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Overview

The FreightGuard Claims Capture Training manual has been developed in collaboration with
Salesforce to create a user-friendly guide for the capturing of claims on the FreightGuard
online Claim Capture Facility.

Instructions

By following the outlined process, a Claimant will be able to log a claim and upload all relevant
documents in record time.
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Training Manual

Logging a Claim

In order to log a claim, the Claimant must find the FreightGuard link which will be on your
carrier’s website. By clicking on the link, you will be directed to the Claims Wizard, which will
assist you in logging the claim.

A prerequisite to logging a claim is that the Claimant must capture a Waybill/Consignment
note and Cost Price invoice as these are the minimum documents required to log a claim.

In the event that the claim is for damage, or short delivery, photos of the damages or proof of
short delivery must be uploaded at the end of the claim capture. The Wizard will prompt the
Claimant to upload these documents once the main claim details have been captured.

The Wayhbill/Consignment note humber is the first item to be captured as per the screen shot
below.

Step 1: Capture the Claim

FreightGuard Claim Submission

Create and submit your claim and documents using the claims wizard

Claimant Claim Submission With Documents Wizard

Please capture the detalls of your claim. The wizard will guide you through the screens.

For the claim submisdion to be successtul, please upload the supporting daim documents,

= Waybill / POD
= The Cost price value of the goods

= Phatographic evidence of damage
crer procs JI

,

Copyright © 2020 FrefghtCuand - Al Rights Rosersed
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Step 2: Enter a Waybill Number

FreightGuard Claim Submission

Ciwaky and submit your clsim ird docomeli uling he claired wirknd

Clabmanl Claim Submission With Dooumants Weand

Pleate caphers the dedailyod your ciaim. The wizard will puids you through the sorsans.
Foi' thee i submibialon 1o be sucteialul pleins uplosd the bopgering clsbm St imsests.

= Wil J PO
o The Ol o ik walue of Lhe Bisods
= Phalographic sadencs of damags

Cariern | ﬂrﬂﬂt‘.
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oy bl i 000 v D] - AR Wi in Himeer ved

The Wizard will now prompt the Claimant to click the "next" button to move onto the
consignment details.
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Step 3: Enter Consignment Details

FreightGuard Claim Submission

e ared bl o Claei s GO0 el oalng Thie Clakss, wicrand

Clyrram Clam Gubemissson With Documents Wizand

Prrarie v gt i Uive et st of o Ulsrs Tl stz and well pasde vieg L pagh Ther tooeees
Fioar Tt CLEPR Saebuvars L 100 Bk Sam CRHLARL eI Lphouad (g BandOn T (L O ivabn s

= Wiphall { DD
= The Coai parics wrles of ihe poesds
= Pracbogrsghic aviderc s of damage

Clesrruand Dirlain

| amay -

oxrgreetd B AT | rewbiased & Vi e
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Wizard Help Prompts

The Wizard will now prompt you to capture the claim details

As you progress through the fields, the Wizard includes ‘help prompts’ which when clicked on,
will provide greater detail on the information required.

The Claimant is the organisation submitting the claim. Where the claimant is not a Company

or Business but rather a private individual, this field can optionally be left BLANK.
Step 4.1: Enter Claimant Company Details

Clasreant Detaily

Step 4.2: Enter Claimant First Name

Claimant Details

1har i nusmer ol B Preruen sasbms Bngr Bhe

el b s paet i Db B e s fures g

| orra] peernon s the organistion |

Step 4.3: Enter Claimant Last Name
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Step 4.4: Enter Claimant Role (Sender, Receiver, or 3" party)

" Cluimard Hole
Seruer - ]

The role of the Claimant must be selected. The Claimant could be the Sender, Receiver or
3rd party such as another carrier. In this example we have nominated the claimant to be the
sender of the goods.

Step 4.5: Enter Claimant Details

Clamant Detaif

[ Lisaam © g bTe !
[ HIKE Sl ShOar I

" e ol Haeew i
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=" LT
[ ORI |

N

| WAME W C O |

¥ Prasw

I oy-An s I

" Clarmrsi Bk

[t |

Once you have completed the Claimant Details fields, then the system will prompt you with a
"next" button.
The next field to be captured will be the Sender and Receiver details.
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Step 4.6: Enter Senders Address

Please capture the Sender Address & Receiver Details And Address

Sender Details: Company Mame: NIKE SHOE STORE; Contact Mame: MICHAEL JORDAN

Sander Mddrers

Uiy

| Sppkle Adrie s -

Figdress

638 pAAIN RD

| CLAREMONT

Tl P g) Dot Lrabe T tralie

| Taod ]| Weeklern Cape w

Please note the system will require you to capture the city and province for both Sender and

Receiver

|
FreightGuard Claim Submission

Crodte soxd sulesil your claim andd documents uing the clarm wizard

Plasse Captune e Sender Ascress b Recerver Details And Addievs
Sender Details: Company Mame: MIKE SHOE STORE: Contact Mame: MICHAEL IORDOAN

Pvawe Ad s Vo a3 4y
Vet A b e

Sttt AN a e
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Because we have nominated the claimant previously as the "Sender" the Claimant
Organisation and Contact name will be in the headline of the Sender/Receiver page as per

above
Sender details: Company name: Nike Shoe Store; Contact name: Michael Jordan

The Claimant must complete the address fields for both Sender and Receiver
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Step 4.7: Enter Receivers Address

Reorwerd Cintupidary M

I GAME LISCOOUNT S TORE

Raceiver Contact Name

Firnt B arme

[ oevon

Lkl Maifie

BAAICHDCY

Recebver Sddrers

Lountry

Souith Alvica -

Aeddress

353 MARINE PARADE

City

CHUREAR

dip Poadal Code Skais Provinoe

4054 | | Kweafulu-Matal -

=

Cogreright © 2020 FrelghtCuand - Al Rights Reserved,,

The Wizard will now prompt the Claimant to click the "next" button to move onto the
consignment details.
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Step 4.8: Enter Consignment Details

Caonsignmmant Dhatalls

Comstgnment Wavbill Mumber: XEXTEP541

Select the Calegory-off ihe poods described

Ty e 8 i r At ' i St oy Cand@ov Sevedr L Cahagiory Daess e oo olowirs, Tl sl gVl (ol ongd @
Good's Caregory i salacieg

S s

|r (por g AT i)
L

-k
S

The Consignment Details that must be captured are the
e date of the waybill (The waybill number will automatically appear at the top of the
capture page)

e a description of the goods

The category of the goods must be selected from the available list of categories. Choose the
category that best describes the goods that are related to your claim.

To see the description of the chosen category, place your curser over the Category description
and the description will be shown.
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Step 4.9: Enter Consignment Description and Goods Category

The Goods category will appear as a drop-down menu.

Caabrgniy Dt it

Proe TR el

Comreriaht © 2030 FrelerdOuerd - Al Righis Reverved

It is imperative that the correct category is selected for the goods related to the claim.
The Wizard will now direct you to the “next" button.

Step 4.10: Enter the Claim Type (Damage, Loss or Short Delivery)

FreightGuard Claim Submission

Create and submilt your claim and documents using the cladms wizard

Claim Typa
Tiwe cladrm tyges by wresed Tod deetermdringg Farer B clabm i aviered,

T

St Dby

I [ iwrags
Lcms I

n

Camwyr tighl 1 PO0 Frimgtd Cauancd - A0 Baghd s Ririerwind
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There are 3 claim types. Loss, Damage and Short Delivery.

Loss is simply where the entire consignment has gone missing and cannot be located.
Damage is where there is evidence that the goods related to the waybill number captured,
have been damaged in transit.

Short shipment is usually where there has been pilferage or where the number of cartons
delivered is less than the number of cartons consigned.

For both damage and short shipment, the system will require photos to be uploaded.
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Step 4.11: Enter the Number of Boxes per Delivery

SO SRR | A e — L e R il - 1 AR v ewe e
- - .

& MADRODE L T
NPT AN T B OTUOA S APLE SATOM ) GTY #

- . e——— R el . i . e——

DETRACK |, DETRACXK ,,

Central Central

DE123ABC DE123ABC DEV23ABC

In the above picture, the label shows number of cartons to be delivered. Where there is a short
shipment, there needs to be evidence that either the goods were removed from the cartons,
or the number of cartons delivered, is less than the number of cartons consigned. This can be
shown by the numbers on the labels of multiple cartons as per above picture.

The Wizard will now direct you to the “next" button.
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Step 4.12: Enter the Claim Details

FreightGuard Claim Submission

Creabr ang subesil your clim s degumerts usieeg thee el wiFard
Claim [uefadly
e o
| a &
L
xa |
<]
= =
P sl = ;
|
|

It is important to capture the ‘date and time reported to the Carrier

g conlaciod the ol Hhe e belore

g it chaiim ety by did this

. m

This date provides valuable information for the assessment of your claim.

The Wizard will now direct you to the “next" button.
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Step 4.13: Enter the Claim Value

Thii. &t Clakmurit s Coal fied vialuie of th o o thin clabm chuidve o VAT
Plege riobe this wahue mus be formasied by wsng @ Decimal podrd @ e gecimal sepasior.

The value of the claim will be its Cost Price value. That is the amount of the direct cost to the
claimant and does not include his profit mark up or freight and other incidental charges. The
value must be captured according to the format where a decimal point is used. e.g. R105.45
is one hundred and five Rands and forty-five cents.

FreightGuard Claim Submission

Create and submit your claim and documents using the claims wizard

Clairm FEnancial Details

Please note this vaire must be formatted by using ihe Decimal podnt a5 the deciman ssparaion

Er

* Dl Wakoe il

* s Seavice Guranbes Pasd
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It is important to know at this stage if the FreightGuard fee was paid to the carrier. This has
implications for the assessment of your claim.

The Wizard will now direct you to the “next" button.

Step 4.14: Approve the Declaration of the Submission

FreightGuard Claim Submission

— 1 &

el W Decumiey datain o

| ACHEHLEDEGE THAT COLSFLETREN OfF THIS F Ol 55 FOR IRCEHEMT BEPOETHHSG FURPOSES GHLY ARMD
THEAT b LA WLL B ASSESSED AT AFFROAVTD AT PER THE TERERSS AR C O TRORT

To proceed and submit your claim, you will be required to click on the ‘acknowledge’ tick
box.

The Wizard will now direct you to the “next" button.

You will be informed of your unique claim number which must be quoted in all communication

regarding your claim.

Documents must be uploaded to validate your claim.

Since the example used is for a short delivery claim type, there will be a minimum of 3 types
of documents that must be submitted

e the Cost Price Invoice

¢ the Wayhbill / Consignment note or Proof of Delivery

e photos of the cartons or labels to show that there was a short delivery.
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Step 4.15: Upload Invoice, Cost Price Invoice

* INVOICE

NIKE SHOE STORE
83 MAIN R CLAREMONT

CAPE TOWN
7501
BILLTO INVOICE # 100
GAME DISCOUNT §TORE INVOICE DATE 0T 0V20
353 MARINE PARADE
DURDAN KN
4056
DESCRIPTION AMOUNT
10 X NIME AIRMAX S(F 8§ COOE NXAMTES2 12,500 00
SbMtal 12.500 00
VAT 15.0% 1,575.00

TOTAL R14,375.00

Proof that Invoice has been uploaded

CLASE INTHCE N il n
154 kN

Tt B e
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If the minimum required documents are not all uploaded, then the claim will not be allowed to

advance

Error Message Example

FreightGuard Claim Submission

Create and submit your clabm and dorisnments using the claims wizard

Fease upboad 3 reguired donsmesis so that the claim can be msesued

iipload Claimant Docsments for Claim RSO0 1381

Ir prdew inpr oored sl b B claam ssenurseri sl enaead wecorsng & Fhd Ciz=d Prica
Vrumer . Eyin AR gl far e Pragige i Eorerer

| ﬂmmm

SCANNED WAYBILL OR PROOF OF DELIVERY

srect | Your Courier of Choice XRX789541
s B DR

NI SHOX STORE

[ NAME: Michosl Jorden | NAME: Devon Naidoo
88 Main RD ( 353 Marine Parade
Claremont Durban
Cape Town KIN
7501 4506
e T e ———
DESCRIFTION OF GOO0S
1 X CARTON NIKE Alrzoom F p—

Received in Good order and Condition
2x CARTONS NIKE_Alrmax 270 e -

|
2x CARTONS NIXE Airforcel s D Neid
Received by DTDC : 10/08/2020 Signature: auine
1
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Picture showing Pilferage
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Confirmation of Successful Claim Submission

FreightGuard Claim Submission

Create and submit wour claim and documents using the claims wizard

Thaenic wois i or subvnditing your claim and the refeyvant documesniacion, thider will e resiewed for auetiswsnt
Yeear claim reference ramber o RWS00001 381

Document Lipload Counts

Lot Price rvsgign = 4

Viargtuill Miobe = 1
Phabogr aphic Dvidersos = 1

Copsyright © 2000 FreightGuard - Al Fights Reseryved

In this final step, a summary list of the documents that have been uploaded, is displayed.

This concludes the Claim submission process.
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