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Step 1: If you have submitted a 
pre-approval through the application, 
we offer the ability to link to your 
pre-approved activity at the time you submit your 
claim.

To link to the pre-approval, click on "I have a 
pre-approved claim" and then type in the name 
of the pre-approval. 

The pre-approval will then be linked to the claim. 

Please note: If it is not required to submit a 
pre-approval to submit your claim. If you have not 
submitted a  
pre-approval, skip this step.

From the Claims module, you can search past claims, check existing claims, or submit a new 
claim. 

To get started with a new claim, select Create Claim.

Select claims from the left-hand toolbar then the claims tab.
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Step 2: To begin a claim use the drop down under Marketing 
Activity to designate the activity type for the claim. From here 
the claim name will auto populate based on activity type and 
dates entered.

Step 3: Enter the dates for the claim activity.

Step 4: Fill out the invoice details including the vendor name, invoice date, invoice number and total 
invoice amount. 
 
Please note: It is required to upload the actual invoice by either dragging and dropping the invoice file or using the 
select link to find upload the file. 

Note: To add multiple invoices, please click "Add Additional 
Invoice" and repeat the process.
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Step 5: Add all supporting documents pertaining to the claim here.
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Step 6: Enter the total claimed amount to complete your claim submission.

 
Please note: The total claim amount is for the total amount in the invoice you are submitting for 
reimbursement.

Make sure claimed amounts are entered without dollar signs or commas.

Step 7: Once you have reviewed your claim details be sure to "Save Changes".

Please note: Review all information prior to selecting Save Changes.
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Step 8: If the software detects a duplication or overlap in activity type, activity dates, or invoice numbers, the site will alert you. 
 
This information will also get flagged to the auditor to review prior to processing the claim.  
 
If the duplicate information is valid, but the claim should still be submitted, select Yes, Submit Claim. If this claim is a true duplicate and submitted on 
error, select Close, and then Cancel, to cancel the submission or correct the info provided to resubmit. 
 
Note: The site will only present this step when duplicate information is detected.

Step 9: Make sure "Notify Primary Contact" is selected & add in any additional people that will need to see the claim to the CC section. 
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Step 10: After Save 
Changes is selected 
you see the details of 
the submitted claim. 
The claim will be in 
Submitted status 
and can be edited 
while in Submitted 
status. 

Review all information 
carefully to make 
sure the submitted 
information for the 
claim is accurate. 

Once the claim moves 
to Processing 
status, the submitted 
information for this 
claim can no longer 
be modified,

unless required to do so 
by the auditor.
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Step 11: To review 
your claim status, you 
can review in the Claims 
section of the site. You can 
get to this page using the 
navigation panel on the left 
side of the page and click 
on "Claims".
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TIPS

• To check the status of a claim, filter by the status drop down. 

• To review approved claims, select Approved status. 

• To drill further into the details of a claim, select Actions > View.
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Have questions?
SproutLoud’s expert customer support team is here to help.

Monday-Friday from 9:00am – 8:00pm EST
Email: customerservice@sproutloud.com
Phone: 954-476-6212 or 877-634-9260
Live Chat: available online during business hours
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Step 12: Email communications are sent 
from SproutLoud anytime a claim is approved, 
denied, or needs more information to 
process the claim.

If the auditor needs more information to process
a claim, you will need to login to SproutLoud,
access the claim, upload the additional info
required, and submit.
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