Enter and save the first claim. This claim will be used as a skeleton for the
remaining claims. Located in the center at the bottom of the screen is the button
Skeleton Request. To begin the process click Skeleton Request Button.

You will receive a warning message that you are about to use the skeleton to
automatically create a large number of requests. If that is what you want to do
click the OK button.

Enter the social security number (SSN). You can click Same TONO if everyone
has the same order number, otherwise after entering the SSN you would enter the
order number. Once all the SSN’s and order numbers have been entered click the
button Create Requests.

The skeleton request will be created from the initial claim. Click the Done button
to return to the block where you can finish processing the claims.

You must Modify each of the LOGGED claims to complete them. These claims
already have the itinerary entered and saved. You will be able to edit each claim
as necessary.

Click on a LOGGED claim then click on the View/Modify button. You will see
a warning message indicating you must verify input for entitlements that are
flagged as unvalidated. Click the OK button.

On the Entitlement Tab, click the View/Modify button to validate the data.

Make any necessary changes and add any additional entitlements that are claimed.
Click the OK button once all the changes have been entered.

If something was changed in the itinerary, once this message prompt appears
answer YES. If no changes were made you can answer NO.

Change accounting if necessary or leave it as the initial claim was entered. Enter
any remarks, otherwise click OK to finish the claim and go onto the next claim.
Continue until you have modified all the claims and have finished this block.

