
Set t lement  Request  - Quickstart  Guide
QuickSt ar t  Guide
The Settlement process has been complete revamped in CompHub. You have the choice to have system print out the forms for uploading after signatures are received or you can choose to 
have the documents electronically sent to the parties for signature. The email option is only available to Attorneys; not the proxy since the proxy may not electronically sign on behalf of the 
Attorney. The Settlement process contains vital documents that may now be generated simply with the selection of the 'Generate' Buttons. Find this Process Under St ar t  New 
Act ion>Claim s>Set t lem ent  Request .

1 Search for and select the Claim.

2 Click Populate 
Parties

3 Select the parties who are participating in the settlement

4 Click Create

DFM



Set t lements - Worksheet
QuickSt ar t  Guide
The first step in preparing your submission is completing and generating the 
Settlement Worksheet.

2 Select the Claimant 
Attorney using the 
dropdown menu. You can 
select any attorney 
entered into the claim.

3 Complete the Settlement Worksheet. Some questions may require 
further clarification based on the selection of 'Yes' or 'No'.

4 In order to Generate a PDF copy of the Settlement Worksheet you've 
completed, click Generate Settlement Worksheet. CompHub will display the 
file in a pop up window when generated and also display a link. Both of 
these options allow you to view, print, and download the document.

1 Review the Form.



Set t lements - Claimant 's Aff idavit
QuickSt ar t  Guide
The next section is the Claimant 's Affidavit section. In one click, the document 
specific to your Claim is generated to view, print, and download on demand.

1 Select whether you will be sending the Affidavit or 
Consent electronically. If this option is selected, the 
user will receive an email and CompHub task. 
NOTE: ATTORNEY PROXIES ARE NOT AUTHORIZED 
BY THE SYSTEM TO USE THIS FEATURE.

2 Review the Affidavit with information prefilled from 
the Claim File

3 In order to Generate a PDF copy of the Affidavit, 
click Generate Claimant Affidavit. CompHub will 
display the file in a pop up window when 
generated and also display a link. Both of these 
options allow you to view, print, and download the 
document.



Set t lements - Consent  to Pay Fees & Costs 
QuickSt ar t  Guide
 The Consent to Pay Fees and Costs form is built into the submission form. Simply fill in the textbox and generate the document straight from 
the application. If you need to update the document, simply change the information and click Generate to generate the new copy.

2 Use the textbox provided to complete the Consent 
to Pay Fees and Costs.

1 Select Yes to display the Claimants Consent Form

Dr. Doolittle $750
Paws Podiatry $1297.73
Atty Exp $120.82

3 In order to Generate a PDF copy of the Consent 
Form. Click Generate Consent to Pay Fees and 
Costs. CompHub will display the file in a pop up 
window when generated and also display a link. 
Both of these options allow you to view, print, and 
download the document.



Set t lements - Support ing Documents
QuickSt ar t  Guide
If Costs & Expenses and/or Medical Fees are selected, you will be prompted to 
upload the required documents.

1 If costs and expenses or 
medical fees are to be 
reimbursed, additional 
documentation is 
required. Check the 
corresponding checkbox 
and upload documents 
by using the document 
upload icon and 
repeating for each 
document.

2 Any other supporting 
documentation can be 
attached using "Other 
Documents" or the 
attachments table. 
Additional documents 
should be uploaded as 
one single pdf 
attachment.



Set t lements - Uploading Documents
QuickSt ar t  Guide
It 's time to submit. There are three (3) options: Forward the documents to parties via CompHub (Attorney only), upload the individual signed documents (See Bottom 
Left Corner)  or upload the settlement package as a single PDF file (See Bottom Right Corner).

Upload Individual Docum ent s Upload Set t lem ent  Package

1 Select how you would like 
to submit the documents. 
If "Forward" is chosen, 
the parties will receive an 
email and CompHub task

2 Don't forget to sign and 
certify
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