Claim

[‘General | [ 1tems | | shipment | [ tnsurance/FRv | | Attachments | | Need help?

3 You have until September 22, 2011(722 more day(s)) to complete and submit this Claim

Claim Details Dates @ Amounts @
Claim Office FTLEWIS Dt. of Incident 09/2272009 | Amt Claimed  50.00

Branch of Senvice L
SSN XXX-KX-2222

Please describe in your own words how the property was damaged or lost

Insurance Claims and Property Details

DID YOU HAVE PRIVATE INSURAMCE COVERING YOUR PROPERTY? Ciyes O No @
It €s” attach a copy of your policy
HAVE YOU MADE A CLAIM AGAINST YOUR PRIVATE INSURER? Cves CNo @
(If "Yes" attach a copy of your correspondence
HAS A CARRIER OR WAREHOUSE FIRM INVOLVED PAID YOU OR REPAIRED ANY OF YOUR Cves O No
PROPERTY?
(If "v'es" attach a copy of your correspondence with the carrier or warehouse firm
HAVE YOU FILED A CLAIM WITH THE CARRIER? Cyes T No
Claimant Contact Details Click here for help on address format
Unit Phone Email
52345 | [555-5555855 | [JOHHQPUBLIC@PCLAIMS. GOV |
Address1 City State
Address2 Zip Code Country

| I-F'Iease Select- j

Please verify your contact details before submitting to the Claims office

l1 Save Now and Submit Later | Go to next page to enter claim Items [ |

Please go to the next page to enter details about the lost or damaged items

Figure 52: New Claim Screen

NOTICE: Because your newly converted claim is still in a DRAFT status, you must now enter
data in all mandatory fields for this claim and then subsequently submit the claim to the Claims
office; otherwise, your claim will NOT be filed. Please see Section 2.3.1, Submitting a Claim,
above, for a detailed description about how to submit a claim.

To view all Past Claims

To view all past claims, click the corresponding button from the Thank You for Creating the
Claim through the Online System Screen and then go to Section 2.4, Viewing Claims, below.
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To view all Past Notice(s) of Loss

To view all past notice(s) of loss, click the corresponding button from the Thank You for
Creating the Claim through the Online System Screen and then go to Section 2.5, Viewing
Notice(s) of Loss/Damage, below.

2.4 Viewing Claims

To view your claims, perform the following step from the PCLAIMS Homepage screen:

View Claims
Track the status of your past claims

1. Click

The Claims Submitted by Me Screen appears:
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Claims Submitted By Me
1-410f41 First Prev Mext Last
# Claim# Date Filed Claim Office Amount Claimed Status
1 -Hot Assigned Yet- 08/10/2009 Ft Lewis $0 Draft
2 | -Hot Assigned Yet- 08/10/2009 Ft Lewis $0 Draft
3 | Mot Assigned Yet- 08/10/2009 Ft Lewis $0 Draft
4 | Mot Assigned Yet- 08/10/2009 Ft Lewis $0 Draft
5 :Mot Assigned Yet- 0871172009 Ft Lewis $56 Draft
G -Mot Assigned Yet- Ft Lewis %0 Draft
7 | Mot Assigned Yet- Ft Lewis 0 Draft
G | -Mot Assigned Yet- Ft Lewis $0 Draft
9 | Mot Assigned Yet- 05/09/2009 FT LEWIS $0 Draft
10 | :Not Assigned Yet- 05/09/2009 FT LEWIS $0 Draft
11 | 2009-011-0043 081272009 Ft Lewis $1,000 Aweaiting Documentation
12 | 2009-011-0042 08/1272009 Ft Lewis $100 Processing
13 2009-011-0041 0871272009 Ft Lewis $100 Processing
14 | 2009-011-0040 0871272009 Ft Lewis $a00 Processing
15 | 2009-011-0039 08/11/2009 Ft Lewis $1 Open Mew Clairm
16 | 2009-011-0038 03/11/2009 Ft Lewis 125 Payment, emergency partial
17 | 2009-011-0037 081172009 Ft Lewis $100,001 Processing
18 = 2009-011-0036 038/11/2009 Ft Lewis $4 Processing
19 | 2009-011-0035 08/11/2009 Ft Lewis $11.526 Processing
20  2009-011-0034 081172009 Ft Lewis $55 Processing
21  2009-011-0031 0871172009 Ft Leavenwarth $404 543 Transfer Army
22 | 2009.011-0030 0871172009 Ft Lewis $59 Processing
23  2009-011.0029 08/11/2009 Ft Lewis $45 Processing
24  2009.011.0028 08/11/2009 Ft Lewis $34 Processing
25 2009-011-0027 03/11/2009 Ft Leavenwarth pia) Payment, emergency partial
26 | 2009-011-0026 08/1172009 Ft Lewis $0 Processing
27  2009-011-0025 031172009 Ft Lewis 0 Processing
28 | 2009-011-0024 08/10/2009 Ft Lewis $0 Processing
29  2009-011-0023 03/10/2009 Ft Lewis bis} Under Claim Office Review
30 | 2009-011-0022 03/10/2009 Ft Lewis $0 Under Claim Office Review
31  2009-011-0021 03/10/2009 Ft Lewis $0 Open Mew Claim
32 | 2009-011-0020 03/10/2009 Ft Lewis 0 Under Claim Office Review
33 | 2009-011.0019 08/10/2009 Ft Lewis %0 Under Claim Office Review
34  2009.011-0018 03/10/2009 Ft Lewis 0 Open Mew Claim
35 | 2009-011-0017 03/10/2009 Ft Lewis 0 Under Claim Office Review
36 2009-011-0016 08/10/2009 Ft Lewis $0 Under Claim Office Review
37 2009-011-0015 03/10/2009 Ft Lewis $4B Under Claim Office Review
35  2009-011-0014 03/10/2009 Ft Lewis 54 Under Claim Office Review
39 2009-011-0009 03/05/2009 Ft Lewis $0 Processing
40 2009-011-0007 030472009 Ft Lewis 71 Payment, emergency partial
41  2009-011-0006 08/04/2009 Ft Lewis $0 Processing
This is an official US Department of Army website
Privacy Policy | FOIA

Figure 53: Claims Submitted by Me Screen

From this screen, you can view a list of all claims you have submitted. To view a specific claim,
simply click the associated claim number hyperlink from the Claim # column.

2.5 Viewing Notices of Loss/Damage

To view your notice(s) of loss/damage, perform the following step from the PCLAIMS
Homepage Screen:
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View Notices of Ioss!damage.

Track the status of your past notice{s)
of loss/damage

1. Click

The Notice(s) of Loss/Damage Submitted by Me Screen appears:

[ R S SR R+

w

11
12
13
14
15
16
17
13

Notice#

-Mot Assigned Yet-
2009-NL-011-0030
2009-NL-011-0017
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Figure 54: Notice(s) of Loss/Damage Submitted by Me Screen

ACTIONS

From this screen, you can view a list of all notice(s) of loss/damage you have submitted. To view
a specific notice(s) of loss/damage, simply click the associated notice number hyperlink from the

Notice # column.
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