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Chapter 1 Firm Super User

The Firm Super User Account

The Delaware Claims Processing Facility has created a super user-friendly web-based
secured environment to assist firms in the submission, updating and settling of
asbestos related claims. This innovated website supplies firm users with all of their
claimant’s information at a click of a button.

In addition to the Trust Online website, DCPF provides training and technical support
for all Trust Online related issues. In addition to the secured website, each Trust has
their own public website that provides valuable resources, downloads, news articles,
medical/exposure requirement information and much more. The News section also
includes any and all enhancements made to Trust Online due to feedback from
current firms using the site.

Firms that wish to sign up to use Trust Online, must first have a partner or member
of the firm complete an Electronic Filer Agreement (E-filer) and send the completed
E-filer back to the Facility for processing. A Firm Super User (FSU) account will be
created for the partner or member who signed the E-filer. The firm must complete
an E-filer agreement for each Trust that they would like to access through Trust
Online. The E-filers are located on the Downloads page of the specific Trust public
website.

Once the E-filer has been processed by the Facility, a Trust Online package will be
sent, which includes a letter with the FSU’s username and password, a copy of the
processed E-filer and this instructional manual to Trust Online.

With the username and password in hand, the FSU will need to log into Trust Online
to begin creating accounts for their staff and setting the notification preferences. To
get to the login page, proceed to any of the public websites, such as the United
States Gypsum Asbestos Personal Injury Settlement Trust, and click on the
Login link located on the right menu bar.

By clicking on this Login link, you will be directed to the Trust Online login page.
Each and every time a user chooses to log into Trust Online, they must click on the ‘I
Agree’ check box immediately below the disclaimer. By clicking on this check box,
the user is agreeing to the terms specified in the E-filer.

Enter the username and password from the letter and click on the Login button. The
user should keep in mind that the password is case sensitive and will disable the
account after the third incorrect login attempt.
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After successfully logging in to Trust Online, the user will be directed to the Summary
page. At the top of this page, the user’s information is displayed which includes the
user’s full name, username, email address and the firm’s name and address.

The lower section of this page is divided into two tabs, the Statistics and Attorneys
view. This section defaults to the Statistics view which displays all claims submitted
by the firm, total payments made to the firm and a claim status breakdown of all
claims submitted for each Trust the user has access to view.

The Attorneys tab displays the list of attorneys for which the user has access to view,
edit or submit claims.
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The FSU’s main function is to create sub-accounts and manage access for their staff
and attorney(s) as well as setting the notification preferences for each attorney that
have submitted and will be submitting claims on Trust Online.

The FSU’s Menu Bar located at the top of the page includes the two tabs that the FSU
will be using to create and manage their firm’s sub-accounts. These two tabs are
labeled “User Accounts” and “Manage Access” and can only be viewed when
logged in as the FSU.

FIGURE 6

The FSU’s “Profile” tab will be used to set the notification preferences for all
Activities (Duplicate Claims, Prepetition, etc.), Intake/Review Deficiencies, Release
Deficiencies and Offers.

Creating Accounts

As noted in the previous sections, one of the main functions of the FSU is to create
accounts for staff and attorneys to provide access to Trust Online. Although, these
accounts seem very similar when creating them, one of the main differences is that
the attorney account is always associated with an Active Attorney.

The attorney account is not to be confused with the actual active practicing attorney
from the law firm. An attorney accounts gives the representing attorney more
control over his claims by allowing them to set their own notifications preferences.

In this next section, we will explain how to create accounts and the vital differences
between them. We will also explain how to enable “disabled accounts”, reset
passwords and disable “enabled accounts”.

To begin creating accounts, click on the <User Accounts> tab located on the Menu
Bar. From this page, click on the <Add Account> button to begin creating
accounts.

Staff Accounts
To create a staff account, first select Staff from the Account Type drop-down box
and enter the Account Last Name, First Name, Username, Password, Confirm
Password and Email. Place a check mark next to the “Enable” box and any other
boxes that are necessary and click the <Add> button. The other three boxes will be
explained in detailed in the upcoming section.
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Attorney Accounts
To create an attorney account, select Attorney from the Account Type drop-down
box. The Attorney drop-down box will appear with the available attorneys for your
firm. If an attorney is not listed in this drop-down box, you will have to contact the
Trust to have this attorney added before you can create this account

If the attorney is listed in this drop-down box, select the respective attorney and
enter the necessary account information. Place a check mark next to the appropriate
boxes and click the <Add> button to save.

Enabled (Check Box)
The Enabled check box will need to be checked in order for users, staff and
attorneys, to be able to log into Trust Online. The Enabled check box will
automatically become unchecked when the system identifies a user attempting to log
into Trust Online more than three times with an incorrect password.

In these cases, the FSU will need to re-enable the account by placing a mark next to
the Enabled check box and clicking the <Save> button.
In this same manner, the FSU must disable accounts that are no longer with the firm
by removing the mark next to the Enabled check box and clicking the <Save>
button. This will eliminate the risk of any unauthorized personnel from logging into
Trust Online.

ADD
ATTORNEY
ACCOUNTS

ADD
STAFF
ACCOUNTS
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Read Only (Check Box)

Read Only accounts are accounts that are limited to creating reports, viewing claim
information and viewing/printing notifications. Firms can set both new and existing
accounts to Read Only.

When creating a new account, after entering all of the necessary account
information, check the Read Only box and click the <Add> button.

For existing accounts, search for the account and click on the account name to view
the account profile. Afterwards, check the Read Only box and click the <Save>
button.

Receive Announcements (Check Box)
The Receive Announcements check box was created for firm users who would like to
receive periodic announcements from the Facility. When creating a new account,
after entering all of the necessary account information, check the Receive
Announcement box and click the <Add> button.

For existing accounts, search for the account and click on the account name to view
the account profile. Afterwards, check the Receive Announcement box and click
the <Save> button.
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View Summary Statistics (Check Box)

The View Summary Statistics check box was added for Firm Super Users to restrict
their Staff and Attorney accounts from viewing the Summary Statistics on the
Summary Page.

When creating a new account, after entering all of the necessary account
information, check the View Summary Statistics box and click the <Add> button.

For existing accounts, search for the account and click on the account name to view
the account profile. Afterwards, check the View Summary Statistics box and click
the <Save> button.

Managing User Access

After creating the user accounts for the firm, the FSU must assign the staff and
attorney accounts access to specific Trust using the Manage Access page. If the
user attempts to login without any Trust access, they will see an error message
directing them to contact their FSU.

Unlike the attorney accounts, staff accounts are not associated with any attorney;
therefore, once a staff account is created, the firm administrator will have to assign
an attorney to these accounts before they may submit new claims or edit existing
claim data. If there aren’t any attorneys assign to the user, the Attorney’s tab on
the Summary page will display a message stating the following:

To assign attorney access to the staff accounts, click on the Manage Access link on
the top menu bar. The Manage Access page will display three tabs, By Account, By
Attorney and By Trust. The FSU can utilize either By Account or By Attorney to
begin assigning specific Attorney access to the staff accounts and will use the By
Trust tab to begin assigning the user accounts access to specific trust.

Generally, when attorney accounts are created, they are already associated with a
specific attorney but they can also be given access to additional attorneys using the
Manage Access link. This additional access allows the attorney account to view and
edit claims submitted by other attorneys.

Access By Account
To assign access by accounts, click on the <By Account> tab and select an account
from the drop-down box. From the No Access list box, select one or more of the
attorneys that are to be associated with this account. Click on the > to move the
selected attorney to the Access list box. To allow access to all attorneys listed,
simply click on the >>.
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To remove access, select one or more of the attorneys from the Access list box and
click on the < to move the selected attorneys to the No Access list box. To remove
access to all attorneys listed, click on the <<.

Access By Attorney
To assign access by attorneys, click on the <By Attorney> tab and select an attorney
from the drop-down box. From the No Access list box, select one or more of the
accounts that are to be permitted access to the attorney in the drop-down box. Click
on the > to move the selected accounts to the Access list box. To allow access to all
accounts listed, simply click on the >>.

To remove access, select one or more of the accounts from the Access list box and
click on the < to move the selected accounts to the No Access list box. To remove
access to all accounts listed, click on the <<.

Access By Trust
After assigning the attorney(s) access, you will need to assign the Trust(s) using the
By Trust tab. To assign access by trust, click on the <By Trust> tab and select a
trust from the drop-down box. From the No Access list box, select one or more of the
accounts that are to be permitted access to the specified trust in the drop-down box.
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Click on the > to move the selected accounts to the Access list box. To allow access
to all accounts listed, simply click on the >>.

To remove access, select one or more of the accounts from the Access list box and
click on the < to move the selected accounts to the No Access list box. To remove
access to all accounts listed, click on the <<.

Firm Super User Profile

Trust Online provides account information for each user on their Profile page. Each
account type (staff, attorney, firm super user) will be able to view the following
account information including Account Name, Account Type, Email Address, User ID,
Last, First Name and the Receive Announcements check box.

Except for Account Type and User ID, each user can also make changes to their
information on their profile page.

In addition, the Firm Administrator can also view the firm’s Payment Options, Firm
Payment Notifications and set up Attorney Options. The Payment Options and Firm
Payment Notifications are read only fields and can only be changed by the Facility.
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The Attorney Options includes setting up notifications preferences (paper or
electronic) for the following:

 Offers
 Release Deficiencies
 Intake/Review Deficiencies
 Activities (Duplicate Claims, Prepetition, etc.)

Payment Option

The Payment Option includes Paper Check or Electronic Debits (ACH). All firms are
automatically set up as paper checks until a completed ACH form is submitted and
processed by the Trust. A form will need to be submitted for each trust and can be
found on the download page of each public trust website.

Firm Payment Notifications

On the bottom of the ACH form, there is a section that authorizes an email to be sent
as notification of payment to one or more Trust Online users. The email(s) entered
in this section must have an active Trust Online account. Once the firm is set up for
Electronic Debits, the FSU profile will display the “Enable Electronic Notifications”
check box as selected and the users that are to be notified upon payment.

Once the user is notified via email, they will need to log into Trust Online and
proceed to the Notifications page to view/print the payment notification(s).
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Attorney Options
The Attorney Option can be set up by the FSU or the submitting attorney with an
Attorney account. This view will provide information for each attorney in the firm
and display their notification preferences.

To begin setting up the notification preferences, click on the attorney’s name. This
will re-direct the FSU to the attorney’s profile page where he/she may begin setting
the notifications preference for each option.


