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Need Help?
If you have any questions, please contact 
Claims Department at claims@lgm.ca
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Step 1 of 10:
Find a Contract

Find a contract by fi lling in the search 
criteria. Partial information is suffi  cient 
if you are searching for a contract sold 
by your dealership. For contracts sold by 
another dealership, you must search by full 
VIN or an exact match of First and Last 
Name.

Please click on Search button (1) to initiate 
the search.

Step 2 of 10:
View Claims

When presented with the list of search 
results, please click View Claims (2) for 
desired contract.

Step 3 of 10:
View Details

Contract details are now accessible. 

You can review vehicle, coverage and dealer 
details by clicking the icon beside the 
Contract Number (3). 

You can also view Terms and Conditions 
(4), or initiate a claim by selecting Add New 
Claim (5).

The Coverage Item Details and Quantity
Remaining can also be viewed (6).
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Step 5 of 10:
Provide Claims Details

Start by fi lling out the General section, 
any fi eld that has a vertical colored bar 
is a manadatory entry. Once they have 
been fi lled out you can proceed to Save 
the claim (8).

The Repair Facility and Notes section 
will auto-populate the required 
information (9).

Step 4 of 10:
Confi rmation Message

A pop up message will appear, asking you 
to confi rm you have the correct contract 
holder information.

After you review and validate the 
information, click Accept (7).

Step 6 of 10:
Confi rmation Message

A new pop up message will appear asking
you to confi rm the information provided.
After you review and validate the
information, click Accept (10).
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Step 7 of 10:
Add Quantity 

Select Quantity Claimed related to the 
service being performed (11). Prices will 
auto-populate.

The Labour is included with the price of 
components.

Once you have selected all Quantity 
Claimed, select View/Upload Documents 
(12) and upload the repair order (Note: this 
is a mandatory step). 

After uploading documents the Submit
button (13) becomes available.
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Step 8 of 10:
Uploading Documents

The mandatory signed Repair Order can 
be uploaded by dragging and dropping the 
fi le(s) to area (14), or by selecting Choose 
File (15) and browsing your fi le folders.

Once you provide a description (16) of the 
fi le, you can add the fi le to the claim by 
selecting Save (17).

Note: Maximum 10MB per fi le.
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Step 9 of 10:
Confi rmation Message

A new pop up message will appear asking 
you to confi rm the information before 
submitting the claim.

After you review and validate the 
information, click Confi rm (18).
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Step 10 of 10:
Notifi cation

You will be presented with the claim 
number and receive a submission 
notifi cation via email. 

LGM will review your claim and provide 
authorization and WEX credit card payment.


