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What is SMART?

SMART is an Internet-based claim tool used 
by adjusters and vendors to  communicate 
during the handling of a claim.

SMART replaces the telephone, fax and email 
as a primary communication tool.

All messages on SMART are automatically 
captured in the claim file for future reference.

Signing in to SMART

Open a Microsoft Internet Explorer browser. 
Key in the address:

https://www.smartit.cgi.com/smartv1/start.aspx

You require your user id and your 
password.
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Enter your login id and password, and click “Sign In”. The 
first time you enter your password you will be prompted to 
change it.

https://www.smartit.cgi.com/smartv1/start.aspx

You will see the SMART main page. From here you can 
choose from the menu tab across the top, or click on 
New Messages to see your message list.
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Viewing and Responding to 
Messages

Adjusters and other claims participants 
will send you messages on claims  
through SMART. You can view and 
respond to messages through the 
message function in SMART.

Click on “New Messages” to see your message list.
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The message list is grouped by claim number. If a 
message is red, then you are late in responding and 
should do so immediately. To view and respond to a 
message, simply highlight and click on the message.

The messages to you on the claim will appear in 
chronological order for you  to read. Messages in red, 
usually from an adjuster, require you to respond.
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You can see all of the other participants on the 
claim who received a copy of the message.

You can see all of the other participants on the claim 
who received a copy of the message.

Once you have read a message, you must click 
“Message Read” and then “Reply to sender” If this is not 
done your message will not be forwarded to journal and 
will remain in your inbox. 
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When replying, you can copy any of the other 
participants in the claim by clicking the “N” checkbox 
beside their name and entering your message. Do not 
click “T” when replying to an adjuster, as “T” creates a 
task.

When your message is ready to send, click 
“Send”.When your message is ready to send, click “Send 

Message/Task”.
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You will get a screen showing you confirmation 
that your message was sent. You can click 
“Send another message” to send another 
message on this claim, or click “My Smart” to 
return to the main page.

You will get a screen showing you confirmation 
that your message was sent. You can click “Send 
another message” to send another message on 
this claim, or click “Smart” – ‘My Smart’ to return 
to the main page.

Printable Summary

The details of claim assignments can be 
viewed in one screen called the Printable 
Summary. The Printable Summary  is 
designed to be easy to read and print, and 
it will appear different to each type of 
participant since each type of participant 
needs different information in order to 
perform their tasks.
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To view the Printable Summary from the task / 
message screen, simply click on  Summary link in 
the top right corner.

Body Shop and Adjuster Printable Summary
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Body Shop and Adjuster Printable Summary

Car Rental Printable Summary

Appraiser Printable Summary

Appraiser Printable Summary
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You can continue to follow the same process 
with your next message.You can continue to follow the same 

process with your next message.

Changing Your Profile
Every SMART user has a profile 
that can be modified by the user. 
You can change information in 
your profile through SMART, 

including your password.

Some information cannot be 
changed for security reasons.
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To change your profile, you must first sign 
in to SMART.

On the top menu, click on “User->Profile”
on the top menu.
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Your profile will appear. You can change 
information in some of the fields, such as shown 

in the Direction text box, for the adjuster to 
share with the customer

From the Profile screen you can also change 
your password if you wish
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Finding a Claim

You can find a claim in SMART if the 
adjuster has included you as a participant 
in the claim. In the Find Claim function of 
SMART you can search for a claim by 
claim number or by insured name. 

To find a claim, from the main screen, click on 
“Claims->List”.
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Your list of claims will appear. If you need to find a 
specific claim, you can enter the claim number and 
click “Search”.

To open the claim, simply click on it.
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The claim overview screen will appear, showing you all of the other 
participants in the claim. (Note that the Printable Summary is 
available from this screen).

The claim overview screen will appear, showing you all of 
the other participants in the claim. (The Printable Summary 

is available from this screen, top right corner)

Creating a message

You can respond to a message in SMART by 
replying to a message sent to you by another 
participant. 

You can also create a new message in 
SMART by clicking on the recipient’s name in 
the Claim Overview screen.
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Hover your mouse over the contact name. Once the pop-up box 
appears with the contact information, simply click your left mouse 
button to create a new message.

The message box will appear. Click on the checkbox to indicate who 
you are sending the message to. You can include as many 
recipients as you wish. Do not click “T” to send a task to an adjuster. 
Instead, click “A” to send a notification.

The message box will appear. Click on the checkbox to indicate 
who you are sending the message to. You can include as many 

recipients as you wish. Do not click “T” to send a task to an 
adjuster. Instead, click “N” to send a notification.



18

Setting dates

SMART allows you to set the start and end 
dates,  showing the adjuster and other 
participants when you will begin working on a 
claim and when you will be done you part of 
the claim. This is very helpful to other claim 
participants, since they can then coordinate 
their activity with yours.

Beside your shop name, click on the Start Date and choose a 
date from the calendar. Do the same on the end date.
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Once you have set your dates, they will appear for every claim 
participant.

Once you have set your dates, they will appear for every 
claim participant.

Viewing the Journal 

You can view previous activity and 
messages in a claim by viewing the 
journal. All messages are recorded in the 
journal through the life of the claim, and 
become part of the permanent record.

Messages cannot be deleted once they 
are sent.
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From the claim overview screen, available by opening the 
claim from the claim list, you can click on “Journal” to 

see the journal of activity.

The journal will appear, allowing you to see all conversations 
that include you. Conversations on the claim that do not 
include you will not be shown.
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Attaching a File 
You can attach other files to messages in 
SMART. These attachments include Word, 
Excel, PDF documents, pictures, police 
reports, and others.

For example, your final invoice can be 
attached and sent directly to the adjuster for 
payment. 

Create a new message by clicking on the recipient name on the 
claim overview screen. Usually this will be the Adjuster.
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Enter the text of your message that will be sent with the attachment.

Enter the text of your message that will be sent with the 
attachment.

Once you have chosen the file to attach, click “Send file to 
SMART”.

Click on “Add File” to attach a file.
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A standard Windows Explorer screen will appear. Find the 
file that you wish to attach, click on it, and hit “Open”.

Once you have chosen the file to attach, click “Send file to 
SMART”.
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The name of the “Files” section of the message. You can attach as 
many files as you want, simply by repeating the attach process until 

all files are attached.  Click “Send Message/Task” to send the file.

In the journal, the attached file will appear below your message. 
Attached files become a permanent entry in the claim file and cannot 
be changed. If you need to make a change to a file, change it on
your computer and send a new copy.

In the Journal, the attached file will appear below your message. 
Attached files become a permanent entry in the claim file and cannot be 
changed. If you need to make a change to a file, change it on your 
computer and send a new copy.
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Viewing other mailboxes in your 
“Peer Group”

In a call centre environment where several 
vendor locations  are being managed from 
one place (car rental), users can view 
messages sent to all locations in their “peer 
group”. This allows a call centre 
representative to monitor and respond to 
messages sent to multiple locations.

When you are opening a message, click on “Peers” and then 
click “Search”. All messages sent to all locations will appear. 
Clicking on any message will open that message, and you can 
respond to messages normally.
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How do I get 
HELP? 

If you need help using SMART, you can email 
or call CGI’s SMART vendor help desk. The 
help desk is operated by ISB Canada.

Email to SmartHelp@isbc.ca
or call

1-866-SMART01   /   1-866-762-7801

Remember the “S” in HTTPS. 
SMART is a secure site.

https://www.smartit.cgi.com/smartv1/start.aspx


