
Reporting a Claim as a TFPA Agent 
This job aid illustrates how to report a claim in Agent Gateway.  

1. Navigate to the policy you want to file the claim on and select “Claims.”

2. Select, “File a Claim.”

3. Enter the date of loss where indicated.

4. Verify the information returned. When ready to move on, select “Next.”



5. Enter the requested information (some information will prefill) in all of the fields
with a red asterisk * next to them. When ready to continue, select “Next.”

6. Enter the details on the Loss Details screen. When ready to continue, select "Next.”

7. Enter the additional loss details. When ready to advance to the next screen, select
"Next.”



9. On the Summary screen, verify the information returned. When ready, select
‘Submit Claim."

10. The claim has been submitted.

8. Complete the additional information if anything additional applies. Select, “Next”
to continue. If you need assistance uploading any supporting documents to Claims,
the walk-through is found on the final page of this job aid.



To upload documents to the first notice of loss, select ‘+Upload Documents.’ 

This will open Word. Search for the document you want to upload to TWIA 
Claims and select ‘Open.’  

You will now see the document listed under Claim documents. 




