
FIRST REPORT OF INJURY (FH ENTERPRISE) 
 

TO ENTER A FIRST REPORT OF INJURY, you can either go directly to the claims 
system via this link:  https://claims.comp-sigma.com/FHE/Home.aspx or you can go to 
The Lawson Group website:  https://thelawsongroup.com, hover your cursor over 
Workers’ Comp and click Report a Claim: 
 

 
 
 
To enter a First Report of Injury in FileHandler Enterprise, follow these instructions: 
 

1. In the blue task bar at the top of the screen: 
a. Click File 
b. Click First Notice  
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2. First Notice Add Wizard - Step 1 screen: 
a. At Client, click drop down and click on the client listed.  
b. The Tier 2 dropdown will appear.  Click the dropdown arrow at Tier 2 and 

click your company name.  
c. The Tier 3 dropdown will appear.   If your company has different locations, 

they will be listed there for you to choose the correct location.  If your 
company only has one location, your company name will be listed there 
and you must click the company name again here.  

d. Click Next 
 

 
 

3. First Notice Add Wizard - Step 2 (Workers Compensation) screen: 
 (NOTE:  ALL FIELDS NOTED WITH RED ASTERISK ARE REQUIRED FIELDS AND 
MUST BE COMPLETED. 
 

a. Received Date and time will prefill for you. 
b. Click in the blank Loss Date box 

i. Pop-up with time and calendar will appear.  
1. Choose time of the injury 
2. Choose date of injury using calendar  
3. Click the green Apply icon to enter your chosen information 

into the proper fields.  
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c. Click in the blank Reported Date box 
i. Pop-up with time and calendar will appear.  

1. Choose time injury was reported 
2. Choose date injury was reported using calendar 
3. Click the green Apply icon and your information will be 

entered. 
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d. Claim Type:  choose appropriate claim type from the drop down arrow 

 
 

e. Lost Time?:   choose yes or no from the dropdown 

 
 

f. Policy: Click the dropdown arrow and the policy in which he date of injury 
falls in will appear.  Click on the policy to enter it into the Policy field. 
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g. Class Code:  click the dropdown arrow to display the available class 
codes for the employer and choose appropriate class code for the injured 
worker if known.  

 
 

h. Claimant Information 
i. Enter all the claimant’s information  

(NOTE:  Do not type dashes when entering SS# 

 
i. Facts 

i. Click the Loss Causation dropdown arrow and choose the cause 
that best fits the accident description 
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ii. Click the Nature of Injury dropdown arrow and choose the nature 
of injury that best describes the injury. 

 
 

iii. Click the Body Part dropdown arrow to choose the body part 
injured. 
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iv. Click the Treatment Code dropdown arrow to choose what type of 
facility claimant treated at initially. 

 
 

v. Click the Benefit State dropdown arrow and choose New 
Hampshire. 
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vi. If the incident occurred somewhere other than the insured’s 
location, and you have the information, enter it in Accident 
Location fields. Leave blank if incident happened at insured 
location. 

vii. If average weekly wage is known, enter it without dollar sign.  

 
 

viii. Loss Condition Code - disregard this field. 
j. Additional Information 

i. Enter Contact Name and Contact Phone of employer contact 
person regarding claims. 

ii. Enter Witness Name and Witness Phone of witnesses, if any 
iii. Click Premises Type dropdown arrow and click Employer 
iv. Enter Occupation, if known 
v. List Provider Name and Provider Address, if known 
vi. Enter claimant’s Date of Hire (required)  
vii. Enter Returned to Work date, if known 
viii. Enter Disability Began Date, if known  
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k. Description of Loss 
i. Type in information regarding Accident Description. 
ii. Type in Injury Description 

l. Click Save WIP if you’re not done entering information and will come back 
to it later.  

m. Click Finish if you’re done entering information.  If there are errors, those 
will be indicated for you to correct. 

 
n. If there were no errors, you will receive the message “First Notice of 

Loss successfully created”.  
 
TO PRINT A COPY OF THE FIRST REPORT, you must first wait until you receive the 
automated email from The Lawson Group indicating that the claim has been received. 
The claim number will be in the subject line of that email.  

 
1. Copy and paste the claim number from the automated email (or simply type the 

claim number) in the white search box to the right of the screen, then click 
magnifying glass. 
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2. Once in the claim, click Correspondence, then click First Report 

 
3. In the First Report screen, click the Print icon 
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4. Once the First Report form populates, click the Printer icon in the right upper 
corner. 

 
5. If the destination lists the printer you want to use, simply click Print.  If not, click 

change to choose the printer you want to use, then click Print 
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