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The following guide will show you how to filter the view from the ‘My claims’ tab and how to save a filtered view. Outlined below are steps on how 
to filter the claims by:

1. Group

2. Field 

3. Column 

Step 1. From the VMIA portal homepage, click on 
the ‘My claims’ tab.
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This section steps through how to filter claims by ‘Group’. When filtering by ‘Group’, your claims will be organised by the group filter you 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 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’). 

Step 2. Click on ‘+ Add a field to group’. 

Step 1. Click on the symbol next to ‘Group’.
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Example of your claims grouped by ‘Type of loss/damage’. 
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This section steps through how to filter claims by ‘Fields’. When filtering by ‘Fields’, you can select the columns you wish to show/hide on your ‘My 
claims’ view.

Example of deselecting four fields to 
remove them from ‘My claims’ view. 

Step 1. Click on the 
symbol next to ‘Fields’.

Step 2. Deselect the fields you wish to hide and select 
the fields you wish to show on your ‘My claims’ view. 
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Step 4. To revert to the default view, click the ‘Refresh’ button in the top right corner.
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This section steps through how to filter claims by an individual column using the three dot next to the column heading.

Step 1. Click on the three dots next to the 
heading of the column that you wish to filter. 

Step 2. Select ‘Apply filter’.

Step 3. Select the checkbox next to the value 
by which you wish to filter the column.
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Step 4. Click ‘Apply’.
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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. 

Step 2. Click ‘Save as new view’. Step 3. Enter a name for your new view.

Step 1. Click on the drop-down 
arrow next to ‘Default view’. 

Step 4. Click ‘Save’.

August 24



OFFICIAL

OFFICIAL

How do I filter ‘My claims’ and save different ‘My claims’ views? 

10

Step 5. You can switch between your views, edit your saved views, delete your views etc. 
by clicking the drop-down arrow beside the view name. 
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