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Dashboard 
The Client Level dashboard will provide a brief overview of your program with Lodestar 
Claims & Risk Service, Inc. and links to specific claims. 

 

 
Announcements 
There is an area for announcements at the top of the screen where we will notify you 
of system enhancements, scheduled maintenance, or upcoming events and 
webinars. 

 
KPI Metrics 
This section contains statistics on new claims reported, closed claims, claims in suit, 
and closing ratio. 

 
My Tasks, Recent Claim, and Watch List 
Click the claim number link in any section to view the claim details. 

 
My Diary – Lists your tasks/diary items 
Recent Claims – Lists the 10 most recently filed claims 
Watch List – Claims you have flagged as favorites 
Drafts that were entered by me – Lists draft claims that you have not yet submitted 
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Claims by Year 
 

Shows claim experience for the last 10 years. Hover over information in the graph for 
more detail. 

 

 
Top 10 Claims 
Lists the top 10 claims and top 10 open claims based on total incurred. Click on the 
claim number to view the claim details. 
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Claim Summary 
Provides a quick overview of your program. Click on the line of business link to 
navigate to a list of claims for that line of business. 

 
Filter Options 
The filter options appear at the top of the screen. To apply filters to the dashboard, 
enter the desired parameters and click Apply Options. Click the Refresh Data link to 
clear the filters. 

 

 
More 
Click the More button for additional options including scheduling the dashboard for 
automated delivery via email. Detailed instructions for creating a schedule are 
available in the Reports section of this guide. 
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Tasks 
Tasks are follow-up items or diaries that can be created on any claim. To create a task 
within a claim, click on New in the Open Tasks section in the upper right corner of the 
claim screen. The owner/backup owner will receive an email reminder on the day the 
task is due. 
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The New Task screen will display. Your name will default as the Owner of the task. If 
you would like, you can change the Owner to another member of your team who has 
access to the claim. You can also set a Backup Owner in the event you are not 
available on the date you scheduled the reminder. Please note, you can only set 
Tasks for a member of your team who has access to the claim. You cannot set a Task 
for the adjuster. Click Save Changes when you have finished setting the Task. The 
Task will now appear in the Open Tasks section of the claim and on any Task/Diary list 
within RadiusR. 
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Personal Notes 
You can add documentation for yourself on any claim by entering a Personal Note. 
This note is only for you and does not become part of the official claim file. Click +New 
Personal Note. Enter the information for the Personal Note and click Save Changes. 
The note will now appear in the Personal Notes section of the claim screen. 
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Claim Search 
Hover over the All Claims menu item and then click All Claims to see a list of 
available claims. 

 
 

The claim search screen is composed of six sections. 

 
Section A – Claim List 
All claims that meet your search criteria will be listed here. To resort the list, click on 
any column heading to sort in ascending order. Click a second time to sort in 
descending order. To view the details of any claim, click on the blue claim number. If 
you click on a blue location, you will see a list of all claims for that location. 

 
Section B – Filter By 
To look up a claim by claim number or for a quick one-time claim search, enter your 
search criteria in the Filter By section and click Search. Your Claim will now display 
claims meeting your search criteria. Click Advanced Search to apply filters to 
additional fields. 

Section C – List criteria and columns 
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If you know you will be searching using the same criteria on a regular basis you can 
create a repeatable Claim View. To do this, click Edit criteria then select the fields 
desired and apply the filters you would like to use. You can apply more than one filter 
at a time.
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For example, if you want a list of open Lost Time claims that occurred in the current year, you can 
enter the criteria in the Advanced Search box as detailed below. Once you have entered all the 
criteria desired, click the Apply Filter button. 

 

You will see that your claim list now contains only claims meeting your filter criteria. 
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To save this claim view for future use, click Save. The Save the current view screen will 
appear. Name your view and click Save View. 

 
You will now see your saved view listed in the Claim Views section. 

 

 
Section D – Claim Views 
To instantly apply filters from a saved view, click the name of the saved Claim View 
from the list. 

Section E – Recently Viewed 
This section will display the claims you viewed most recently. Click on any claim in 
the list to view it again. 

Section F – New Claim Button and More Drop-Down List 
Click the New Claim button for a shortcut to New Claim Entry. Click the More button 
for additional options like downloading your claim list to Excel. 
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Claim View 
Workers’ Compensation 

 
You will see a banner at the top of the claim screen with the account name, claim 
number, and loss date. You will also see an open star icon by default next to the loss 
date. Click the star icon to flag this claim as a favorite. Favorite claims will appear on 
the Watch List on your dashboard and will be listed in the Favorites view in the Claim 
Views section of the Claim Search screen. 

 

 

Scroll through the screen to view the details of the claim. Click the Jump To button in 
the upper right corner to display a list of the sections within the claim. Click on any 
section title to navigate directly to that section. 
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Notes and Document Links 

 

Click View EFR Document to display the Employer’s First Report of Injury. 

 
Log Notes 
The View Log Notes link will provide a list of notes from Adjusters, Supervisors, 
Nurses, Client Service staff, and others. Log Notes will be listed in descending order 
by entry date with the most recent note listed first. While the notes are numbered, 
there may be gaps in the numbering. This is normal. When you click the View Log 
Notes link, the Log Notes screen will open in a separate tab. If you would like to view a 
subset of the Log Notes, you can filter by Category, Topic, date range, or any 
combination of these items. Enter your criteria and click Search to view the Log Notes 
meeting your criteria. To return to a list of all Log Notes, click Reset and then click 
Search. 

 
 
 



This presentation and the information set forth herein have been prepared by and is the property of Lodestar. You should not share, distribute, 
copy, republish, or reproduce any portion of this presentation without prior express written consent from Lodestar. © 2026 Lodestar Claims & 

Risk Services, Inc. 
   

 Lodestar Data Classification: Confidential 

 

Common Abbreviations 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

A/A auto accident 
ACR Account Claims Representative 
ALOD actual length of disability 
ADA Americans with Disabilities Act 
ADJ adjuster 
A/P action plan 
AWW average weekly wage 
BRC Benefits Review Conference 
CA Claims Administrator 
CCU Cost Containment Unit 
CLMT claimant 
CM Case Manager 
CMU Commercial Market Underwriting 
COC Corporate Operations Center (Blue Bell / 

Home Office) 
CPC Corporate Processing Center 
C/R, CR comp rate 
CSA Claims Service Adjuster 
CSC Customer Service Center 
CSM Claims Service Manager 
CSR Customer Service Representation 
D/A Date of Accident 
D/H Date of Hire 
DMC Disability Management Coordinator 
DME durable medical equipment 
DR doctor 
EE employee 
EFR employers first report 
ELOD estimated length of disability 
EOB explanation of benefits 
EOR explanation of review 
ER Employer or Emergency Room 
FCE functional capacity evaluation 
FD full duty 
F/F full / final settlement 
FNOI first notice of injury 
FNOL first notice of loss 
F/U follow up 
FX fracture 
HX history 
IDM Integrated Disability Management 
IME Independent Medical Exam 
IV Insured Vehicle 
IW injured worker 
INS, 
INSD 

insured 

 

L/D light duty 
LM left message 
LMTC left message to call 
LTD long term disability 
MMI maximum medical improvement 
MO medical only 
MVA motor vehicle accident 
NICB National Insurance Crime Bureau 
OD occupational disease 
OOW out of work 
OTC over the counter (medications) 
OV Other Vehicle 
PAL Property/Auto/Liability 
P&C Property & Casualty 
PC, Phys 
caps 

physical capabilities form 

PMSI Prescription Medical Services, Inc. 
POA plan of action 
PPD permanent partial disability 
PPN Preferred Provider Network 
PPO Preferred Provider Organization 
PPS Prescription Processing Services 
P/R police report 
PRN patient return is necessary 
PT perm total 
PT physical therapy 
R/C return the phone call 
RMS Risk Management Services 
R/O rule out 
ROM range of motion 
RTW return to work 
RX prescription 
SIU Special Investigative Unit 
SLOD standard length of disability 
SMO Specialized Medical Only 
STD short term disability 
S/W spoke with 
SX surgery 
TPA third party administrator (self-insured) 
TTD Temporary total disability 
TX treatment 
UCR Usual/customary/reasonable rates 
VM voice mail 
VOE verification of employment 
W/P waiting period 
WRI work related injury 
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Contact Information 
 

Click on the email address for the Claim Professional or Claim Supervisor to initiate 
an email in your default email application. 

 
Claim Information/OSHA Outcome 
The claim information section contains fields including Claim Status, Jurisdictional 
Claim Number, Compensability Decision, and Subrogation Status. 

 
Users with access to the optional OSHA Recordkeeping Tool will see the OSHA Most 
Serious Outcome field. The value in this field is calculated based on information 
contained in the values in the Date of Death, Lost Days, and Restricted Days fields. 
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Loss Information 
 

Hover over the eye icon next to the Claim Reporting Location to view a map of the 
reporting location. 

 

Click on the Claim Reporting Location link to view additional information about the 
reporting location, including a list of recent claims and a summary of claims for the 
current calendar year. You can also add Personal Notes specific to the location in 
this section. 
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Event Location Information and Important Claim Dates 
The Event Location section includes the address where the loss occurred. 

Important dates related to the loss are listed in the Claim Dates section. 

 
Injured Worker Information 
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Body Part 
All accepted and denied body parts will be listed in this section. For additional, details 
click on the Order link for the body part. 

Litigation 
All litigation matters will be listed in this section. Click on the link in the Case Caption 
for additional details. 
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Work Status, Benefit Status, Length of Disability and Weekly Benefit Rate 
These sections will display if applicable for the claim. Click on the link for any record to see 

additional information. 
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Financials 
 

A financial overview of the claim will appear in the Current Financials Section. 
 

Click the Prior Valuation link to view the financial information as of a prior date. Enter 
the valuation date desired and click the Refresh button. 

 

 
The grid will now reflect the financials as of the requested valuation date. To return to 
the original grid, click the Cancel button. 

 
Please note, if the requested Valuation Date is prior to the date Lodestar began 
handling the claim, the Incurred and Reserve values may be understated. 
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To view the history of the claim, click on the Show Graph link. Hover over the 
elements of the graph to view additional detail. Click Show Table to return to the 
original financial grid. 

 
Recent Transaction History 

 
This section will list all financial transactions – payments, reserves, and recoveries.  
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Click on the link in the Transaction Type to view additional details about the 
transaction. 
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Click the All Transactions link to apply filters to the transaction list or search for a 
specific transaction. 

 

Use the options under the More button to export a list of all transactions or your 
filtered list of transactions. 
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Claim View 
Auto 

Claim vs Occurrence 
 

Individual loss lines for a casualty loss are set up as claims and roll up to an 
occurrence. The occurrence is represented by a 10-digit number. The claim number 
for each loss line (claim) will begin with the 10-digit occurrence number followed by a 
dash and then the exposure number. 

 
Claim 

 

Click the link in the Lodestar Claim Number to view the Occurrence information. 
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Occurrence 
 

When you view information at the occurrence level all claims, financials, and 
payments will be listed. To view the individual information related to the claim, click 
on the claim number. 
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Claim View 
General Liability 
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Reports 

Hover over the Reports & Templates menu item and click All Reports. 
 

Narrow the list of reports using the Filter By search feature. For example, enter WC in 
the name field to see a list of Workers’ Compensation reports or enter Payment for a 
list of payment reports. Click Search. Click on the report you would like to generate. 

 

Although you can click the Run Report button to generate the report, this may take 
some time to process. We recommend using one of the alternative methods listed 
below. 
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Click the More button for additional options. 

 
Export 
Export the report to a desired format. 

 
Email Report 
Generate the report in the background while you work on other items. The report will 
be emailed to you when ready. This feature should be used to send reports that are 
needed once. If you want to email the report on a regular basis, use the Add Schedule 
feature. 

Send To – Select “Me” to send the report to yourself or select Email List to create and 
enter a list of email recipients. 

 
Format – Determine if you would like a PDF, Excel, or Word version of the report. 
Please note that some reports lend themselves to certain formats. For example, the 
WC Loss Run Data Summary should be generated as Excel where a report with 
limited information may work best as a PDF. 

 
Email – Your email will appear in the Reply To Address. Edit the subject and body of 
the email if desired. 

When you are ready to generate the report, click Email Report. 
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Add Schedule 
You can schedule reports for regular delivery to yourself and/or other individuals. 

 
 

Frequency 
Most common selections would be Daily, Weekly, or Monthly. There is also an option 
for One Time and Every Other Week. 

Run On 
Review the Run On options. For example, if you would like to schedule the report to 
run on a quarterly basis, select January, April, July, and October. Select when you 
would like the report to run. You can select a date like the 1st of the month, or you can 
select a day of the week like the 1st Monday of the month. 

Schedule Start/End 
Add a start and end date for the schedule for this report. You may also enter a brief 
description here. 
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Send To 
Select “Me” to send the report to yourself or select Email List to create and enter a list 
of email recipients.
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Format 
Determine if you would like a PDF, Excel, or Word version of the report. Please note that 
some reports lend themselves to certain formats. For example, the WC Loss Run Data 
Summary should be generated as Excel where a report with limited information may 
work best as a PDF. There are also options for Excel and CSV data extract formats. 

If No Data 
Determine what you would like the system to do if your report does not contain any data. 

• Send Report – Sends a blank report 
• Do Nothing – Does not generate an email (not recommended) 
• Send Email Indicating No Data – Sends an email to the recipient letting them 

know there was no data meeting the criteria for the report. We recommend 
selecting this option. 

 
Email 
Your email will appear in the Reply To Address. Edit the subject and body of the email 
to make it more meaningful to you and the recipient. 

 
Additional Reports to Include 
You can include additional reports in this email schedule. Click Add Report and select 
the report(s) you would like to include. The report will be listed in the Additional reports 
section. Click the format drop down to modify the format of the report. 

 
When finished, click Save Schedule. 
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Editing Report Criteria 
Please note, you cannot make changes to the default reports, but you can create a 
copy for yourself and modify the copy. 

 
Select the standard report you would like to change. From the More menu, select 
Copy Report. 

Enter a name for the new report in the Report Name field. 

 
 

Filters 
Applying filters limits the information included in the report. For example, you can 
select claims for specific locations, claim types, claim status(es), or a combination 
of these. To modify the filters, click Edit Filter. 
 
Click Select A Field and search for the field you would like to use as a filter. Click your 
selection. 
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Add your criteria to the filter and click the Apply Filter button. 
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You will see your selection has been added to the filter criteria. 
 

If you have created a Claim View that you would also like to use for reports, you can 
apply it as a filter. Simply select the view from the Use Saved View drop-down. 

 
Other Report Options 
You can determine how you would like information to be grouped and sorted within 
the report. You can also determine date ranges if applicable. You can enter the actual 
date or set the report to use a monthly or weekly date range. 
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When you have finished modifying your report, click Save Changes. Your report will 
now be available in the report list. You can run it as needed or schedule it for delivery. 
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Viewing Report Schedules 
 

To view your scheduled reports, click All Report Schedules under the Reports & 

Templates menu item. 
 

You will see a list of all active report schedules, including the last and next run dates. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



This presentation and the information set forth herein have been prepared by and is the property of Lodestar. You should not share, distribute, 
copy, republish, or reproduce any portion of this presentation without prior express written consent from Lodestar. © 2026 Lodestar Claims & 

Risk Services, Inc. 
   

 Lodestar Data Classification: Confidential 

 

OSHA Recordkeeping 
 

OSHA Reporting Establishment Management 

 
Each unique entry will generate a new OSHA log and summary when you create the 
OSHA 300 and OSHA 300 A reports. To create or manage establishment information, 
click the OSHA menu item and select OSHA Reporting Establishment Management. 

 

 
Adding a New Establishment 

Click the New OSHA Establishment Management button. 
 

Enter information about the OSHA Establishment and click Save Changes. 
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You will see an indicator that your changes were successful. 
 

Additional sections will now be available for the new establishment. 
 

Reports – Provides links to generate the OSHA logs or ITA csv files for uploading to the 
OSHA website. 

 
Headcount and Working Hours – Enter the current year and then complete the 
annual average number of employees in the Headcount field and the total hours 
worked by all employees in the Hours Worked field. Click the Plus icon. Please note, 
you will need to enter a new record for Headcount and Hours Worked for each 
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establishment every year
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Managing OSHA Data 
 

If you are using RadiusR to maintain your OSHA log(s), you can update information for 
specific incidents directly from the claim screen. 

 
Search for the claim desired in the Claim Search screen. Select the Claim Number to 
view the claim screen, then click the Manage OSHA Data button. 

 
 
 

Review the OSHA details of the claim and update as needed. Please note, some 
critical claim fields like loss date and injured worker name cannot be edited in the 
Manage OSHA Data screen. If a change should be made to one of these fields, please 
contact your adjuster and ask them to update the claim. Once the change is made 
and visible in the claim screen in RadiusR, it will be reflected in the OSHA record as 
well. 
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Excluding Non-Recordables and Updating Privacy 
Following the OSHA recordkeeping guidelines, determine if the claim is recordable. 
Select No in the OSHA Recordable field to exclude a non-recordable case from the 
log. 

To mark a case as a Privacy case, select Yes in the OSHA Privacy Case field. Selecting 
Yes will display “Privacy Case”, rather than the employee’s name when you print the 
log. 

 
 

Updating Cases 
Confirm the Employee Information, Physician Information, and Descriptions are all correct. 

 
Establishment Information 
Review the OSHA Establishment name for the claim. To move this claim to a different 
establishment, click the magnifying glass to view a list of establishments. Click the 
Location Number link to select the desired establishment. If you do not see the 
Establishment needed, return to the OSHA Reporting Establishment Management 
section to create a new Establishment. 

 

 
Classify the Case 
Select the appropriate OSHA code. 
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The best way to track Lost Days and Restricted Days is to add information to the Lost 
Time Detail section. This will allow you to keep detailed records of the days the 
employee was out of work or on restriction. It will also ensure accurate totals, 
particularly if the employee is on intermittent leave. To add information to this 
section, click +Add Lost Time Detail. 
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The New Lost Time Detail screen will appear. Enter the first day the employee was 
out of work in the Start Date. Enter the last day the employee was out of work as the 
End Date. In the Lost Time Type, select Lost Days or Restricted Days. If you would like 
to add a note for your records, complete the Comments field. Click Save Changes. 

 

Confirmation that your changes were saved will appear at the top of the screen. 
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Total Lost and Restricted days will appear in the Lost/Restricted Days section. The 
detailed information will be listed in the Lost Time Detail section. Click on the Start 
Date in the Lost Time Detail grid to view additional details about the record. 
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OSHA Reports 

 
OSHA 300A CSV and OSHA 300/301 CSV for all Establishments 

 
 
 
 
 
 

 
Click the OSHA menu item and select the report you want to generate. Enter the 
calendar year and click Submit. 

 
 
 
 
 
 

You will see a notification that the report has been requested and will receive an email 
with the csv file. 
 

 
 
 

 
The email may list potential validation errors that should be reviewed prior to submitting 
the CSV to OSHA. If your report contains validation errors, please review and correct 
the items noted. 
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OSHA 300 and OSHA 300A 
Select any establishment. Under the Reports section, click the OSHA Logs link. 
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1. Select Establishments – Click the magnifying glass to open the OSHA 
Reporting Establishments selection window. 

Check the box next to Establishment Name to Select all establishments. Click Done 
Selecting. 

 

2. Report Year From/Report Year To – Enter the year for the report. 
3. Select the report(s) and format(s) desired. 

 
4. Click Generate Log(s). 

 
The OSHA Logs will appear in a zip file in your downloaded item in your browser. 

 
Be sure to save the files with your other OSHA information on your local or network drive. 

 

Claim Reporting 
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Hover over the Enter New Claim menu item and then click + New Claim to file a new 
claim. To continue working on a claim draft from a prior session, click the temporary 
Claim Number listed in the Claims in Draft Status list. 

 
 
 

You will see the New Claim Coverage screen. Select the coverage desired. Please 
note, your coverage selections will be limited to the coverage available for the 
selected account number. 

 
 

Select the coverage desired. 
 

After selecting the coverage needed, you will see the entry screen for that coverage. 

Required Fields are listed in bold font and contain an asterisk (*).
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Please note the buttons under the Submitter Details. 

 
• Click Submission Complete to submit your claim. 
• Click Save Progress to save a draft of the claim. Your entry will be assigned a 

temporary claim number will it remains in draft status. You will be able to 
come back to complete the claim later. Drafts will be automatically deleted 
after 30 days. If your claim remains in draft status for an extended period, you 
will receive email reminders at 7 and 28 days. 

• Return to Coverage Screen will bring you back to the coverage selection screen. 
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Workers’ Compensation Claims 
 
 

Employee Information 

 
 

Complete as much information about the injured worker as possible. Adding contact 
information like home phone, mobile phone, and email address, when available, will 
allow multiple options for communication between the adjuster and the injured 
worker. 

 
Fields with an arrow  or a magnifying glass icon contain a list of predefined 
values. Click the arrow or magnifying glass to see a list of available options for that 
field. Fields with a magnifying glass, like Location of Loss, allow you to type a portion 
of the name or code to narrow the list of options. For more details, refer to the Helpful 
Hints section at the end of this guide. 
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Occurrence Information 

 
 

Body Part (Fingers or Toes) 
For claims with a Body Part of Fingers or Toes, an additional drop-down will appear. 
Select the affected finger or toe from the list. If unknown, select one and then provide 
Comments on the Claim Submission page to indicate the actual toe or finger is 
currently unknown. 
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Injury Information 

 

Work Week Type 

Standard 
The default for Work Week Type is Standard. Standard applies when the employee 
works five days per week and the work days are Monday – Friday. 

Fixed 
Fixed indicates that the employee works a fixed schedule, but the days worked are 
not Monday – Friday. When selected, Work Days Scheduled becomes required. The 
default for Work Days Scheduled is blank and you will need to indicate the days the 
employee works (for example, an employee may only work Monday, Wednesday, and 
Friday or they may work a five-day week, but the days worked are Wednesday – 
Sunday). 

 
Varied 
When selected, the Days Worked Per Week field, rather than the Work Days 
Scheduled field, becomes required. Since the work days vary there is no need to 
complete Work Days Scheduled. You should indicate the number of days the 
employee works each week in the Days Worked Per Week field. If the days worked 
per week is not consistent, indicate the average number of days per week. 
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Loss Location/Primary Physical Work Location 
 

 
 

Where did injury/illness occur? is a freeform field. Use this field to indicate the 
specific location of the injury such as “Rear stairwell” or “Patient Room 27A”. 

Check the Make Loss Location same as Claim Reporting Location box if the injury 
occurred at the same physical address as the loss location. If not, complete the 
address. 

If the injured worker’s primary physical work location is the same as the loss location 
address, check the box. If not, complete the address. If the primary physical work 
location is unknown, check the Primary Work Location Unknown box. 

 
Complete the Medical Attention Required field. If you are unsure, select Unknown. 
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Physician/Health Care Provider and Hospital/Provider Information 
 

If you know the injured work was treated at an occupation health center, clinic, or 
hospital, expand the appropriate section and complete the provider information. Any 
information you can provide will be helpful. 

 

Preparer and Contact Information 

 
Your name and phone number will prefill in the Preparer section. Please complete 
the Employer Contact Information if we should reach out to someone other than 
you to discuss the claim. 
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Witness Information 
 

Please expand and complete the witness information section if there were witnesses 
to the injury. 

Claim Submission 

 
 

Type any additional information about the claim in the Comments box. Your 
comments will become the first Log Note in the file. Treat this information as legally 
discoverable. 

Check the Record Only box when the claim is for informational purposes only. 
Record Only claims will not be assigned to an adjuster. 

 
For Workers’ Compensation, this means an injured worker will not be seeking medical 
treatment and will not be losing any time from work. If you submit a Record Only claim, 
and the situation changes, please contact us at 888-476-2669 to have the claim 
assigned to an adjuster. 
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Claim Information Email 

 
 

You will automatically receive an email copy of the claim information provided. This 
email will include our claim number. If you would like to send a copy of the claim 
information to someone else, enter the email address in the Additional Emails to 
copy on Notification field. Your employer may have a standard distribution list for 
these new claim emails. If so, you will see email address(es) in the Account Level or 
Location Distribution List. 
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Claim Submission and Uploading Documents 

 
Claim Submission 

 
When you are finished, click Submission Complete at the top or bottom of the page. 

 
 

After clicking Submission Complete, you may see a notification indicating missing 
required fields. If so, complete the missing information and click Submission 
Complete to file the claim. 
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You will see a notification that your claim was saved successfully. To view the 
Lodestar claim number, click the Click Here to obtain the Lodestar Claim Number 
button. The claim number will appear in the blue banner next to the account name 
and number. Please note, even if you do not click that button, the Lodestar Claim 
Number will be assigned and will be included in the email notification. 
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Uploading Documents 
 

To submit additional documentation, such as internal investigation reports, 
surveillance footage, medical reports, or photographs, click the Upload File link. 

 
 

Click the Choose File button to upload a single document or the Upload Multiple Files 
button to attach multiple documents. 

 
 

The File Explorer window will open. Navigate to the folder where you have stored the 
document(s) you want to upload. Select the file(s) you would like to submit and click 
Open. Please note, your corporate IT policy may prohibit this step. In that case, you 
can email your document(s) to Lodestar at claimsmail@lodestar.com. Be sure to 
include the claim number in the subject line. 

mailto:claimsmail@lodestar.com.
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When uploading a single document, the name of the selected document will appear 
next to the Choose File button. Click Save to upload the document. 
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. 
 

When uploading multiple documents, the name of the documents will appear in the 
list under the Click or Drag & Drop Files box. Click Start Upload to upload the 
documents. 

 

 
When the upload is complete, you can attach more files, close the application, or 
enter a new claim. 

Any documents uploaded will be scanned for viruses. You will see the status of the 
virus scan in parentheses after the file name. 
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Auto Claims 
 
 

Loss Information 

 

Insured Vehicle/Insured Driver Information 
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Insured Vehicle Owner/Insured Vehicle Damage Information 

 

 
Property Damage Information 
To report property damage, select Property Damage. 
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Property Damage Information 
To report other vehicle damage, select Vehicle Damage. 

 

 
Property/Other Vehicle Damage Information 
Describe damage to the property or other vehicle and include estimate information if 
available. 
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Party Information 
Expand and complete information for Party 1 and Party 2, if details are available. 

 

Witness Information 
Expand and complete information for Witness 1 and Witness 2, if details are available. 

 

 
Reporting Party Information 
Complete reporting party information, if available. 
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This presentation and the information set forth herein have been prepared by and is the property of Lodestar. You should not share, distribute, 
copy, republish, or reproduce any portion of this presentation without prior express written consent from Lodestar. © 2026 Lodestar Claims & 

Risk Services, Inc. 
   

 Lodestar Data Classification: Confidential 

 

Claim Submission 

 
 

Type any additional information about the claim in the Comments box. Your 
comments will become the first Log Note in the file. Treat this information as legally 
discoverable. 

Check the Record Only box when the claim is for informational purposes only. 
Record Only claims will not be assigned to an adjuster. 

 
Claim Information Email 

You will automatically receive an email copy of the claim information provided. This 
email will include our claim number. If you would like to send a copy of the claim 
information to someone else, enter the email address in the Additional Emails to 
copy on Notification field. Your employer may have a standard distribution list for 
these new claim emails. If so, you will see email address(es) in the Account Level or 
Location Distribution List. 

 
When you are finished, click Submission Complete at the top or bottom of the page. 
You will then receive the Lodestar claim number and can upload documents. 
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Property Claims 
 
 

Loss Information 
 

 

 
Claim Submission 

 
 

Type any additional information about the claim in the Comments box. Your 
comments will become the first Log Note in the file. Treat this information as legally 
discoverable. 

Check the Record Only box when the claim is for informational purposes only. 
Record Only claims will not be assigned to an adjuster. 
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Claim Information Email 

 
 

You will automatically receive an email copy of the claim information provided. This 
email will include our claim number. If you would like to send a copy of the claim 
information to someone else, enter the email address in the Additional Emails to 
copy on Notification field. Your employer may have a standard distribution list for 
these new claim emails. If so, you will see email address(es) in the Account Level or 
Location Distribution List. 

When you are finished, click Submission Complete at the top or bottom of the page. 
You will then receive the Lodestar claim number and can upload documents. 
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General Liability Claims 
 
 

Loss Information 

 

Claimant Information 

 



This presentation and the information set forth herein have been prepared by and is the property of Lodestar. You should not share, distribute, 
copy, republish, or reproduce any portion of this presentation without prior express written consent from Lodestar. © 2026 Lodestar Claims & 

Risk Services, Inc. 
   

 Lodestar Data Classification: Confidential 

 

Property Damage Information 
To report property damage, select Property Damage. 

 

Vehicle Damage Information 
To report vehicle damage, select Vehicle Damage. 

 

Property/Vehicle Damage Information 
Describe damage to the property or other vehicle and include estimate information, if 
available. 

 

 
Witness Information 
Expand and complete information for Witness 1 and Witness 2, if details are available. 
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Reporting Party Information 

 

 
Claim Submission 

 
 

Type any additional information about the claim in the Comments box. Your 
comments will become the first Log Note in the file. Treat this information as legally 
discoverable. 

Check the Record Only box when the claim is for informational purposes only. 
Record Only claims will not be assigned to an adjuster. 
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Claim Information Email 

 
 

You will automatically receive an email copy of the claim information provided. This 
email will include our claim number. If you would like to send a copy of the claim 
information to someone else, enter the email address in the Additional Emails to 
copy on Notification field. Your employer may have a standard distribution list for 
these new claim emails. If so, you will see email address(es) in the Account Level or 
Location Distribution List. 

When you are finished, click Submission Complete at the top or bottom of the page. 
You will then receive the Lodestar claim number and can upload documents. 
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Helpful Hints 
 

Claim Reporting 
 

Fields with an arrow or a magnifying glass icon contain a list of predefined 

values. For fields with an arrow, click the arrow to display a list of options. 

 
 
 
 
 
 
 
 
 

To search for a value in a field with the magnifying glass, click the magnifying glass to 
view the full list of options and click the blue item desired. 

 
 

For a smaller list of options, type a portion of the name or code and select the value 
desired. 
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Date fields are indicated by a calendar icon. You can click on the calendar icon to 
select a date or, if you prefer, you can enter the date manually using the 4-digit year. 
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Multiple Accounts 
 

If you have access to multiple accounts and would like to switch to a different account, 
click the drop-down at the top of the screen. You can search or select from anything 
listed in the drop-down or click Go to Account Level to see a list of options. 
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