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The purpose of this document is to provide Attorney(s) and Unrepresented 
Claimants(s)/Representative(s) with guidance on how to complete and submit a Matrix Claims 
Questionnaire through the Claims Processing Portal via an electronic or manual signature. Additional 
guidance is provided on how to submit supporting documentation for your Claim through the “Document” 
tab. Detailed instructions on the processes can be found below. 
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Scouting Settlement Trust Account Overview  
Step 1: Upon logging into the Claims Processing Portal, you will be able to access the “Claims” tab, which will provide you with an overview of the 
Matrix Claims Questionnaire(s) for the Claimant(s) you represent. If applicable, you will also see Claims within your list view that are associated 
with other employee(s) and/or Attorney(s) at your law firm. If you are not represented by an Attorney (“Unrepresented 
Claimant/Representative”), only one Claim will appear on your Claims List. 

Please note: You will have read-only access for Claims that you do not own; however, you will not be able to edit those Claims. 
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Additionally, you can also access the Claims List through the home page by clicking on the blue, “View My Claims” button which can be found 
underneath the “Welcome to the website for the Scouting Settlement Trust” banner.  
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Step 2: The Claims Processing Portal page will provide you with a summary of the number of “My Total Claims” currently associated with your law 
firm. While the number of “My Questionnaires Submitted” will populate as you successfully submit and electronically sign the Matrix Claims 
Questionnaire. 
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Step 3: For Attorney(s) Only - The Claims Processing Portal page will provide you with information specific to each Claim associated with your 
account. You will have the ability to search and filter the Claims associated with your law firm. The “Show my Claims Only” toggle will only list all 
Claims you currently own.  
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Step 4: For Attorney(s) Only - The Claims Processing Portal page will also provide you with the ability to “Download to Excel”, this will allow you 
to download your entire Claims List into an excel format.  
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Step 5: For Attorney(s) Only - The “Reassign Owner” option enables you to reassign a Claim you currently own to another employee and/or 
Attorney at your law firm. To reassign a Claim, check the box located in the far left of the row, then select the “Reassign Owner” button.  

Please note: If you do not own the Claim, you will not have permission to reassign the Claim.  
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Step 6: For Attorney(s) Only - After selecting the “Reassign Owner” button, a drop-down list of all the employee(s) and/or Attorney(s) associated 
with the law firm will be displayed. Select the employee or Attorney that you would like to reassign ownership to and confirm your selection with 
the “Submit” button.  

Please note: Once you reassign ownership of a Claim, you will only have read-only access to the Claim and you will not have permission to 
reassign the Claim.  
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Step 7: For Attorney(s) Only – Located on the “Claims” tab, you will find a blue “Register Future Abuse or Other Protected Party Claim” button, 
which can be used to register Future Abuse or Other Protected Party Claims for your clients who are holders of that specific Claim Type. For 
further guidance on how to register and submit a Future Abuse or Other Protected Party Claim for your clients, please see the 
“Instructions for Future Abuse and Other Protected Party Claims – Attorney(s) with Current Access to the Portal Only” guide on the 
“News and Key Documents” tab. 

Please note: As an Unrepresented Claimant(s)/Representative(s) whom is a holder of a Matrix or Expedited Claim, this blue “Register Future 
Abuse or Other Protected Party Claim” button will not be visible.  
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Step 8: To open the Matrix Claims Questionnaire, navigate to the “Claim ID” column and select the light blue Claim ID number.   

Please note: Once you have opened the Matrix Claims Questionnaire for that Claim, the status of your Claim will change from “Not Started” to 
“Claims Questionnaire in Progress”. 
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Trust (“Matrix”) Claims Questionnaire Overview   
Step 1: Once you have selected the Claim ID, you will open the Matrix Claims Questionnaire. The Matrix Claims Questionnaire contains sixteen 
(16) sections from A to P. 
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Step 2: Each section of the Matrix Claims Questionnaire is expandable and collapsible. To access a particular section of the Matrix Claims 
Questionnaire, click on the arrow next to each of the sections. Each section will detail which questions are required with a red asterisk. Confirm 
that all of your responses are saved before moving to the next section by pressing the “Save” button and review all sections prior to submission of 
the Matrix Claims Questionnaire. 

Please note: You may navigate to the “Print” icon at the bottom of the page to save a copy for your records or to print and review before 
submission.  
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Step 3: Upload any documents related to your Claim by navigating to the “Documents” tab at the top of the page. From there you will select the 
“Upload Document” button to the right of the screen. 
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Step 4: Once you have selected the “Upload Document” button, you will be re-directed to a page which will allow you to upload a file by clicking on 
the “Upload Files” button or by dropping your files in the indicated space. Once the file has been attached, you will select the document type from 
the document drop-down list. To access the document drop-down list, please click on the down arrow to the right of the field.  
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Step 5: Once you have attached the file and have selected the document type, please provide a description of the document you are providing, as 
well as the pages relevant to the Claim. Select the Submit button, and the document will be available on your documents list. 

Please note: Once your Matrix Claims Questionnaire has been submitted, it can no longer be edited, and you will no longer be able to upload 
supporting documents.  
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Step 6: To download a document that has been uploaded to the Claims Processing Portal, select the document by selecting the box on the 
corresponding row located next to the “Id” column. Then click on the “Download Files” button.  

Please note: the downloaded document(s) will appear in the Downloads folder on your Desktop.  
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Step 7: To delete a document that has been uploaded to the Claims Processing Portal, navigate to the drop-down arrow box furthest right of your 
screen on the row of the document you wish to delete. Then select the “delete” option on the prompt that appears.  
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Step 8: Once you have completed all sixteen (16) Sections of the Matrix Claims Questionnaire and have reviewed your responses carefully, 
please determine whether you wish to submit your Claim through electronic signature or manual signature (optional). If you wish to electronically 
sign your Matrix Claims Questionnaire, select the blue “Submit Claim” button in Section P and follow the steps below. After clicking on the “Submit 
Claim” button, a verification prompt will appear confirming that you are ready to submit your Matrix Claims Questionnaire with all required 
supporting documentation. However, if you wish to manually sign your Matrix Claims Questionnaire, please navigate to page 21 for the Manual 
Signature Overview steps. 

Please note: Once your Matrix Claims Questionnaire has been submitted for signature, it can no longer be edited and you will no longer be able to 
upload supporting documents, unless additional documentation or clarification is requested by the Trust. Your Claim is not considered submitted 
until it has been signed by you and if applicable, your Attorney. If applicable, the Matrix Claims Questionnaire will be sent for electronic signature 
to the Primary Attorney Contact as indicated in “Section D - Attorney Contact Information” of the questionnaire. 
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Please note: If you try to submit the Matrix Claims Questionnaire without providing information for a required section of the Trust Claims 
Questionnaire, a prompt will appear notifying you that the sections highlighted in red have been flagged for missing information and must be 
completed to submit your Trust Claims Questionnaire.  
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Recalling a Trust (“Matrix”) Claims Questionnaire  
Step 1: Once you have submitted your Matrix Claims Questionnaire, if you need to make changes after clicking the “Submit Claim” button, you 
may select the “Recall Claim” button. This will move your Matrix Claims Questionnaire from “Awaiting Questionnaire Signature” to “Claims 
Questionnaire in Progress”, allowing you to edit and re-submit your Matrix Claims Questionnaire.  

Please note: Your Matrix Claims Questionnaire can only be recalled if it is in the statuses, “Awaiting Questionnaire Signature” or 
“Awaiting Counter Signature” (Represented Claimants Only). The Matrix Claims Questionnaire may not be recalled after it has been fully 
signed and progresses to the Claim status, “Review in Progress”.  
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E-Signature Overview  
Step 1: Once you have successfully submitted the Matrix Claims Questionnaire through the Claims Processing Portal, you will receive an email 
from the Scouting Settlement Trust <info@scoutingsettlementtrust.com> similar to the one below informing you that action is required, and you 
must provide your electronic signature before your Claim can be considered submitted. 
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Step 2: You will also receive an email Adobe Sign on behalf of the Scouting Settlement Trust <adobesign@adobesign.com> similar to the one 
below. Click on the blue “Review and Sign” button in order to electronically sign your Matrix Claims Questionnaire. You will receive a reminder 
email every seven (7) days until the signature is completed. 

Please note: Your Claim is not considered submitted until you electronically sign your Matrix Claims Questionnaire. If you are not represented by 
an Attorney, only the Claimant will be required to electronically sign the Matrix Claims Questionnaire. However, if you are represented by an 
Attorney, both the Claimant and their Attorney must electronically sign the Matrix Claims Questionnaire to complete the Questionnaire. If 
applicable, the Matrix Claims Questionnaire will be sent for electronic signature to the Primary Attorney Contact as indicated in “Section D - 
Attorney Contact Information” of the questionnaire. 
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Step 3: Once all parties have electronically signed the Matrix Claims Questionnaire, an Attorney for a represented claimant and an Unrepresented 
Claimant/Representative will receive an email from the Scouting Settlement Trust <info@scoutingsettlementtrust.com> notifying them that the 
Matrix Claims Questionnaire has been submitted to the Trust.  
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Step 4: All parties will also receive an email from Adobe Sign on behalf of the Scouting Settlement Trust <adobesign@adobesign.com> similar to 
the one below. Click on the blue “Open Agreement” button in order to review a copy of the signed Matrix Claims Questionnaire. It is recommended 
that you download and maintain a copy of the signed Matrix Claims Questionnaire for your records.  
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Manual Signature Overview  
Step 1: If you wish to Print and Manually Sign a Hard Copy of the Matrix Claims Questionnaire, you must check the box located in Section P of the 
Matrix Claims Questionnaire. Please note that if you want to electronically sign through Adobe Sign, do not check the manual signature box. Once 
you have checked the box and submitted your Matrix Claims Questionnaire, you will be redirected to a new browser tab which will contain your 
submitted Matrix Claims Questionnaire that you will print and manually sign.  
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Step 2: Once you have elected to manually sign your Matrix Claims Questionnaire, navigate to the “Documents” tab at the top of the page to 
upload your manually signed Matrix Claims Questionnaire using the document type, “Signed Claims Questionnaire” then click the “Submit” button.  
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Step 3: Once you have elected to manually sign your Matrix Claims Questionnaire and have successfully submitted the Matrix Claims 
Questionnaire through the Claims Processing Portal, you will receive an email from the Scouting Settlement Trust 
<info@scoutingsettlementtrust.com> similar to the one below informing you that action is required. You must provide your physical signature and 
upload the manually signed Matrix Claims Questionnaire before your Claim can be considered submitted.  
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Step 4: Once we have completed a review of your manual signature, an Attorney for a represented claimant and an Unrepresented 
Claimant/Representative will receive an email from the Scouting Settlement Trust <info@scoutingsettlementtrust.com> notifying them that the 
Matrix Claims Questionnaire has been submitted to the Trust. 
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