
How To File A Claim

EXACT STEPS SHOWN IN THE EMULATOR

CREDENTIALS SHOWN ARE EXAMPLES ONLY



Step 1: How is this a claim, What was the actual 
violation, When and where did this happen, 

Example: 

While working Houston board 600, on 1/22/26 I was denied a 
vacation lay-off when there were allocations for me to do so. Which is 
a clear violation of the 1992 crew consist agreement. The 
Memorandum of Agreement initialed December 18, 1991 concerning 
various agreement rules. It is the parties intent that reasonable layoffs 
by both unassigned and assigned employees be permitted. 



Step 2: Login to emulator, enter your credentials.
Press ENTER to continue.  

.



Step 3: type in 15 tie-up/send ticket/report Activity 
from the main menu, and press Enter to continue.



Step 4: type in code 1 for timekeeping main menu/ 
tieup/send ticket and press, ENTER to continue.



Step 5: type in 1b for special claims and your 
4-digit code to proceed and press ENTER to continue



Step 6: select type of special claim category, in this
case its miscellaneous/penalty/article IX (3rd from
the bottom) enter “S” then press ENTER to continue.



Step 7: enter “S” on line 73 miscellaneous 
agreement violation the press ENTER to continue



Step 8: enter the date, then “B” for basic day or “M” for 
make whole for your type of claim, followed by your 
employee number.



Step 9: R/X = regular assigned or extra board, if the 
claim was a result of you working a regular job you put 
an “R” if you were on the extra board then an “X”

Step 10: Oc/Cd = occupation code chose one 03-conductor, 05-
brakeman, 13-yard foreman or 14-yard helper.

Step 11: now enter date previously worked (can be skipped), 
followed by the yard job / road job symbol or number, you were 
working when the violation occurred.

Step 12: enter your home terminal (where you went on duty), then 
the occurrence station (where the claim happened), then press 
ENTER.



EXAMPLE of when steps 8 thru 12 are followed.



Step 13: input the miles for your claim, then enter your
claim remarks. When finished inputting your 
information press PF5 to commit your claim. 


