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How to filter your claims

Introduction

New features

1. We have added ‘Triage category’ as a new column and removed ‘Policy holder’. 

2. You can manually click to expand or shrink each column (e.g., expand the ‘Incident description’ column). 

New field/column ‘Triage 
category’. 

Change the size of any column 
by clicking on the grey line and 
dragging to shrink or expand. 

Triage Category Definitions

1. Actual: the insurance policy has been triggered and a claim for 

compensation or request for coverage under the policy has been made

2. Potential: assessed by VMIA as likely medium/high potential of eventuating 

into an actual claim (claim not yet made)

3. Notification: assessed by VMIA as low potential of eventuating into an 

actual claim
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Step 1: Open the Client Portal and click on “My 
claims”.

How to filter your claims

Locating ‘My claims’ 
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Step 2: Click on ‘+ Add a 
field to group’. 

Step 3: Click on the drop-down 
arrow next to ‘Select field’ and 
choose the field you wish to group 
your claims by (e.g., ‘Claim 
handler’). 

When filtering by ‘Group’, your claims will be organised by the group filter selected. For example, if you group by ‘Type of loss/damage’, your 
claims will be organised and grouped in alphabetical order by the type of loss/damage.  

Step 1: Click on the symbol next to 
‘Group’. 

How to filter your claims

Filtering by ‘Group’ (1/2)
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Example of your claims grouped by ‘Type of loss/damage’. 

When filtering by ‘Group’, your claims will be organised by the group filter selected. For example, if you group by ‘Type 
of loss/damage’, your claims will be organised and grouped in alphabetical order by the type of loss/damage.  

How to filter your claims

Filtering by ‘Group’ (2/2)
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Step 1: Click on the 
symbol next to Fields’. 

Step 2: Un-select/select the fields you wish to show on your claim view. 

When filtering by ‘Fields’, you can select the columns you wish to show/hide on your ‘My Claims’ view.

Example of un-selecting four fields 
(removing from ‘My Claims’ view)*. 

*See next slide. 

How to filter your claims

Filtering by ‘Fields’ (1/2)
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When filtering by ‘Fields’, you can select the columns you wish to show/hide on your ‘My Claims’ view.

Example of un-selecting four fields (removing from ‘My Claims’ view) – shown in previous slide. 

To revert to the default view, click on 
‘Refresh’. 

How to filter your claims

Filtering by ‘Fields’ (2/2)
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When selecting ‘Apply filter’, you can 
filter  by the available options within 
the selected column. 

You can also filter by individual column by using the three dots next to each column heading.

Step 1: Click on the three dots next to any column on the ‘My claims’ page. 

How to filter your claims

Filtering by individual columns (1/1)
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Step 1: Click on the drop-down arrow 
next to ‘Default view’. 

Step 2: Click on ‘ Save as new view’

Step 3: Enter a name for your new 
‘View’. 

When saving a filtered view, you can switch between the default view and your saved views at any time. You can also save multiple different views (and 
switch between each view as required). 

Step 4: Click on ‘Save’. 

How to filter your claims

Saving a filtered view (1/2)
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When saving a filtered view, you can switch between the default view and your saved views at any time. You can also save multiple different views (and 
switch between each view as required). 

You can switch between your ‘views’, edit your 
saved ‘views’, delete your views etc., 

How to filter your claims

Saving a filtered view (2/2)



Thank you

If you have any questions, please email contact@vmia.vic.gov.au
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