
 

 
 

Ando Portal – View Motor Claims Training Guide 

Track your motor claims status quickly and easily via the Ando Portal.  

 

1. How to track your motor claims 
1.1. To track the status of your motor claims, hover over ‘View Claims’ on the Home page 

navigation bar and select ‘View Motor Claims’ in the drop down.  

 

 

1.2. This will connect to Hello Claims by opening a new browser tab. 

Note: Please disable any ‘pop-up blockers’ on this site to enable the new tab to load.  
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2. How to search for an existing claim  

When the ‘Hello Claims – Claims Inbox’ page has loaded, the easiest way to find a specific claim is 

to either: 

2.1. Search for the claim using the search functionality in the top navigation bar e.g. you can 

search by claim number, customer’s name etc.  

 

2.2. You can also search by scrolling through the Job Summary tables. When you’ve found the 

claim you want to track, select it by clicking on the row. 

 

2.3.  This will open the ‘View Claim’ page with a detailed view of that claim. 
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3. View Claim page  

This page provides detailed information under the following sections: Car, Insurer, Customer, Broker, 

Assessor and Job Status. Here’s some key information you will find on this page: 

3.1. Assessor’s repair costs/invoice – this section details the repair costs including the excess 

applied. When the invoice is received from the Assessor, a PDF copy will be available to 

download. 

3.2. Own Vehicle Assessment – this shows if the vehicle is Repairable or a Total Loss. 

3.3. Insurer – this shows who is handling the claim at Ando. 

3.4. Excess – check here for the claim Excess.  

3.5. Note: This section is only accessible by our team, so you won’t be able to select these links.  

3.6. Job Status – this timeline shows you the status of the claim. 

3.7. Follow Up – this shows our follow up date for the current step in the timeline.  

 

 

IMPORTANT: Please do not use the listed functions below.  

3.8. Update ‘My Profile’. 

3.9. Change Broker user using the ‘Change’ button. 
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4. Hello Claims – Claims Inbox  

The ‘Claims Inbox’ page provides a dashboard summary of all the claims for your office. 

Here’s some helpful features: 

4.1 Traffic lights – this shows you and our claims team an overview of how your office’s claims 

are tracking based on assessment type: 

Green = on track Amber = coming up for action Red = overdue action 

4.2 Filters – this section allows you to refine the dashboard summary view by applying various 

filters. 

4.3 Job Summary – all motor claims for your office will appear in this section. They will appear 

in separate tables based on what ‘Assessment Type’ they are classified as.  

 

4.4 As each claim is loaded by Assessment Type, you can use the ‘Select Assessment Type’ filter 

to refine your search. 

Note: If the Assessment Type is highlighted pink in the drop down, then it is selected. If it is 

not highlighted pink, then it will not display in the Job Summary tables.  
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5. Repairs complete notification update 

You will also receive the total repair cost (including the excess applied) on your ‘Repairs completed’ 

notification – meaning one less email.   

 

 

 

 

 

 

 

 

Questions? 

If you have any questions about our motor claims tracking feature, please contact our Personal Lines 

Underwriting team on 09 377 1432 and select option 2. 

Query about a specific claim? Please contact the Claims team on 0800 567 333 or email 
claims@ando.co.nz 
 
If anyone else in your office needs access to the Ando Portal to track claims, please click here and 

we’ll look after you. 

mailto:claims@ando.co.nz?subject=Claims%20Enquiry
https://ando.formsbyair.com/forms/AdditionalUserRequest

