
How to File a Property Claim
We’ll review the step-by-step process to file a claim for a property product without being logged in.



To Initiate the Process

Enter www.pacificspecialty.com 
and, from the header menu, select 
the ‘File a Claim’ option.

Make sure you have the indicated 
documents before proceeding, 
and select ‘File a Claim’.

Read and to accept the State 
Fraud Warnings Message.
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A Quick Summary:

Identification

Loss details

Involved parties

Summary
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Let’s Review Each Step!

Step One: Identification

Since any person can initiate a claims process, we need to know under 
which role you are creating it.

1. Notifier information

Choose the option that best describes your 
relationship with the insured. Select ‘Continue.’

The required information will vary depending on 
the role you selected. Complete the indicated 
fields and select ‘Continue.’

Complete the policy number and the zip code.

Enter the date and time of the loss.
 
Select ‘Continue.’
 

2. Policy information
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Step Two: Loss Details

1. Loss overview

From the dropdown, choose the situation that 
best describes what happened.

In your own words, describe what happened.

Complete the location where the incident took 
place. If it’s not found, check the box and enter 
the address manually.

Add a description of the location, if you 
consider it relevant. 

Select ‘Continue.’

We’ll ask you for some information related to the loss.

2. Loss details

Indicate if the property is habitable after the 
loss. If it’s not, you will need to clarify if it’s 
because of lack of water supply, electricity, or 
both.

Select the number of rooms that were 
damaged. Choose all the affected items 
from the dropdown. Enter the list of damaged 
items.

Indicate whether the authorities were 
contacted. In case they were, detail who 
received the notification and provide the 
report number.

Select ‘Continue.’
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Step Three: Involved Parties

You’ll be able to include everyone involved in the incident.

1. Injured information
 
Identify the injured people and complete their 
information. 

Select ‘Continue.’

2. Involved parties

If there’s at least one injured person, you 
must include at least one third party and one 
witness.

Also keep in mind that there must be at least 
one claimant reported.

If you don’t need to add anyone else, select 
‘Continue.’
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3. Added involved parties 

You can add as many claimants, third parties, 
and witnesses as needed. 

4. Form details

For each person you add, you will be required 
to complete their name, mailing address, 
phone number, and email address.

If that person was injured during the incident, 
move the toggle to ‘Yes.’ 

You will be required to describe the injury and 
select whether the incident was fatal. Select 
‘Continue.’

Copyright PSIC. 2026



Step Four: Summary

Now that you entered all the information, you can check it and 
keep a copy for your records.

1. Final review

Once you have completed all the required 
information, you will be able to review the 
report and edit any section. 

To do this, select the pencil icon and make the 
required changes.

You will also have the possibility to upload 
supporting documents. 

Finally, confirm that the provided information 
is correct, and select ‘Submit report.’
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2. Next steps

We’ll detail the next steps of the process in the 
following screen. 

Select ‘Get claim number’ to finalize the 
process.

You’ll be redirected to a page 
where you’ll see the claim 
number, and you will be able to 
download a copy of the claim 
report. We recommend you save 
that copy.

Congratulations! You have completed the process. 
You can now exit the screen.
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