
Reporting a Claim in the TWIA Agent Portal 

1. Log in to the TWIA Agent Portal.

2. Select ‘Claims’ on the landing page.

3. Next, select “File A Claim.’

4. Enter the date of loss. This will open up more fields on the screen.



5. After entering the date of loss, you may either provide a policy number or search
for a policy (by entering the policyholder’s name, insured location or policy
mailing address. In this example, we are searching by policy number.

6. Enter the policy number, verify the information returned and then select ‘Next.’



7. Verify the main contact information and the best ways for Claims to communicate
with the policyholder. When ready to proceed, select ‘Next.’

8. Next, enter the loss details where indicated. Select ‘Next’ to continue.



9. Enter the information requested on the Additional Loss Details screen. Select
‘Next’ to continue.

10. On the Additional Information screen, you may upload documents if needed (please
see the final page of this job aid for assistance uploading documents) and you may
also identify if anyone else is involved in the claim. When ready to proceed, select ‘Next.’



11. The Summary screen shows the basic information about the claim you are
submitting. You may also send a message to TWIA on this screen. When ready,
select ‘Submit Claim.’

12. The claim has been submitted.



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. 
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