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SUBMITTING AN APPLICATION FOR BENEFITS 

• Go to Apply for Benefits

• Select Start Application

Once you select Start Application, the application form is ready to complete.  Please note, all 
Highlighted Fields are a requirement. 
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In the sections labeled “Injuries” & “Questionaire” please choose from the drop down menu.  If 
you select No, you may proceed to the next question.  If you choose Yes, you may be asked an 
additional question.  For example: 

The first question asks if you were treated by a Medical Provider?  If you answer YES to this 
question, an additional box will pop up and asks for the following: 

The next step is to select “+ Add Medical Provider.” 
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Once you select + Add Medical Provider, you will see a box to enter the information and click 
Update.   

Additional information may be requested throughout the remainder of the application.  Once 
you have completed all the questions, please type in the Captcha and click Submit.  

Once you click submit, you will see the following box if you do not enter an email address in the 
application.  Your claim number will be delivered by USPS mail and will take longer to deliver. 
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Click Ok or enter an email address to proceed.  The next pop-up box will appear: 

Click OK to continue to the signing process.  The next pop-up box will 
appear:

Click Sign Application.    

The next pop-up box will appear: 



Click the box to agree to DocuSign and then click continue. Then follow the steps for 
signing and hit Proceed when finished.

You can click on the signed application to download a copy for your records.

You can then add another occupant or complete and exit.
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If you are having trouble downloading the document, you may need to update your browser to 
allow pop-ups. 

Direction to allow pop-ups: 

Chrome: 

1. On your computer, open Chrome.
2. At the top right, click More. Settings.
3. Under “Privacy and security,” click Site settings.
4. Click Pop–ups and redirects.
5. At the top, turn the setting to Allowed or Blocked.

Microsoft Edge: 

1. Click the Settings and more… button.
2. Click Settings.
3. Click Privacy & security.
4. Scroll down to Security.
5. Click the Block pop-ups switch to toggle it between Off and On.

1. Note: Set this option to Off to disable the pop-up blocker or On
to enable it.

Microsoft Internet Explorer 10/11 (Windows 7/8) 

1. Open Internet Explorer.
2. From the Tools menu, select Pop–up Blocker → Pop–up 

Blocker Settings. The Pop–up Blocker Settings dialog box opens. 
3. Click Add. The selected website is added to the list of Allowed sites.
4. Click Close to close the Pop–up Blocker Settings dialog box.

Once the Application has been signed, click on Upload. 
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Next Pop-Up: 

Choose “Claims” as the Department Group, the Department will default to “Claims.” 

In the Type Drop down, you will choose “Signed Application.” 

Select Files: Choose your document. 

Select Upload.  Complete and Exit.  Your Application has been submitted. 
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