
Logging In
Quick  St ar t  Guide
Logging into CompHub is quick and easy. Remember to keep your cell phone handy if you're 
logging on from a PC. CompHub makes use of a concept called two-factor authentication to keep 
your account safe. CompHub presents users with a crisp, easy to use log-in page.

2 To ensure the proper user is logging in, you must confirm by entering 
a code delivered by Text Message or Automated Phone Call .

Enter your username and password created 
during registration and click/tap Sign in .
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3 Welcome to the CompHub Inbox!



Navigat ing the Inbox
Quick  St ar t  Guide
The Inbox is essentially CompHub's landing page (presented to the user upon login). You can 
think of the inbox as your "Homepage". You can initiate processes, view your workload, and edit 
settings all from this page.

The inbox displays all of your active 
processes and their pending activities

The sidebar 
contains a 
collapsible section 
where you can view 
all your cases 
(active processes) 
by subcategory 
and view a count 
of your cases. 

If you know your Claim Number or "Case ID" you can type it 
directly into the search bar to find information regarding the 
Claim and any processes you have access to.

A count of each process' status based on activity 
due dates (e.g. filing deadlines and Commission 
business rules) is displayed in the bottom left hand 
corner. You can click any of the three icons to filter 
the inbox view to only display processes with the 
selected status.

Click/Tap  your initials  in the
top right hand corner to access
Accessibility Settings (Default Font 
Size), General Information, and 
most importantly to log out at the 
end of your session. 



Start ing a Process
Quick  St ar t  Guide
Processes are initiated through the Inbox. It 's as simple as selecting the process you would like to 
begin and entering the required information on the Start Form.

Clicking/Tapping "Start New Action" will 
automatically  bring up the processes you've 
used in the past. Click/Tap on a process name 
to initiate it.

Different processes may have different start forms, 
but they generally are designed with the objective of 
identifying the underlying Claim.

You can also Click/Tap the Clipboard Icon to 
view a categorized list of all processes or search 
for one by typing directly into the space 
provided.



Quick Reference - CompHub Icons
Quick  St ar t  Guide
CompHub is built on top of the Bizagi technical platform that contains certain buttons and icons 
that may be new to you.

The Datepicker icon allows you to open a 
calendar to select a date if you would like 
to do so instead of manually typing it.

Don't forget to use the Verify Address 
utility whenever you enter an address!

In order to use the Search function in the 
electronic process you must first click the 
Magnifying Glass Icon  to begin the search. 
Don't forget red lines identify required entries!

CompHub contains a built in 
PDF viewer to print and/or 
download documentation 
straight from the application.

Tables are commonplace in CompHub. Below you will see an "Attachments" table for 
supporting documentation. CompHub only accepts PDF attachments (In Order to save a 
document as PDF quickly, open the file on your PC or Phone and Print as PDF) 

- The Plus (+) icon allows you to add a new entry 
- The Pen icon allows you to edit an existing entry, given you have highlighted it by 
clicking the row first 
- The Trash Can icon allows you to delete an existing entry, given you have highlighted it 
by clicking the row first

All CompHub tables can be sorted by clicking the column 
header.
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