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Chapter 1 Firm Super User

The Firm Super User Account

The Delaware Claims Processing Facility has created a user-friendly web-based
secured environment to assist firms in the submission, updating and payment of
asbestos related claims. This innovated website supplies firm users with all of their
firm claimant information at the click of a button.

In addition to the Trust Online website, DCPF provides training and technical support
for all Trust Online related issues. Each Trust also has their own public website that
provides valuable resources, downloads, trust updates, medical/exposure
requirement information and much more.

Firms that wish to sign up to use Trust Online, must first have a partner or member
of the firm complete an Electronic Filer Agreement (E-filer) and send the original
completed E-filer back to the Trust for processing. A Firm Super User (FSU)
account will be created for the partner or member who signed the E-filer. The E-filer
agreement is located on the Download page of the Trust public website.

Once the E-filer has been processed by the Facility, a Trust Online package will be
sent, which includes a letter with the FSU’s username and password, a copy of the
processed E-filer and this instructional manual for Trust Online.

With the username and password in hand, the FSU will need to log into Trust Online
to begin creating accounts for their staff and setting the notification preferences. To
get to the login page, proceed to the DII Industries, LLC Asbestos PI Trust
website at diiasbestostrust.org, and click on the Login link located above the right
menu bar.

B Claimant Relations | (800) 708-8925

k. DIl Industries, LLC
J: Asbestos Pl Trust

B Websupport | (866) 665-5790

Home | Contact | Log In to Trust Online —

Search. Q

About the Trust + About Trust Online + Filing a Claim + Resources + ADR Contact Us

By clicking on this Login link, you will be directed to the Trust Online login page.
Each and every time a user chooses to log into Trust Online, they must click on the ‘I
Agree’ check box immediately below the disclaimer. By clicking on this check box,
the user is agreeing to the terms specified in the E-filer agreement.

Enter the username and password from the letter and click on the Login button. The
user should keep in mind that the password is case sensitive and will disable the
account after the third incorrect login attempt.

1]
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After successfully logging in to Trust Online, the firm super user will be directed to the
Summary page. At the top of this page, the user’s information is displayed which
includes the user’s full name, username, email address, firm’s name, address and any
DIIA Alerts.

Summary
g 3/9/2012 -- DIIA ELECTRONIC FILER
/9/
| Trustc. AGREEMENT AND RULE 11:
Onli Account Name
! ney Berrioz, William Everything filed with the Trust, including all claim
(" - form responses, is done under the terms of the

. Electronic Filer Agreement, as well as a Rule 11
representation from the firm. Providing invalid
information to the Trust is considered to be a
violation of the Rule 11 representation from the

UserName whberrioz firm, as well as a violation of the Electronic Filer
i Agreement.
Email ’ @ g
mail wberrioz@delcpf.com click Here

The lower section of this page is divided into two tabs, the Statistics and Attorneys
view. This section defaults to the Statistics view which displays a status breakdown of
all claims submitted for each Trust the user has access to view.

Statistics Attorneys

Summary Statistics as of 5/3/2012 2:47:40 PM

Description B&W HAL HW ocC usG
Total Claims Submitted 196 75 63 164 165
Ready to Review 60 2 0 42 47
Intake Deficient 96 56 53 106 83
Review 2 V] 0 0 V]

Review Complete
Awaiting Quality Assurance
In Quality Assurance
Review Deficient
Ready to Re-Review
Offer Issued

Release Verified
Release Deficient

Paid

Partial Payment Paid
Payment Authorization
Deferred

Do Not Review
Withdrawn

Disallowed

Deemed Withdrawn
Hold

Draft

Research

~

OO - OO0OOCKOOONEKE OHROERORO
5

oOwoOOoOO0ORNODOOOOOO®OO RO

"

.

oOklRNWOROOOOODOOOO®MOOOO
ON 0 OKHOKFHOOCOOOCORWOao
ONOO0OO0OWNoOOoOOoOC o000 CmEOoanN

The Attorneys tab displays the list of attorneys for which the user has access to view,
edit or submit claims.

Statistics | Attorneys

Save ToFile € 1to 2 0f 2 =
Your account has access to these attorneys
GILLAM, SCOTT
BAGGETT SR., HARRY L.

The FSU’s main function is to create sub-accounts and manage access for their staff
and attorney(s) as well as setting the notification preferences for each attorney that
have submitted and will be submitting claims in Trust Online.

The FSU’s Menu Bar located at the top of the page includes the two tabs that the FSU
will be using to create and manage their firm’s sub-accounts. These two tabs are
labeled “User Accounts” and “Manage Access” and can only be viewed when
logged in as the FSU.

r |
| Summary| Claim Search | Feedback | New Claim Conversim“ User Accountsl Manage Access" Profile | Reports | Notifications

2|
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Creating Accounts

As noted in the previous section, one of the main functions of the FSU is to create
accounts for staff and attorneys to gain access to Trust Online. Although, these
accounts seem very similar when creating them, one of the main differences is that
the attorney account is always associated with an Active Attorney.

The attorney account is not to be confused with the actual active practicing attorney
from the law firm. An attorney account gives the representing attorney more control
over his claims by allowing them to set their own notification preferences as well as
managing access to their claims.

In this next section, we will explain how to create accounts and the vital differences
between them. We will also explain how to enable accounts, reset passwords and
disable accounts.

To begin creating accounts, click on the <User Accounts> tab located on the Menu
Bar. From this page, click on the <Add Account> button to begin creating
accounts.

Last Name User Name Trust e

[search [ Add Account_|

User Accounts

Staff Accounts

To create a staff account, first select Staff from the Account Type drop-down box
and enter the Account Last Name, Account First Name, Username, Password,
Confirm Password and Email. Place a check mark next to the “Enable” box and any
other boxes that are necessary and click the <Add> button. The other three boxes
will be explained in detailed in the upcoming section.

Account Last Name
Account First Name
Username
Account Type
Email Attorney
Password
Confirm Password
Two-Step Verification Enabled
Authenticator App
Email
Phone Number +1
Receive Announcements Check this box to receive periodic announcements from the facility.
View Summary Statistics Check this box to allow the user to view the summary statistics.
Hide Total Payment Statistics Check this box to exclude Total Payments from Summary Statistics.
Enabled rd
Read Only
Trust(s) Mo trust{s) assigned.
[Add]icancel|
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Attorney Accounts

To create an attorney account, select Attorney from the Account Type drop-down
box. The Attorney drop-down box will appear with the available attorneys for your
firm. If an attorney is not listed in this drop-down box, you will have to contact the
Facility to have this attorney added before you can create this account.

If the attorney is listed in this drop-down box, select the respective attorney and
enter the necessary account information. Place a check mark next to the appropriate
boxes and click the <Add> button to save.

Account Last Name
Account First Name
Username
Account Type Attorney ¥
Attorney Select Attorney... r
Email
Password
Confirm Password
Two-Step Verification Enabled
Authenticator App [ Not setup ]
Email
Phone Number +1
Receive Announcements Check this box to receive periodic announcements from the facility.
View Summary Statistics Check this box to allow the user to view the summary statistics.
Hide Total Payment Statistics Check this box to exclude Total Payments from Summary Statistics.
Enabled rd
Read Only
Trust(s) Mo trust(s) assigned.
[ndd ] cancell

Two-Step Verification

As an added security feature, Trust Online requires Two-Factor Authentication (TFA)
in order to log into Trust Online. This will be required for all staff and attorney
accounts, as well as the firm super user account.

TFA provides a second layer of security, in addition to your password, by requiring
the user to verify a separate and unique verification code.

The TFA Process
Trust Online will provide three options for receiving the TFA verification code:

e TFA Authenticator App (preferred method)
e Email
e Text Message (to a mobile device)

Users can choose one or more of these options; however, the preferred option is the
TFA Authenticator App. If you are unable to use the App, TFA verification codes can
be received through Email or Text Message.

4|
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TFA Authenticator App
We recommend downloading and using one of the following mobile apps:

e Google Authenticator
e Microsoft Authenticator
e Duo Mobile

User Accounts Options

Enabling/Disabling Accounts (Check Box)

The Enabled check box has to be checked in order for firm users to log into Trust
Online. The Enabled check box will automatically become unchecked when the
system identifies a user attempting to log into Trust Online more than three times
with an incorrect password.

In these cases, the FSU will need to re-enable the account by placing a check mark
next to the Enabled box and clicking the <Save> button.

In this same manner, the FSU must disable accounts for staff that are no longer with
the firm by removing the check mark next to the Enabled box and clicking the
<Save> button. This will eliminate the risk of any unauthorized personnel from
logging into Trust Online.

Read Only (Check Box)

Read Only accounts are accounts that are limited to creating reports, viewing claim
information and viewing/printing notifications. Firms can set both new and existing
accounts to Read Only.

When creating a new account, after entering all of the necessary account
information, check the Read Only box and click the <Add> button.

(Account Last Name

|Account First Name

Username

[Account Type Staff T
Email
Password
Confirm Password
Two-Step Verification Enabled
Authenticator App [ Not setup ]
Email
Phone Number +1
Receive Announcements Check this box to receive periodic announcements from the facility.
View Summary Statistics Check this box to allow the user to view the summary statistics.

Hide Total Payment Statistics ¢! Check this box to exclude Tatal Payments from Summary Statistics.
Enabled d

Read Only i —

Trust(s) Mo trust{s) assignéd.

[AddfliCancell

For existing accounts, search for the account and click on the account name to view
the account profile. Afterwards, check the Read Only box and click the <Save>
button.

5|
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Account Last Name
Account First Name
Username
Account Type
Email
Password
Confirm Password
Two-Step Verification
Authenticator App
Email
Phone Number
Receive Announcements
View Summary Statistics

Hide Total Payment Statistics

Account3
Staff
staffaccount3
Staff

testuser@delcpf.com

Enabled
[ Not setup |

testuser@delcpf.com

+1 8885551111
Check this box to receive periodic announcements from the facility.
Check this box to allow the user to view the summary statistics.

¥ Check this box to exclude Total Payments from Summary Statistics.

Enabled v —
Read Only i
Trust(s)

Receive Announcements (Check Box)

The Receive Announcements check box was created for firm users who would like to
receive periodic announcements from the Facility or the Trust. When creating a new
account, after entering all of the necessary account information, check the Receive
Announcement box and click the <Add> button.

For existing accounts, search for the account and click on the account name to view
the account profile. Afterwards, check the Receive Announcement box and click
the <Save> button.

View Summary Statistics (Check Box)

The View Summary Statistics check box was added for Firm Super Users to restrict
their Staff and Attorney accounts from viewing the Summary Statistics on the
Summary Page.

When creating a new account, after entering all of the necessary account
information, check the View Summary Statistics box and click the <Add> button.

For existing accounts, search for the account and click on the account name to view
the account profile. Afterwards, check the View Summary Statistics box and click
the <Save> button.

Hide Total Payment Statistics (Check Box)

The Hide Total Payment Statistics check box was added for Firm Super Users to
restrict their Staff and Attorney accounts from viewing the Total Payments on the
Summary Page.

When creating a new account, after entering all of the necessary account
information, check the Hide Total Payment Statistics box and click the <Add>
button.

For existing accounts, search for the account and click on the account name to view
the account profile. Afterwards, check the Hide Total Payment Statistics box and
click the <Save> button.

6|



Trust Online Manual | 2020

User Account Affirmation Message

After entering all of the information for the new user, a message will appear every
time a Staff or Attorney account is being added. In order to add the new account,
the FSU will be required to select ‘Agree’ box before proceeding which affirms that all
of the statements listed in the message are true and are being carried out according
to the Electronic Filer Agreement.

Electronic Filer Agreement[s]

In accordance with the Law Firm's Electronic Filer Agreement[s], to make any changes to
user accounts, the Firm Administrator or Super User confirms and agrees to the following
statements:

1. I am the authorized Firm Administrator or Super User for this account.

2. All users will be assigned their own individual account and no user will be
permitted to share Trust Online usernames or passwords with other users.

3. Mo user will be assigned more than one Trust Online account.

4, A user account will be promptly disabled upon the user's termination of
employment or association with the Law Firm.

5. The Firm Administrator or Super User will be responsible for disclosing to the Trust
any user who is employed by another law firm prior to creating an account for such
UsEr,

6. My Law Firm and I remain responsible for the completeness and accuracy of the
information submitted to the Trust for overseeing and supervising persons
authorized to access Trust Online, or communicate with the Trust on behalf of the
Law Firm, and for the violation of any provision of the agreement.

If the FSU does not agree to the affirmation message and instead clicks the Cancel
button, the new account will not be created.

Note: After the accounts are created, each and every time the user accounts are
updated by the FSU, the FSU will be required to ‘Agree’ to the terms in this
affirmation message before submitting the changes.

Managing User Access

After creating the user accounts for the firm, the FSU must assign the staff and
attorney accounts access to a specific Trust using the Manage Access page. If the
user attempts to login without any Trust access, they will see an error message
directing them to contact their FSU.

Please request access to one or more trusts from your administrator.

Unlike the attorney accounts, when staff accounts are first created they are not
associated with any attorney; therefore, the firm administrator will have to assign
the attorney(s) to these accounts before they may submit new claims or edit existing
claim data. If there aren’t any attorneys assigned to the user, the Attorney’s tab on
the Summary page will display a message stating the following:

7|
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Statistice | Attorneys

There are no Attorneys awvailable to this account.

To assign attorney access to the staff accounts, click on the Manage Access link on
the top menu bar. The Manage Access page will display three tabs, By Account, By
Attorney and By Trust. The FSU can utilize either By Account or By Attorney to
begin assigning specific Attorney access to the staff accounts and will use the By
Trust tab to begin assigning the user accounts access to a specific trust.

When attorney accounts are created, they are already associated with a specific
attorney but they can also be given access to additional attorneys using the Manage
Access link. This additional access allows the attorney account to view and edit
claims submitted by other attorneys.

Access By Account

To assign access by accounts, click on the <By Account> tab and select an account
from the drop-down box. From the No Access list box, select one or more of the
attorneys that are to be associated with this account. Click on the > to move the
selected attorney to the Access list box. To allow access to all attorneys listed,
simply click on the >>.

By Account By Attorney By Trust

account | Smith, Joseph {staffaccount) -

Mo Access Acocess

=rmith, Robert

To remove access, select one or more of the attorneys from the Access list box and
click on the < to move the selected attorneys to the No Access list box. To remove
access to all attorneys listed, click on the <<.

Access By Attorney

To assign access by attorneys, click on the <By Attorney> tab and select an attorney
from the drop-down box. From the No Access list box, select one or more of the
accounts that are to be permitted access to the attorney in the drop-down box. Click
on the > to move the selected accounts to the Access list box. To allow access to all
accounts listed, simply click on the >>.
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By Account By Attorney By Trust

Attorney | Smith, Robert »

Mo Access Access

Srmith, Joseph (staffaccount) King, Test (kingfirm}

Smith, Joseph {Firm Super User)

To remove access, select one or more of the accounts from the Access list box and
click on the < to move the selected accounts to the No Access list box. To remove
access to all accounts listed, click on the <<.

Access By Trust

After assigning the attorney(s) access, you will need to assign the Trust(s) using the
By Trust tab. To assign access by trust, click on the <By Trust> tab and select a
trust from the drop-down box. From the No Access list box, select one or more of the
accounts that are to be permitted access to the specified trust in the drop-down box.
Click on the > to move the selected accounts to the Access list box. To allow access
to all accounts listed, simply click on the >>..

By Account By Attorney By Trust

Trust I v
Mo Access Access
Smith, Joseph (staffaccount) -
o=

To remove access, select one or more of the accounts from the Access list box and
click on the < to move the selected accounts to the No Access list box. To remove
access to all accounts listed, click on the <<.

Password Expiration

The passwords for the FSU and any accounts created by the FSU have a 90 day
expiration date. This added security features will assist in preventing unauthorized
users accessing the firm’s secured confidential data.

When the passwords expire, you will receive a message when attempting to login
that the user’s password has expired. To change the password, click on the “"Change
Password” hyperlink immediately below the Password box on the Login page.

9|
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Trust online

Welcome to Trust Online

In order to have access to this system you must click the ™I AGREE” button below. By dicking the "I AGREE” box below, the Law Firm certifies that it is authorized by the Claimant to submit
a claim, that all information submitted to the Facility during this on-line session shall comply in all respects with the requirements of Rule 11 of the Federal Rules of Civil Procedure, and that
such information is being submitted subject to the terms of the Electronic Filer Agreement. In the event you wish to review the full text of the Electronic Filer Agreement you may do so by
clicking the hyperlink.

1 acree

—
The password for that account has expired. Please change your password.

Click on the link to open Password [seeseriesess 8 _
the Change Password e \,—‘

page.

Username ‘ﬁrm super user2 | I

[Login]

e Note: If you leave this session inactive for more than 30 minutes, the system will ask you to login again.

Would you like to sign up for an account?

Adobe®
AL

From the Change Password page, enter the Username and Current Password.
Enter the New Password, Confirm (new) Password and click the <Change
Password> button.

Change Password

Username |ﬁrrr| super user2 |

g:;;T:rd SRR |

New
SRR EN
Password |

gg::.ivr‘::lrd SRR RRRRN |

Change Password

Upon the successful completion of the password change, a message stating that the
password was changed successfully will be displayed. Click on the <Login> button
to return to the login page. Now you may login with your username and new
password to begin using the Trust Online system.

Change Password

Password changed successfully.

Temporary Password

As another added security measure, whenever an account’s password has to be reset
because it has become disabled due to incorrectly entering the password at least 3
times or the password has expired. A new temporary password will be issued that
will allow the user access to update their password before logging into Trust Online.

When the user attempts to login with their temporary password, they will get a
message stating that “The Password for your account has been reset. Please change

10 |
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your password.” This adds another layer of security, making sure that a new
password is created which is known only to the specific user.

I AGREE

The password for your account has been reset. Please change your password.
——

Password | |

Change Passward

[Login|

When the user gets this message, they will need to click the “"Change Password” link
in order to change their assigned temporary password. The system will require the
user to add a strong password.

Strong Password - A strong password is a password that should not be easy to
guess and would have a measure of effectiveness against brute-force attacks. There
are several common guidelines on creating a strong password, but some of the most
effective measures would include using lowercase and uppercased alphabetic
characters, numbers and symbols.

Firm Super User Profile

Trust Online provides account information for each user on their Profile page. The
Firm Super User account type will be able to view the following account information
including Account Name, Account Type, Email Address, User ID, Last Name, First
Name, Firm Call In Passkey as well as the Receive Announcements, View Summary
Statistics, and Hide Total Payment Statistics check boxes.

Except for Account Type and User ID, the FSU can update all other information on
their profile page.

Account Name Smith, Robert
Account Type FirmSuperUser
Email rsmith@aol.com
User ID acme2

Last Name * [Smith |

First Name * [Robert |

Email ¥ |rsrmlh@aol.com |

Receive Announcements [ check this box to receive periodic announcements from the facility.
View Summary Statistics Check this box to allow the user to view the summary statistics.

Hide Total Payment Statistics [ | Check this box to exclude Total Payments from Summary Statistics.

Password | |

Confirm Password | |

Firm Call In Passkey [8B29FaD |

The FSU’s Profile page will also list all of the Attorneys that have submitted claims for
Trust Online along with a snapshot of their current notification preferences.

From this page, the FSU can also view the firm’s Payment Options, Firm Payment
Notifications and set up the Attorney Options. The Payment Options and Firm
Payment Notifications are read only fields and can only be changed by the Facility.

The Attorney Options includes setting up notifications preferences (paper and/or
electronic) for the following:
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Offers

Release Deficiencies

Intake/Review Deficiencies

Activities (Duplicate Claims, Prepetition, etc.)

Payment Option

The Payment Option includes Paper Check or Electronic Debits (ACH). All firms are
automatically set up as paper checks until a completed ACH form is submitted and
processed by the Trust. A form will need to be submitted for the DII trust and can
be found on the download page on the Trusts’ public website.

Payment Options

Trust Payment Type
HAL Electronic
Hw Electronic

Firm Payment Notifications

On the bottom of the ACH form, there is a section that authorizes an email to be sent
as notification of payment to one or more Trust Online users. The email(s) entered
in this section must have an active Trust Online account. Once the firm is set up for
Electronic Debits, the FSU profile will display the “Enable Electronic Notifications”
check box as selected and the users that are to be notified upon payment.

Firm Payment Motifications

Trust Account
HAL staffaccountl (staff@firm)
HW staffaccountl (staff@firm)

Once the user is notified via email, they will need to log into Trust Online and
proceed to the Notifications page to view/print the payment notification(s).
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Attorney Options

The Attorney Option can be set up by the FSU or the submitting attorney with an
Attorney account. This view will provide information for each attorney in the firm
and display their notification preferences.

Attorney Options

Save ToFile = 1to 3 of 3 =

SMITH, JOHN Electronic Electronic Electronic Electronic
_*Srn ith, Robert Electronic Electronic Electronic Electronic

To begin setting up the notification preferences, click on the attorney’s name. This

will re-direct the FSU to the attorney’s profile page where he/she may begin setting
the notifications preference for each option.

» Motification Options

Offer Notifications

[include Smith, Robert in paper mailing.
Enable Electronic Notification:

v

HAL staffaccountl (staff@firm) x
HW staffaccountl (staff@firm) x
Al v | --- Select Account --- V| E

Release Deficiency Motifications

[include Smith, Robert in paper mailing.
Enable Electronic Notification:

HAL staffaccount1 (staff@firm) x

Al W | --- Select Account --- V| |E

Intake/Review Deficiency Notifications

[ lindlude Smith, Rebert in paper mailing.
Enable Electronic Notification:

HAL staffaccountl (staff@firm) x
HW staffaccountl (staff@firm) x
Al W | --- Select Account --- V| kA

Activity Motifications (Duplicate Claims, Prepetition, etc.)

(include Smith, Robert in paper mailing.
Enable Electronic Notification:

HAL staffaccountl (staff@firm) x
HW staffaccountl (staff@firm) x
Al W | --- Select Account --- V| E

[Save ] concel
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