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Introduction

e Ecompboard is designed to allow parties to file electronically with the Workers’
Compensation Board. Participants in the portal will be able to submit and view data on

cases they are a party to.

e Ecompboard will be expanding its services; however, currently Request for Hearing and
Request for Review are available for electronic filing. Also, you can sign up to receive
CDA approval notifications through the portal, and view case status. As more services
are added, parties that belong to the portal will be notified and administrators of accounts
will be able to adjust access for their staff members accordingly.

e Once the portal is fully established, it will allow users an alternative way to send and
receive electronic transmissions, check case status, and update information.

Accessing Your Account

Establishing System Access

A logon and password will be needed
for access to the portal. Attorneys,
insurers, and Third Party
Administrators will only have access
to their own company account; these
entities will need to choose a System
Administrator for their company.

Participants will be sent a notification
letter with an Authorization Code that
is tied to their company. When the
System Administrator wants to create
an account for your entity, they will
need the authorization code to enter in
the New User section.

Welcome to the Workers' Compensation Board Portal

Please Log In
User 1D |

Logon access is provided by a system
administrator

First time users click here and enter the
Activation Information provided by the
Oregon YWorkers' Compensation
Board(WWCE). If you have not received an
authorization and access code, please
contact WCB Staff

Password

Forgot Your Username or
Password?

Fill in your user 1D or email address in the box below
and we will send you an email with login instructions

User ID or Emaill

help Remind e

Once the System Administrator completes the registration process, they will have a User 1D and

password for subsequent access.

The initialization process can only be done once; if an attempt to initialize the company occurs
after it has already been completed, the user will be advised to contact the current System
Administrator to obtain access. The System Administrator may add access to their account for as

many users as they wish.



To Start the Initialization Process:

e Press the click here
link in the New User
section. This will
route you to the
Initialization screen.

e Complete the screen
with your System
Administrator log-on
information.

Passwords are case
sensitive. Make sure to take
careful note of the case of
the password. A password
may contain letters and/or
numbers. The user is asked
to re-key the password to
make sure there have been
no typographical errors.

or via phone 503-378-3308 or 1-877-311-6066

e In the lower section, you will be asked to enter the Activation Number and Code. You
must enter the number that was assigned to your company in the notification letter. If
you cannot find the letter or you need to have a number assigned, please contact us at
portal.wch@state.or.us or call us at 503-378-3308.

If the Activation Number or Code has been previously processed, you will receive an error
message like:

Activation_Code already initialized, remove invalid code to continue
Code 16541682 a y initialized for PACIFIC LIFE INSURANCE COMPANY, administrator
(s) JOE TESTNAME JOE TESTNAME

If you belong to the company listed in the error message, you will need to contact your System
Administrator (listed at the end of the error message) to have them add you as a user to the
account.

When the system accepts the Activation Number and Code, the log-on will be successfully
processed. You will be returned to the login screen with your newly assigned user 1D displayed,
and an email will be sent confirming your account information. *Make a note of the log-on ID.
It may not be the same log-on ID you requested when setting up your account. This log-on
ID will never change and it is not case sensitive; however, please remember that your
password you selected is case sensitive.
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Please Note: You may not receive the User ID you requested when initializing
your account; another user may have already registered the User ID or the system
may have generated a logical User ID based on the information inputted. System
User IDs are constructed by combining the first initial of the first name with the
first seven characters of the last name. In the case of duplicates, a numeric
qualifier will be added.

Please log in to verify that your access is working correctly.
Logging On

When presented with the login screen, enter your User ID and password.

System Administrators who
set up the account will have a

personalized password, which P I ease LDg I n
they provided at the initial time
of registration. Lser ID:

New users added by your

System Administrator will Password.

need to set up their own :
password. A link will be Passwords are case sensitive. Login
emailed to the new user when A password may contain

the System Administrator sets letters and/or numbers.
up the access to their account.
By pressing the link in the

email, the user will be taken to the password screen to setup their personalized password.

User ID & Password Forgot Your Username or

Forgotten User I1Ds and Passwords

Password?
¢ |f you have forgotten your User Fill inyour user 1D or email address in the box below
ID and/or password, you may and we will send you an email with login instructions.

enter your email address and, if
the system finds your email
address associated with an
account, you will be emailed
your User ID and a link to
reestablish a new password.

e Users can reset their own passwords at any time after logging in, and are encouraged to
do so at least every three months. (See Change Your Password)

e Users with administrative rights may reset passwords for any user associated with their
company. See instructions under Administrator Password Reset section.

User 1D ar Email:

help Remind ke




Logging Out/System Inactivity

® You can log out from any
tab in the portal by pressing
the “log out” link located on
the right side of the screen -
near the top of the page.

e Users are encouraged to log
out when leaving their
workstation.

® The system will
automatically log you out
after 60 minutes of J Select
inactivity. (Displays near
the top of the browser.)

Instruction 3

Log out

j Continue

Your session will expire in 59 minutes if wou remain on this page.

OREGON.gov

Home Tab

Main Tab

e All users have access to the Main tab, which identifies the entity you are doing business
on behalf of and allows you to change your email and password associated with your
account.

=
< Wain ,JSEI’S Contacts

« Change Your Email Address
» Change Your Password

Select your business function AT0MEY Firm H | serect

Choose an entity: A DUANE PINKERTOM Il j Continue

{select an entity to activate options)




Change Your Email

You can change the email associated with your portal account at any time.

* |nthe Main Tab, select Change Your E-Mail Address link.

orkers' Compensation Board Portal - Portal Home - Portal Home
Entity Name: ALVEY LAW GROUP

Home WCB Case Status Request A Hearing Request Board Review

Main Users Contacts Company

< « Change Your Email Address >
-

Select your business function:

IAttomey Firm

IALVEY LAW GROUP
(select an entity to activate options)

Choose an entity:

e Then enter your new email address and press Save Changes.

Change Your E-Mail Address

current E-Mail Address.  brooke sticeg@state or.us

Enter Mew E-Mail Address:

< Save Changesl Cncel Changes

—————

Change Your Password

A user may change their password at any time. After logging in, select Change Your Password
from the Main Tab.

orkers' Compensation Board Portal - Portal Home - Portal Home
Entity Name: ALVEY LAW GROUP

Home WCB Case Status Request A Hearing Request Board Review

Main Users Contacts Company

our
< = Change Your Password
Select your business function:

Choose an entity:

I;M‘lc»rneyr Firm

IALVEY LAW GROUP
(select an entity to activate options)




e Enter your old password; then enter your new password and press the Save button. The

system will send you an email confirming the change in password.

Ol
Fassward:
M
Fasswaord:
YRy

Administrator Password Reset

Should one of your users forget their password, as a system administrator, you can go to the

Change Your Password

Please note: Workers’ Compensation Board
employees do not have access to your password.
They can provide you assistance by resetting the
password. You will receive an email with a link; then
you can log in and reset the password to your choice.

Passwords are case sensitive.
A password may contain

letters and/or numbers.

Home Tab under Users to reset their password. If you pull up the User List and select the

appropriate user, then select User Detail.

At the bottom of the User Detail,
there is an option to Reset
Password. A random password
will be generated and an email will
be sent to the email address they
are using with the portal.

Administrators have all of the
rights that are available for the
entity. Administrators can: add
and change users, add and change
contacts, update information, and
print available reports.

Users Tab

8

Board Review Request Update v

WCE Case Inquiry Read Only =

FEVIEW

For Assistance Contact

portal weh@state.or.us

CB Case Status

[+ Manage Users

\Application Information:

Provides access (o view case
information when youre entity s

a party of the case.
For Assistance Contact

portal wehidstate.or.us

EENE CQncel  Reset Password

Clicking the Reset Password button will generate an email
message to the email address shown, which will include a link to

reset the password. The link will automatically expire in 48 hours or

when it 15 used to reset the password (whichever comes first).

e The Users tab allows you to add or modify users who have access to data for the
company. When choosing the Users tab, you have two Menu Items to choose from, User

List and User Detail.
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* When you select the User tab, it will always default to the User List with the first user
selected. The User List displays all users authorized to access information within the
company. The first time a System Administrator accesses the User tab, only their name
will be listed; they will need to add additional users for the account.

e |f you select User Detail, you can then edit the access granted to the specific user selected
from the User List.

Main Users Contacts Instructions Log out

User List

Logon ID First Name LastName Email Address Phone Number
User Detail
v SCROWRX  Sheryl Criona brooke stice@@state.or.us  903-934-0115
¢ MIAGGERM  Mick Jagoer brooke . stice@state.or.us  203-934-01158
¢ DARIMOON  Brooke Stice brooke sticei@state .or.us  503-934-0118
Add User  Edit User Remove User

Add/Edit/Remove User

The System Administrator and any designated user given access to the Users Tab may add, edit,
or remove users for your entity.

hlsin Users Contacts Instructions Log out

LIser List
Logon ID First Name Last Name Email Address Phone Number
User Detail
& SCROWXH Sheryl Crow brooke stice@state or.us  503-934-0118
e MIAGGERX  Mick Jagoer brocke stice@state or.us  503-934-0118
¢ DARIMOOMN  Brooke Stice brooke sticei@state or.us  503-934-0118




10
Adding a User

Click the Add User button. (It will bring you to the User Detail screen.)
* You will need to enter the First Name, Last Name, and Email Address of the user. The
User ID will be system-generated.
= The user will receive an email providing them with their User ID and a link to the
system.

= |f you are entering in an attorney as a user, you can enter their Oregon State Bar
Number at the top of this screen.

Mew User Existing User

My Oregon State Bar
Number is:

User ld

First Name
Middle Initial
Last Name

Email Address

Phone: ext.

Application Access:
Hearing Request

[~ Manage Users

Application Information:

Hearing Request Read Only - Provides access to view and
create reguests for WCB

Hearing Request Individual User Access [

hearings.
SRR Snusstipgas r For Assistance Contact

portal wchi@state or.us

-
Request for Board Review

[~ Manage Users

Board Review Request Individual User r

Access Application Information:
Provides access to view and

Board Review Request Read Only r create reguests for Board
revie

Board Review Request Update r For assistance Contact

portal weh@state.or.us

'CB Case Status

[~ Manage Users

Application Information:

Provides access to view case
information when youre entity is
a party of the case

For Assistance Contact

WCB Case Inquiry Read Only r

portal wchid@state or.us




® [f the attorney’s bar number is entered, when you select your options under “Application
Access”, you can click the box for Hearing Request Individual User Access and Board

Review Request Individual User Access. This will give the attorney access to only cases
that they are a party to.

Application Access:

Request for Board Review

Board Review Request Individual User Access -
Hearing Request Individual User Access

e Application Access for non- Ao Gzt F1E0) Gy ~
attorneys: There are two options
Hearing R t Updat
Read Only or Update. sarngreqtEst TR .

= You should check the box
for Read Only if you want
to only give the user access
to view information, but not Board Review Request Update -
modify it.
= You should check the box
for Update if you want the CB Case Status
user to be able to modify
and update requests in the WCE Case Inquiry Read Only r
system.
e Note: WCB Case Status only has —
the Read Only option.

Board Review Request Read Only O

e Manage Users. If you want to give another user
[ Manage Users “Administrator Access”, then check the box for Manage
Users.
E;g;f;ﬁﬁﬁ;jg;ﬁ;;;f i = This will allow the user to add, modify, or
hearings. remove users from your account.

® Press Save to save changes. Data changes on ANY tab
must be saved using the Save button. If you make
changes and exit the tab, the system will confirm
whether you want to abandon the changes that you
I Manage Users have made.
e Added users will be able to access the portal
Provides access to view and |mmed|ate|y

create requests for Board
review

For Assistance Contact:

portal weh@state.or.us

For Assistance Contact:

portal web@state.or.us

I~ Manage Users

Application Information:

Provides access to view case
infarmation when youre entity is

a party of the case.

For Assistance Contact:

portal weh@state.or.us




Editing a User
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Click the Edit User button. (It will also bring you to the User Detail screen.)

Edit any information that needs updating, i.e., email address, system access, etc.
Press Save to save

changes.

Removing a User

hdain Uzers

Uzer List

Contacts

. e

e Inthe User List, select
the user you want to
remove.

e Click the Remove User
button.

[ J

[ J

The screen to the right
willpopup: D>

Press Remove User to
remove the selected user
from your entity account.

Contacts Tab

First Hame: hick

Last Hame: Jagoer

User ID: MJAGGERY

E-Mail Address: brooke sticei@state or us

Hearing Request

+ Hearing Req lual User A

Hearing Request Read Only
Hearing Request Update

Request for Board Review

v Board Revi Req

Manage Users

Application Information:

Frovides access to view and
Create regquests for WCE
hearings.

For Azsistance Contact:

portal whi@state or us

Manage Users

lual User A
Board Review Request Read Only

Board Review Request Update

CB Case Status

+ WCB Case Inquiry Read Only

‘ Remove User Can*l Changes

Application Information:

Frovides access to view and
creste requests for Board
ey .

For Azsistance Contact:

portal whi@state or us

Manage Users

Application Information:

Frovides access to view caze
information when youre entity
iz & party of the case.

For Azsistance Contact:

portal whi@state or us

Contacts represent points of contact within a business. They are not the same as
authorized system users, but rather recipients of notifications generated by the system for

specific business purposes. You may add as many contacts as you wish. The System
Administrator should be a contact.

Contacts may receive
notifications by email.

The system automatically
generates a wide variety

of automated notices. The
system keeps a record of all
automated notices sent to
all Contacts in the system.

N\

htain Usef= Contacts

Email Address Changes Saved
Contact Detail

Cantact Histary Hame Title

Brrooks Stice
Elmer Fudd, Aty
Elmer Fudd, Legsl Assistant

Mark Bancik

BELRep Eled Edit Cortact  Remove Contact

.

Wihiat is 3 contact?
Email Address
brooke. stice@state or us
brooke stice@state or us
bugs. bunny s groun.com

mark j.banick@state or us
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Administrators are encouraged to set themselves up as a contact for administrative
activities, such as adding or modifying users.
If you want to receive notifications to multiple email addresses or specify what

notifications you would like sent to what email, Contacts is where you should organize

this.

Add/Edit/Remove Contact

Add or Edit Contact:

Clicking the Add Contact or
Edit Contact button will bring
you to the Contact Detail
screen.

Enter/Change the Name of the
contact and their email
address.

Choose the types of
notifications that the contact
would like to receive.

Press Save to save changes.

Remove Contact:

Click the Remove

Hotify me when an event accurs which | am directly imvobred in("):
(not just the enticy | am assoeiated with)

Contact Information:

Mame and Tle: | e Fleztwond
Address Line 1: 111 hiain &1 SE

Address Line 2

City, State, 2IP:  Portland oR arman
Email dddress.

fvea Code Prefix  Suffix  Ext

TiEHigtis | 1og ort

Receive Notices About:

Cella

Hearing Request:

Hearing Reques

ceipt of filing
Other Notifications: Approved CDA
Request for Board Review:

Request for Board Review: Acknowledgement of Request for
Board R

Contact button. Mo Users

The screen to the
right will pop up: m

Contast History

Press Remove
Contact to remove
the selected contact
from your entity
account.

Contact History

The Contact History screen
will let you view all of the
notifications that the selected
user has received.

Contacts

Femove selectad contact
Field ‘alue

Mame and Title hae Fleatwood
E-Mil Address: brooke stice @state orus

Remove Contact [iiR IRSRwette

Main  Users  Contacts

Contact List
Contacts with: drehermc@cbs.state.or.us

Contact Detail

Show History for ALL Contacts

01/13/2014  Acknowledgment of Request For Hearing Received For Dole

Sent: 12/31/2013 1:59.06 PM

1. LIBERTY BANK
PO BOX 10348
EUGENE, OR 97440

sent an email to notify them of this request
1. SAIF CORPORATION

400 HIGH ST SE

SALEM, OR 97312

Thank yau for using the WCE weh partal

M W 1 23 4 5 W M

01/03/2014  Oregon Workers' Compensation Board Request for Board Review Received

01/03/2014  Oregon Workers' Carpensation Board Request for Board Review Received

12/31/2013  Oregon Workers' Compensation Board Request for Board Review Received
Your Request For Review has been received on 12/31/2013 01:59 p.m. far
CLAIMANT, TEST (claim number: ABC) and is being processed.
Parties with accounts on the WCE wehb portal are automatically notified when named

on a Request For Review. The following parties do not have accounts on the WCB
web portal and it s your responsibllity to notify therm of this Request For Review

The follwing partiesfpractitioners do have accaunts an the WCB web partal and wil
be

Filter

> < < <



Approved CDAs

14

If you want to receive notifications for approved CDAs, all you have to do is sign up with the
portal. You must add your name to the Contact list with the email address you wish to receive
the notifications. You can receive notifications to multiple email addresses; you just need to fill
out a new contact for each email address. It is okay if the same name is in the list multiple times.

When a CDA is approved,
it will be entered into our
system and an email
notification will be sent to
you if you are a party to the
case.

There is no TAB or any
other viewing option
available in the portal. You
just need to check the box
that says “Approved CDA”
and email notifications will
be sent to you.

Hearing Notices

If you want to receive your
hearing notice by email
from the portal, activate the
Hearing Notice by
checking the box.

%k Please note that if
anyone in your
organization activates this
notice, you will no longer
receive paper notices in
the mail. % %

It’s advisable to have more

Receive Notices About:

Hearing Request:

Hearing Notice: Receive Hearing Notices by email
Hearing Request: Hearing scheduled / rescheduled * "

Hearing Request: Notice of Request for Hearing sent to parties *  [#

Hearing Request: Notification of filing * "
Hearing Request: Receipt of filing * v
Other Notifications: Approved CDA ~* ©

Request for Board Review:

Request for Board Review: Acknowledgement of Request for 7
Board Review *

Request for Board Review: Receipt of request * "

“At least one contact must subscribe to this notification

Gancel

Selecting a notification will cause the contact to receive em

than one contact receive this notification.



Requests for Hearing Tab

List Requests Tab
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® The top of the List Requests Tab defaults to requests that have not been processed. To
see previous requests, click on the button to show previous requests.
e |t displays the Request Date, Claimant, WCB Number, Status, Location, and Hearing

Date.

* From this tab, you can also select any of the requests and modify, view, or attach

additional documentation.

= [f you click on the Claimant’s Name, you can file a supplemental, amended, or

consolidated Request for Hearing for the Claimant. You can also file an

original/new request, but it will have the information prefilled for you, so make

sure you make the necessary adjustments.

= |f you click on View Request, it will display the newest Request for Hearing

associated with the request.

= |f you click on Additional Docs, you can add additional supporting documentation

you did not have at the time you filed the request.

Home  WCB Case Stalus | RequestAHearng = Request Board Review

List Requesis New Hearing Request

10 |~ |records per page

fruciions Log out

Filter

RequestDate *  Claimant WCB Case # Request Type Request Status Hrg/Evnt Loc Hrng/Evnt Date
02/24/2015 Garcia Ponce, Jose Cruz Amended Submitted < = ,‘ @ ’
02/24/2015 Hamilton, Clark Amended Submitted = @

Showing 1 to 2 of 2 entries

‘ Click to Show Previous Requesis v ’

Documentation and View Request

If you click on View Request, a document will load that looks exactly like the paper version of

the current Request for Hearing.

® You Can pri nt, emal I 1 Or save th is In the Matter of the Compensation of
document to your computer. Neme John Smith_
Salem, OR 97302
Phone #

Claimant's Attorney Test User
Oregon State Bar Number

Attorney Firm ADUANE PINKERTON II
Address PO BOX 21347

CONCORD, CA 94522
Phone # 555-555-5555

Beforethe
WORKERS' COMPENSATION BOARD
State of Oregon

Request for Hearing and Specification of Issues

Date of Injury 9/11/2012

Claim #

123345

WCD File #

Employer SAFECO PROPERTIES

Address

Insurer  LIBERTY NW INS CORP

Address

PO BOX 21545
SEATTLE, WA 98111

PO BOX 4400

PORTLAND, OR 97208

Parties must notify WCB of any address changes

[X]A DENIAL ‘dale

A hearing is requested for the reason(s) check below:

| [X]NORDER ON RECONSIDERATION _attach copy
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If you click on Additional Documentation, the additional documentation screen will popup, just
like when you first submitted your Request for Hearing.

e Choose the document type from he drop-down menu and the date the document was
issued.

® Click the Choose File... button to search for the document you wish to upload.

List Requests  ReguestHearing  Additional Docs  Histary I -CC Out

Flease upload any additional supporting documentation, or use this cover sheet to mail supporting documentation to WCE. For
guestions about electronic signatures, please refer to OAR 438-005-0046 (4) (). Note: only PDF files may be uploaded.

Existing Documents
Document Type Document Date File Name Upload Status Published Date

Mo existing documents

Add Documents
Document Type Document Issue Date File

Upload PDF File

--Please select a dncumentt‘_j }Qhuuse File |ND file chosen
E Return to List

® You can browse e 20
through the files on | — @Jw_: . User Name: BROCKE STICE
yourf_cgmk?uter until 1222?;2";5} %iiﬁiéiéiﬁ? éiiﬁiiéi:‘g;i %EEZZZSE:EZ? e

ou find the necessar PR HoSisSl PN i bl
?jlocumentation to Y el e i . v
upload. Once you’ve
selected the document
and pressed open, it

) 120i618.doce 1203167 pdf  ]1204339.d0cx  T1z05617apdF 130
Tizomet.ed  Eliz0aeedorx  T1204aa9pdt E1205713.dorx T 13
12016 18a.docx 1203286, pdf  ]1204413b.docx 12057130 B9]130
T1z0i618apdf 12009008 dock T 12044130.p0F  E1z06166.docx  TH130 kupporting documentation to WCE. For
(liz0tt0.docs T to0ao00apef  E]1o04485cdons T1208tea et B0 ooy pDOF fles may be uploaded.

Ti20i910pd  M]1205067 dorx T to0demscpd 1206220, docx T3
41201951 b.docx TH1203967 pdf @] 1204516.docx T 1z052020.pdf 130

dl I ] |8 Published Date

i i File name: fi = |
WI” appear In the Files of type: 2 Fies | Caneel
portal screen. Press it S )
Upload Flle to upload ggiut::ec:tm'rifrg; Dacument Issue Date File

the document to the Please seiect 3 cocument x] e e o e chosen Upld POF File

W(CB portal. ]
e At this point you can

review the document.

To complete the upload process press Publish Document or you can delete the document.

Existing Documents
Document Type Document Date File Name Upload Status Published Date

DEMIAL LETTER 01/23/2014 1201616 pdf PROCESSED

Publish Document Delete Document

Add Documents
Document Type Document Issue Date File

--Please select a document & j 01/23/2014 Chaoose File Mo file chosen
=

Upload PDF File EEdigRalREs
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Request for Hearing Tab

You can request a hearing by hitting the Request for Hearing Tab. It will bring up a form to fill
out that is very similar to the current paper form. It looks like this:

* The Requested By field should be marked automatically to your entity type you signed up
with for your portal account. This should auto-populate your information into the
corresponding section.

Choose the Request Type.
Enter Claimant information. wea o]
For the “Name” fields for — | e

& attorneyClaimart

Attorney Firm, Employer,
Insurer Firm, or Third Party s
Administrator, you can start foaciiibes
typing the name of the et
company and it will retrieve '
the information from our .

database. Once you select

the correct option, if you |

TAB to the next field, it

will populate the fields .

below it. (If the option you

need is not available, you |
can still type into the '

fields.)

Inaurer - Yo must fil out Information for athar the aurer oe Third Party Administrator

o Name
Addres: [
Address 2 Adkiross
City State ZIP Address 2
Climart's Atorney City State 2P
First Hlame BROCKE ity State
Insurer Adtorney Fim
Middie Hame: Heme
Last Name sTeE f—
Oregon State Bar Number S
‘‘‘‘‘ City State 2P
Address 2 nsurer's Attorrey
iy State 7P |
Phone # (Area Code, Number) 70 BRI
Employer Last Hame
e Oregon State Bar lumber
Address o
Address 7 A
o City State ZIP
Empioyer Altorney Frm
Hame Phone # (Area Code, Number)
Third Party Aciminisraton(TP) - fou muist fil out informetion for 6Bhe the insures or Third Perty Administrator
Address
Hame
Address 2 .
Claims Adjuster Hame
iy State 2P
= Address
Enpioyer's attomey
First Name -
Widdle Hame: [
Last Hame
Parties must notify WCB of any address changes.
Oregon State Bar Humber
Address
Address 2
City State ZIP

Phene # (Area Code, lumber)
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e Select the appropriate
issues, provide interpreter
information, or write
comments as needed.

* You will have a chance
to attach supporting
documentation, such as a
retainer agreement, once
you press Submit Request.
An acknowledgement
screen will come up that
looks like this:

UstRequests  Requesthiearng | Adoitonsl Dac: story

Please upload any additional supporting documentation, or use this cover sheet to mall supporting documentation to WCB. For
QUESNONS B00UT EleCtonIC SIGNAIUTES, pEase refer (o CAR 438005 0046 (4) (£) Note: onfy POF flies may be upioades

Existing Documents
Document Type Document Date File Name. Upload Status Published Date

Mo gwsting dosumerts

Add Documents
Document Type: Document Issue Date File

A hearing is requested for the reason(s) checked below

DEMIAL (date) (3 Defacto

g/nondisabling)

P

porary Disability

s
Period Sought

Permanent Partial Disability
Permannt Totsl Disabiiity

OTHER (Explsin and cite ORS)

FENALTY (citz ORS)
Period Sought to
: ATTORNEY FEE (cite ORS)

TEMPORARY DISABILITY OFFSET

“Yes & No INTERPRETER WILL BE NEEDED For ¥ | Langusge: I Yes, Select 3 Languag
Yes @ ntroversy is LESS than 31000.

Yes

Yes

Comments

Eav= Work In Progress|

Existing Documents.
Document Type Document Date File Name Upload Status.

No existing documnts

Filing and Servioe of Documents; Gorrespondencs; Signatures (DAR 438-005-0045)

Return to List

_piease seiects document s 5] S—G e chosen

Click here to proceed to Additional Documents

It is possible that you will receive an error code before you can submit your request. Some
pertinent information may be missing and in order to complete the Request for Hearing,
you will need to fix the errors. The error codes will appear above the “Requested By” box.

List Requests Reguest Hearing

Addditional Docs History

~TreE |

fpmm—
< tust cite ORS if Penatty issue is ch

hust cite ORS if Attarney Fee izsue iz checked.

—

Fequested by

= AttorneyiClaimant
Claimant
InsurerProcessing Agent
Employer

DCBS

*Tip: Press the blue link to take you directly to the section that is missing the information.

HOTICE TO OPPOSING PARTY:

The requester demands copies of all medical
reports and all other documents pertaining to
this claim, whether or not the requesting party
intends to rely on them at hearing.

ORDER ON RECONSIDERATION attach PDF copy No file chosen

DIRECTOR'S ORDER attach PDF copy [ Choose File | Ne file chosen

s cisim or claimant: WCB Case Nofs)
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Save Work In Progress

If you are unable to complete the request you are working on for any reason (need to leave your
office, take a phone call, 60 minutes is not enough time), there is a Save Work in Progress
button located near the bottom of the page. Scroll down and press the button to save your
progress on your request. You will be able to return to your request at a later time.

w PEMALTY [cite ORS)

w MTTORMEY FEE (cite ORE)

COSTS
TEMPORARY DISABILITY OFFSET

INTERPRETER WILL BE HEEDED For =l Language: --If V&=, Select & Language =| other
Yes @« No

YWes @ Mo The amount in controver sy is LESS than $1000.
Yes « No Al day is required for hearing.
es @ Mo Stress claim (Such claims will be et for all day unless otherwize requested)
Yes « Mo Compensation stayed (Employerinsurer appeal of WCD Reconsideration Order)
Please consolodate this request for hearing with the following pending caseis) regarding this clsim or claimart: WCB Case Mo(s)

Yes @ Mo

Comments

Wiewe Cover Sheet

< Save Work In Progress

s
Document Type Document Date File Hame Upload Status Published Date

COVER LETTER D201 4 1203967 pof  PROCESSED [ [ —

Filing and Service of Documerts; Correspondence; Signatures (OAR 438-005-0046)
Submit Recuest Delete Incomplets Request

Request for Hearing Acknowledgement

Once you have submitted the Request for Hearing, you will receive an acknowledgement email
that looks similar to this:

The email will let you B oo =

e

know if parties to the po
p Your Amended Request for Hearing has been received on 01/30/2014 04:26 p.m. for Bellish, Maddison (insursr claim number: aaa] and is being processed. E
Case do not have Parties with accounts on the WCB web portsl are automatically notified when named on a Request for Hearing. The following parties do not have accounts on the WCB web portal and it is
your responsibility to notify them of this Amended Request for Heal

1 Maddison Bellish

accounts on the WCB

portal. If you click S oR 57305

on the link provided, .

you Can Create a STAYTON, OR 97383

cover sheet to mail or e et et s et et e st st s

UDSQIJKHRDRTlFRGWREJAW%SD%BD

faX tO partles W|th the You may lick o th following wab ik o genarate  prfiled Covar Lettar and Cartfiate of Sarvics which you can arnt snd mai to partes ofth case

bs.state.or. ports/rpt {FGavlib nmjhr vlib4ZDUZ11yB2bIADRCL "\MADMVAmehGZ VHOAY%

Request for Hearing, ODWYr iFHcl TOw# JC )3YzB3Q) iFHCUNOa1N3c9QT MwAD! DN%3Dg

The following parties do have accounts on the WCB web portal and will be sent an email to notify them of this request:

1 SAIF CORPORATION
400 HIGH ST SE
SALEM, OR 97312

2. SAIF LEGAL SALEM
400 HIGH ST SE
SALEM, OR 97312

Thank you for using the WCB web portal




Additional Documents

e Choose the
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Existing Documents

document type
from the drop-
down menu and
the date the
document was
issued.

® Click the Choose
File... button to
search for the document

--Please select a UUcumemt‘j 01/23/2014

DENIAL LETTER 01/23/2014 1201818 pdf PROCESSED

Document Type Document Date File Name Upload Status

Document Type Docurnent 1ssue Date File

Choose File | No file chosen

you wish to upload.

i [

Published Date

N
o JE3 e R =

Publish Document

2|

(=3 User Name: BROOKE STICE]

You can browse through the files
on your computer until you find the
necessary documentation to

upload.

] 1006082, dock 0 )1201951b.pdF  (9]1203997c.doce T 1204GL6.pdF  B]120
T to0s0ss.pdf B 1z07986.dorx  T1z0399rcpdf  ]1204540b.docx T 12C
191200185 docx T 1202986, E]1204204.docx T 1204540b.poF  E120
Tizomezedt  ®)1203026ad0ce T1204204.pdf  B]1205436a.docx T 120
4] 12002492, doce " 1203028a.pdF  (]1204204a.docx T 12054363 pdf 120
T t200249e.pdf  E)1203167b.docx T 12042040 pdf 120561 7a.docx 120
] 1o01612.dock  T1203167b.pdF  (9]1204330.d0cx 1205617 pdF  (0]130
T izoietspd E1zoszsedone  T1zo4ssepdt  E1z05713.doc T1ac
) 12016180, docx. T 1203286, E]1204413b.docx T 1205713.00F  E1ac
T Leoieisapdt M) 1203000adoc: T204isbpdt Elizosieedoc: T 130 kupporting documentation to WCE. For
S [ eooindocx T to0ssn0apdf Wrz0ssscdoc Tizostespdt  EISC |y pOF files may be uploaded

Tie01910pd  ®)120397.docx  1204485eodf  E1006220.docx 130
] 1201051b.doce 1208067, pdf  (2]1204516.docx T 1206220.pdf  B]13C

F:\elname |\ I j npenj S Published Date
Once you’ve selected the document O — |
and pressed open, it will appear in — -
the portal screen. Press Upload e v

File to upload the document to the
WCB portal.

Choose File | No file chosen

Delete Document

Upload PDF File

Return to List

At this point you can review the document. To complete the upload process press Publish

Document or you can delete the document.

History

This History Tab will show you the history related to the Request for Hearing that you are

viewing. For example:

The history in this
example shows that for
this Request for Hearing
for Claimant “Maddison
Bellish” there were two
requests submitted. If you

Home  Request For Hearing

click the View Request Reqguest Date  Claimant Name
02032014 Bellish, Maddison

01/30/2014 Bellish, Maddison

link, you will be able to
pull up the original request
and compare it with the
amended request to see
what information changed.

List Reguests  Request Hearing

Board Review Request

WWorkers' Compensation Board Portal - Request for Hearing - Hearing History
Entity Mame: A DUANE PINKERTOR Il

Additional Docs History

WCEB #  Change Date
2014-02-03 17:26:41.
2014-01-30 16:26:41.0

WCE Case Status

Yiew Request

Wiew Reguest

Return to List




Board Review Request Tab

List Requests Tab
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e The List Requests Tab displays all of the Board Review Requests that have been

submitted by your entity.

e Iltdisplays the Request Date, WCB Number, Claimant, Order Date, and whether it’s a

Cross Request.

® From this tab view the request submitted by clicking on the View link.

List Requests Request Form

Displaying 1 - 10 (88 total)

Reguest Date ase # Claimant

12-00154 ADAMS, RICHARD L
02/04/2014 12-03240 WALKENBERG, DAWID v, SR
01/30/2014 12-00184 Adams, Richard L
01/03/2014 12-03239 SMITH, JOE
01/03/2014 12-00002MC DOE, JANE
12/14/2013 12-03523, 94-10785  Smith, Bil
1211442013 95-11126 wilson, mark
12/14/2013 12-00005 Banick, Eric 5

12/14/2013 00-0023%, 00-00233  Blarney, Skith
1201452013 93-09120, 95-10017  Srmith, Blarney

Request Form Tab

You can request Board Review by clicking on
the Request Form tab. It will bring up a form
to fill out.

® The Requested By field should be
marked automatically to your entity
type you signed up with for your portal
account.
Choose the Requested Type.
Start typing the WCB Case #.
= This will bring up a list of WCB
#’s that you have been listed as
a party on.
= If you select the appropriate
WCB #, it should then fill in the
other info for you automatically.
e If the WCB # is not listed, you can still
fill in the data manually.

Feq. Status Order Date
Incomplete
Submitted
Submitted
Submitted
Submitted

In Briefing
Acknowledged
Submitted
Acknowledged
ACknowledged

|< Prev | Next 10 =|

Order Type  Order Description

i
e
e
=T

List Requests  Request Form

Requested By *

& Claimant
Employer
Insurer/Processing Agent

Requested Type *

Request For Review

Ca
WCH Case #

Claim #
Date o Injury:

WeD #

Claimart First Neme
Claimart Midcile: Mame

Claimart Last hame

Claimant Suffix

Adiministrative Law Judge Name

Orcler Date:

Aftomey Name

-~ Select One — A
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The required information that must be entered is the WCB Case #, Date of Injury, Claimant First

Name, and Claimant Last Name.

® You must also list the Order
you are request review on
and the date of that Order.

e There is a section to share
your reason for requesting
review.

e If you are unable to finish
your request, there is a Save
Work in Progress button
located at the bottom of the
form.

= You can save the
request you are
working on. It will
then be listed under
the List Requests tab
with an Incomplete
status, so you can
finish it at a later
time.

e If you are ready to submit
your request, you can click
on the Submit Request
button at the bottom of the
form.

Case Information

WCE Case # . Formultiple cases, claim numbers, ar injury
dates, please enter one of the case numbers,
claim numbers, or injury dates

Clairn #

Date of Injury =*

WCD #

Claimant First Marne

Claimant Middle Name

Claimant Last Name

Clairmant Suffix

Order Infarmation

Administrative Law Judge Name
Order Date N
--- Belect One —-

Order Type

Order Description

Request Information

Reason for requesting
e review

Yes e No Payment of compensation by the ALJ's order will be stayed under ORS 626.313
Attorney Name & duane pinkerton

Oregon State Bar Mumber

Filing and Service of Documents; Correspondence; Signatures (OAR 438-005-0048)

ENlINEERIER  Save YWork In Progress

Request for Board Review Acknowledgement

Once you have submitted the
Request for Board Review,
you will receive an
acknowledgement email that
looks similar to this:

The email will let you know if
parties to the case do not have
accounts on the WCB portal.

From: portal.wch @state or.us Sent: Tue 2/4/2014 225 PM
Tor brooke stice @state or.us

Ce

Subject: Oregan Workers' Compensation Board Request for Board Review Received

(353

Your Request For Review has been received on 02/04/2014 02:25 p.m. for AUSTIN, LISA (claim number: 12345678} and is being
processed.
Parties with accounts on the WCB web portal are automatically notified when named on a Request For Review. The following parties
do not have accounts on the WCB web portal and it is your responsibility to notify them of this Request For Review:

1 FUN FAIR ENTERPRISES
PO BOX 6747
JACKSON, MS 39212

2. PORTLAND COMMUNITY COLLEGE - PCC
PO BOX 6119
ALOHA, OR 97007

3. MILLER NASH ET AL
111 SW 5TH AVE # 3500
PORTLAND, OR 97204

4. JOHNSTON & CULBERSON
PO BOX 8380
PORTLAND, OR 97207

The following parties/practitioners do have accounts on the WCB web portal and will be sent an email to notify them of this request:

1 SAIF CORPORATION
400 HIGH ST SE
SALEM, OR 97312

Thank you for using the WCB web portal. =




Additional Documents

e Choose the document

List Requests  Additional Docs

type from the drop-

down menu and the Please upload any additional supporting documentation, or use this cover sheet to mail supporting documentation to WCB. For questions
about electronic signatures, please refer to OAR 438-005-0046 (4) (c). Note: onty PDF files may be uploaded

date the document
was issued. o o e e
. CI ick the Choose 02/0472014 1203900a pdf  PROCESSED
File... button to ! ]
SearCh fOI‘ the -— Select One — v |ozoa2014 Choose File |Nofile chosen
document you wish RewmibteLst  Retumisthe Reques
to upload.

Prtiien well

Fublish Document J) Delete Document — View

You can browse through the e

- - - Enot T | » [O- User Name: BROOKE 9]
files on your computer until you find the N SR

necessary documentation to upload.

Tzoi0pd & T 0H1hod
Tiooseedpd  S1z01s6ib.docx 120996700 ] 1204485c docx
1104770 docx T 1zmissibpd  B12m97Bdocs T 1ZDMESCRE (1120
= Hpd  E1zasesdoce T 12W9TEpR  E1204516.doc
il 1200183, docx "% 1202986, pF  W0]1203997c.d0cx E1204516.p0F W] 120
= 120018308 ®]1203028a.doex E1203057c.pd ] 1204540b.docx TH120
] 1200049¢ doex " 1203028a.pF  M]1204204.doex " 1204540b.pf 8] 120
% 1200243 pef 8] 12031670 docx "E)1204204.pF  (8])1208436.doc T 120 porting documentation to WCB. For guestions
) iz0ie1 doc: Ti20dieTopdt  E)i2002000.d0cc Ti28e3a0d  E)i20 Inay e upioaded

T imewod  Eizmeedocs Tizoeoned  B]1205617a.docx Tz
M) 1enei0adoc Tzoszesod  Wizosmdors Thizvssivapd  B)izc

Once you’ve selected the document and
pressed open, it will appear in the portal I = et S Gt G Zin

My Documerts

screen. Press Upload File to upload the | - 3 =
document to the WCB portal. ] = gl e

o file chosen
020472014 Choase Fiie Upload PDF

Retumn to the List Return to the Request

At this point you can review the
document. To complete the upload
process press Publish Document or you
can delete the document.

WCB Case Status Tab

® The “Case Status” tab has \Workers' Compensation Board Portal - Portal Home - Portal Home
moved next to the “Home” tab.

® The “Case Status” web page
has a new look and feel.

Request A Hearing Request Board Review

The filter (search) area has been reduced to one
box. You can filter by all or part of the following:
Claimant Name
[ Open Cases (] Closed Cases Claim Number:
SortBy: InProgress > Processed [ 9] i W(CB Case Number
" M 2 8 4 8 = w0m3 M| M Attorney Name NEW

ABBE, BRAD A
08-02767C
open

ABBEY, JEFFREY L _ Old'look and feel for filtering information. —
12-00747 Eiltar By

Open Middie Initial Last Name Insurer Claim Number WeB CaseNumer  Datectinjury [

In Progress -> Processed Displaying 1- 15 (107828 otal) |« Prev | Next 15 >

|

Last Name Desc
Last Action Date Asc
Last Action Date Desc gazots HALL
Case Number Asc

0210802015 HALLANGER, BRENDA 15

Processed PORTLAND ST

8

N sehneguien SALEM 0az a

The default search order
can be set to:
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¢ The “Case Status” web page quickly provides the claimant’s name, WCB case number
and indicates whether the case is either “Open” or “Closed.” To see further detail, click
on the box that surrounds the particular case.

‘Workers' Compensation Board VCB)

Workers' Compensation Board Portal -WCB ' e Status 10250
& A GREGORY MCKENZIE & AOC User Name: KRISTI IVERS]

WCBCaseSiais  Requefff Hearng  Request Board Review

) Open Cases [ Closed Cases

Further detail is provided in three tabs

BOYD,LECIA'S (events, status, and orders & documents).
00-07405
Closed

SortBy: In Progress >

BOYD, LECIA §
0007405
Close

Case Informaticn Evenls  Stalus  Orders and Documents

WCB Case# 00-07405

Event Date Status Type Location

Claimant BOYD, LECIA S WED 01/03/2001 09.00AM  CANCELLED Hearing PORTLAND

Claim #: 8903123

Case information Date of njury: 061412000
Inemter. Mo
Issues:
AL UNASSIGNED

(503) 378-3308

Report Cancellations and Online Services

e More information is available in the drop down. Added party information, viewable
documents, events, status changes, interpreter information, and ALJ contact information.

Your session wil exgire in 57 minuies f you remain on this page.
ADCOuUR, UUNNA

1402652
Open

Case Information @ Status  Orders and Do@

WCB Case# 14-02682

wep# HBP1590 Event Date Status Type Location
Chimant  ADCOOK, DONNA THU 10/16/2014 0930 AM  HELD Mediation PORTLAND
Claim # 8269350E MON 08/18/2014 09:00 AM  CANCELLED Hearing PORTLAND

/2013

(971) 673-090(

Report Cancellations and Online Services

>

Type Name Address Phone Number
Claimant DONNA ADCOOK 4018 NE 67TH AVE PORTLAND OR 97213

Claimant Firm WELCH BRUUN & GREEN 4380 SW MACADAM AVE STE 120 PORTLAND OR 97239 (503) 221-0870
Claimant Atty MARYBETH WOSKO SAME ADDRESS AND PHONE AS FIRM

Ins/TPA SAIF CORPORATION 400 HIGH ST SE SALEM OR 97312 (503) 373-8000
Ins Firm SAIF LEGAL SALEM 400 HIGH ST SE SALEM OR 97312 (503) 373-8000
Ins Atty KEVIN M BARRETT SAME ADDRESS AND PHONE AS FIRM

Employer-Care of Insurer (N) BALL JANIK LLP 101 SW MAIN ST STE 1100 PCRTLAND OR 97204




25

* Viewable documents are located under the orders and documents tab.

Events  Status Orders and Documents

Date Order/Document

091712013 ORDER ON REMAND View
08M15/2013 COURT OF APPEALS DECISION
051972011 ORDER ON REMAND View
051012011 ORDER ON REMAND View
06/04/2010 COURT OF APPEALS DECISION View
06/13/2007 ORDER ON REVIEW View
01/09/2007 ISSUED OPINION AND ORDER View

* Request a Hearing and Request Board Review tabs default to only showing requests that
have not been processed yet.

‘: 10 | = | records per page

Request Date 4 WCBCase# Claimant Req. Status Order Date order Type Order Description

01/29/2015 12-00003 CAIN, JULIE A Submitted @

Choosing “Click to Show Previous
Showing 1 1o 1 of 1 entries Requests” brings up old requests
Click to Show Previous Requests w with their own filtering and
pagination system.

| 10 |+ |records per page

Request Date 4 WCBCase # Claimant Req. Status Order Date Order Type Order Description

01/29/2015 12-00003 CAIN, JULIE A Submitted @

Showing 1 to 1 of 1 entries

| Click 10 Hide Previous Requests A An example of a screen displaying
previous requests.

‘ 10 |+ |records per page

Request order order
Date WCB Case # claimant Req. Status. Date Type Order Description
02/18/2013 12-04372 ZUNIGA-ORTIZ, JUAN Order Issued 07/16/2013 Board ORDER ON REVIEW Cross-
Order Request
02/27/2013 12-05155 Wiggins, Keith J Order Issued 08/13/2013 Board ORDER ON REVIEW Cross-
Order Request
03/19/2013 12-05683, 12- ‘Goodman, Cobey Order Issued 08/13/2013 Board ORDER ON REVIEW Cross-

05714 Order Request




The “Request a Hearing” web page now displays two new icons.

& Click on this icon to view Additional Documentation

@ Click on this icon to View a Request
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Home WCB Case Slatus Request A Hearing Request Board Review

List Requests | New Hearing Request

10 |« |records per page Fitter
Request Date 4 Climant WCB Case # Request Type Request Status Hrng/Evnt Lo Hrng/Evnt Date
Re-fequest, Rere Rere, St Onginal Incomplete . ®
12/31/2014 Dog, Jane Original Submitted [ ®
1213112014 Doe, John Original Submitied [ @
0111212015 ReqLast, ReqFirst MName, Sr Original Submitted [ ®

Showing 1 1o 4 of 4 enfries

Click to Show Previous Requests v

WC(CB Settlement Documents

How to upload settlement documents

A. For a new (pre-litigation) case,
begin by clicking on the
Settlements tab (a), then go to
New Settlement (b)

For an existing case with a
WCB number, you can access it
in your WCB Case Status page
and upload documents from
there (c).

‘Workers' Compensation Board (WCB)

orkers: Board Portal - Exiemal Setiement Area - Submit Settiement
Entity Name: ABF FREIGHT SYSTEM INC
Home

WCB Case Stalus  Request AHearing  Requ

est Board Review

ettiement Info New Seftlement

Submitinformation for a case that is new to WCB

Insurer Claim Number

Claimant Last Name

View Settlement

\

L]

Workers' Compensation Board (WCB)

Entity Name: A

orkers' Compensation Board Portal - WCB Case Stalus.
G G f MCKENZIE & OcC

Requ

W ws \ Hearing
Open Cases [J Closed ::a\El
sortBy: In Progress -» Processed v

MERELLO, VICTOR
130124586
Open

Request Board Review
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New Case

A. New Case:
1. Click on the Settlement tab.
2. Enter the three required pieces of information:
= insurer claim number
= claimant last name
= claimant first name
3. Enter the date of injury
(optional). If you have Settiementinfo  New Seftiement
multiple dates of injury for
the Claimant, entering a date Submit information for a case that is new to WCB
of injury will enable you to
more easily identify this case

Insurer Claim Number

in your list of settlements. Claimant Last Name
4. Atthis stage in the

processing, WCB is not Claimant First Name

asking for party information,

addresses and other case oy

information. We will take
that information from the
settlement documents you
are uploading.
Click Continue
6. The next screen will display the information you’ve provided and give you two
dialogue boxes. Because WCB has not yet processed the documents at this stage,
case information such as parties and addresses will not appear on your screen.
= In the first dialogue box, you can let us know if this settlement applies to
any WCB case numbers (WCB staff will verify this) (c).
= The second box is for you to provide us any special information,
instructions or corrections (d).

o

UPT0RG DO ~oursezaon wlwxore n 58 mnutes o0 ramai on o poge.

WCB Case Number

Insurer Claim Number 12055

Dateof Injury  12/02/201

Claimant Last Name  merello

Claimant First Name

Claiman t Address Employer

Insurer Firm

TPA

Claimant Atty Firm Defense Atty Firm

Please list all WCB
case numbers this
settiement applies to:

special Instructions,
Corrections &
Comments (e.g.
address changes)




28

7. To upload settlement documents:

click on the “add Y

a document” o ctns

button.

The screen will 10 ] recores per page

refresh, asking stment

you what kind of stp
document you are v
attaching CDA, e

DCS, other, etc. ST

At least one of

these boxes must be checked. If the attached document contains more than
one item (for example, a cover letter and DCS in one PDF document),
click multiple boxes (e).

Then click “Upload PDF” — this will browse your computer for files.
Select the document you wish to upload. It must be a PDF document.

To add additional documents, click “add Another Documents” (g) and
follow the same process. If you have multiple documents for a settlement
package, continue to add documents to your submission until you are
finished.

Commants (g,
At s shanges]:

1+ PRCOETH DAY page

ST
Documants

A Aoy Doument

Showing 0100 of Oentries.

B |+ mcerds par page

Samamant Dotumsns Ugleased:

= Click the “save” button to save
the work you have done.

— = The screen will refresh, showing
7 F the names of the documents you

|

require any specific protocol for
naming your files. You can view or

/ have attached. WCB does not

Doc recently added

documents, click

N delete those documents by clicking

submit Doc on the icons on the right.
= When you are done attaching

on “submit for processing.” After you have done so, a message will appear

across your screen letting you know we have received the documents. If there is an error
(such as attaching a Word file instead of a PDF), you will receive a notice explaining what
needs to be corrected.



Existing Case

A. Existing Case
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1. Access the existing case from your WCB Case Status tab. Type in the claimant’s
last name or the WCB number in the “filter” box for quick access (a). By taking
this route, you can identify the specific case you are settling and save a few steps

in data entry.

2. Click on the button “Upload Settlement Documents for this Case.” (b)

O Open Cases [] Closed Cases

Sort By: In Progress -> Processed

Filter Clear

ARQUEROS, EDUARDO
14-061310M
Open

Case Information

WCB Case# 14-061310M

WCD #

Claimant ARQUEROCS, EDUARDO
Claim #:

Date of Injury:

Interpreter:  No

Issues:

ALJ: UNASSIGNED

(503) 378-3308

Report Cancellations and Online Services

Upload Settiement Documents for this Case

Orders and Documents

Status

b

Location

3. The screen will display the case and party information we have in our WCB

database.

Updoad Docurmesi{s)

WO Cana Mussba VAT

Inasrer Chaim Mumssbet

st ol Irsjussy

Clalrrant Lasd Nass

Cladrrsst | lius Mars

Clsdmant Aty Firm

Please lian ol WCI
case e i

semlement appdies 1o

Srer bl Enasv e teona,
i na &

7

Errpoyer

Irniser Bl

P&

Ditman dithy F

/

Dialog bax

Please use the dialogue boxes above to alert us to any changes, such as claimant’s address or
change in counsel. You can not change case information by typing in the display boxes on the
screen. Only WCB staff can change the stored information in our database. But be assured we
will review any corrections or changes you submit in the dialogue boxes.



4. To attach files and upload documents:
= Click on ‘Add Another Document’ (C)
= The ‘Upload PDF’ button will be displayed (d)
= Click on ‘Upload PDF’
= Choose the file you want to attach
= The ‘Submit for Processing’ button will be displayed (e)

= You can add additional documents or click on ‘Submit for Processing’

when you are finished
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Status Screens

C. Status Screens
= The Settlement Info tab is divided into three areas — New, In Process, and
Archive.

Clamant Name & immares Claim Number oos Document Trpes Satrmvason Sk

Eesre

AXANCTG
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= The New section shows settlement packages you have started but not yet

submitted. It also shows recently submitted settlements that WCB has not begun
to process. From this table, you can view, edit, and add documents to your
settlement. Use the buttons on the right to work on the settlement. You can also
delete a submitted settlement if WCB has not begun processing it. (Please note
that if you wish to cancel or withdraw a settlement that has moved to the In
Process table, you must contact WCB in a conventional method to let them know
the settlement is off).

records per fuge

Clarmant Name = iemarer Clam Number oo Coxument Types Subereason Suke

EDUARDO ARQUEROS 12345550 12/01/2010 NOT SUBMITTED Rme =3

= The In Process section shows you settlements that WCB is processing. At this
stage, if you are the original submitter, you can still add documents to your
settlement by clicking on the View button and scrolling down to the upload
section of the screen. This is where you can submit addendums or other
documents to your settlements. (Please note that only the original submitter can
add documents to the portal submission). When submitting additional documents
from an In Process case, the “save” button will attach and submit the document to
WCB.

In Process at the Board

10 records per page

Claimant Name Insurer Claim Number DO Document Types

DOBBE

The Archive section will display settlements that have been finalized by a WCB
order. The View button will take you to the WCB Case Status screen, where final
orders and settlement documents are stored.

Archive

10 | = | records per page

Claimant Name & Insurer Claim Number WCB Number Dol Document Types Subenission States
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Email Notifications and Messages

D. Email Notifications and Messages

1. There are three notifications from WCB that you will receive during the

2.

settlement submission process.
The first one is a message across the top of your screen advising you of the status
of the submission.

= A red error message will advise you of any errors in saving or submission.

= A yellow message will tell you that changes in your draft settlement

package have been properly saved.
= A green message will advise you that your submission has been
successfully received by WCB.

The second notice is an email message from WCB when processing of the
settlement has begun. At this stage, we will enter case data and associate the case
with all parties listed in the documents. WCB will send you an email confirming
receipt of the settlement and notify other parties who are portal users that a
settlement has been submitted in the particular case. The WCB case humber(s)
will be identified and referenced in the text of the email. You will also be notified
which parties do not have portal accounts and were not copied on the email
acknowledgment.
The third notice will be an email after an order has been issued on the settlement
documents. If it’s an “Oregon Workers’ Compensation Board Approved CDA,”
the text of the email will show you the official approval date. For other
settlements, such as a DCS or stipulation, the email does not represent the official
WCB approval date. The order itself is the official document. Users can access a
scanned copy of the original documents in your WCB Case Status tab. The scans
will likely be viewable about one day after the email notification (depending on
location, users may have already received the mailed order by then).

Practice Tips and Things to Remember

E. Practice Tips and Things to Remember

Portal account administrators can grant authority to staff to submit settlements or
have “read only” access. The User Detail tab is where this access is granted.

A settlement submission must include at least one settlement document (CDA,
DCS, or Stipulation). You must check at least one of those boxes when
submitting.

1.

2.

orkers' Compensatio

Workers' Compensation Board (WCB)

1

3. Multiple documents can be
uploaded for a single claimant’s

Bo Portal - Portal Ho

Entity Name: SAIF LEGAL

settlement package. You do not
need to start a new settlement

SALEM

Home WCB Case Status Request A Hearing Request B i Revie lew Settlement
submission for each settlement
lain  Users document.
First Name

Logon ID
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5. Only the original submitter can change or add documents to a settlement
submission. If you are not the submitter and wish to upload an addendum, for
example, you must arrange to have the original submitter send it through their
portal account. However, all portal parties will be able to view the submitted
documents.

6. Depending on the type of settlement, WCB may create new WCB numbers for
your settlement package. A CDA, for example, will have a new number with a
“C” at the end.

7. WCB staff will always verify any WCB case numbers you give us in a settlement
package. Depending on the circumstances, WCB may apply or create new case
numbers to the settlement. The email notifications and the portal status screens
will advise you of these numbers.

8. Settlement withdrawals and cancellations can not be done through the portal once
WCB has begun processing the case. To safeguard and prevent against accidental
dismissals and withdrawals, WCB requires that you notify them conventionally

File an Appearance Tab

This tab enables you to file your notice of representation with the Board electronically while
providing electronic copies to other portal users.

A. Click the “File an Appearance” tab

Workers' Compensation Board (WCB)
orkers' Compensation Board Portal - Porial Home - Porial Home
Entity Name: DEPT OF JUSTICE GEN COUNCIL DIV

Home WCB Case Status Request A Hearing Request Board Review Settlements File an Appearance

Main Users Contacts Company \

- Change Your Email Address
+ Change Your Password

Select your business function:  Attomey Firm

Choose an entity: DEPT OF JUSTICE GEN COUNCIL DIV
(select an entity to activate options)

Administration

Begin Demo End Demo

B. You will see a table of any “in progress” (unfiled) submissions that you have started. To
submit a new filing, click the button for “Submit a New Filing.”

c8 Case No claim Mo Date of Injury Representing Employer




C. Check the boxes to indicate who
you are representing. You can click
multiple boxes, with the exception
of representing Claimant. If you
represent Claimant, you won’t be
representing any other parties.

D. Provide Case Information: On this

e [J] Chimant [] Employer Dmsu@

screen, there are several boxes to R

enter data. Any box with a red
asterisk is a mandatory field. We '

also require that you identify the

entity you have indicated you are
representing (i.e., the boxes you
checked above).

Claimant Last Name

To identify the employer, click “Choose.” This will take you into the WCB database of
employers. Because this is a large database, the screen may take time to load. Click the
downward arrow and begin typing the name of the employer. As you continue to type,
the list of possible choices will narrow. Click on the employer’s name to generate the
mailing address from WCB’s database. If you don’t find the employer, you can hand-
enter the employer information by clicking the button “Add New.”

Repeat the same process for Insurer or TPA, as appropriate. Please note that you can
select either insurer or TPA, but not both. We understand that many insurers utilize a
TPA to process their claims, and you may actually represent both. For purposes of this
screen, we ask that you select the entity that is processing the claim.

E. Opposing Attorney Firm. Utilize the drop down arrow and begin typing in the box to find
the firm. Click on the firm name, which will populate that box on the screen. This will
enable your filing to be served upon that firm, if they are also a portal user. You can leave
this blank if there is no opposing attorney firm.

nnnnnnnnnnnnnnnnn
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F. Attorney of Record. Type in the name of the individual attorney from your firm that is
assigned to the case.

G. Type in the assigned attorney’s OSB number.

H. Type in claimant’s first and last name. Middle initial is optional.

I. Enter a WCB case number or a claim number. You can enter both if you know them. This
information will assist us in processing your filing.

J. Date of Injury and the assigned ALJ are optional fields. No, you may not request a
particular judge in this box.

K. Attachments:

If you are representing the claimant, a Retainer Agreement must be attached to your
submission. Other attachments are optional. If you have an important communication to
the Hearings Division (such as a motion), you can provide that in your cover letter. All
attachments will be served upon other portal users.

AAAAAAA

Gover Letter Certificate of Service ~ Retainer A gresmen t

L. You can hit “Next” to take you to a confirmation screen. This will allow you to see your
filing information and double-check the data, before hitting the submission button.

M. If you wish to include a Response to Issues with your Appearance, click the “Save Work
in Progress” button. This will return you to the confirmation screen to double-check your
filing data. To include the Response to Issues, scroll down to the bottom of that screen
and click the button.

Response To Issues

Response Type

Response to Issues: — U—

A. There are two ways to file a Response el e
to Issues. You can submit it at the
time you file your Appearance:

B. After saving your Appearance,
scroll down to the bottom of the
confirmation screen and click on
“Include Response to Issues.” The
Response form will appear on your
screen.
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C. This electronic form is identical to the paper form. You can check the boxes to “admit” or
“deny” the issues (but you can’t admit and deny at the same time). Any issue you do not
admit or deny will ultimately populate as “no response.”

D. After completing the form, e ceview tne ntormation beiow.
click “Next.” This will take

Attorney of Record  BRIAN M PERKO

you to a confirmation S i

screen for your verification. rescsmenmuer 1

In all cases, the portal will

return you to this .
verification screen for the ps | TAmeSeCo

opportunity to double-

Check your entry Response To Issues

In response to the issues raised by claimant, the insurer or self-insured employer:

Admits Denies No Response
(ABX) X That claimant has a compensable injury/disease or new/omitted condition.
[r4] X That the notice of acceptance is inaccurate.
) X That claimant has cooperated with the claim investigation,

E. You can submit both the Appearance and Response, or if you wish to submit just the
Appearance, you can delete the Response.

Your session will expire in 80 minutes if you remain on this page

(m X That claimant is entitled to an attorney fee (Cite ORS)

w) X That claimant is entitled to costs

The Insurer or Self-Insured Employer hereby Cross-Appeals and Contends:
[0 That the award of temporary disability benefits is excessive.
[ That the award of permanent disability benefits is excessive

Notice to Opposing Party:

The responding party demands copies of all medical reports and all other documents pertaining fo the claim regardiess of whether the requesting party intents to rely on them at hearing

Request an Interpreter OTHER v Other SIGN LANGUAGE

If you need to modify the attorney of record for this case, use the Update Attomey of Record button on the WCE Case Status screen.

Attorney of Record A GREGORY MCKENZIE Firm Name A GREGORY MCKENZIE & ASSOC Submitted On

0SB #

\ For [J Claimant [J] Employer [JInsurer [] TPA ’/

-3l Submit Both for Processing [§ Submit File An Appearance Only, and Delete Response To Issue

F. If your firm is already assigned to a case, you can submit your Response to Issues from
the WCB Case Status screen. Find the case from your WCB Case Status tab (the “filter”
box is a quick way to find the case). On the left side is a button for Response to Issues.
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Update Attorney of Record:

A. If your firm is changing the assigned attorney, you can file this change through the portal.
Find the case in your WCB Case Status tab. On the left side, click the button for “Update
Attorney of Record.” A small screen will appear. Simply type in the new attorney’s
name, OSB number, and hit “submit.”

BOYD, LL

sttus Tyee  Locavon

uuuuuuuuuu

cccccc

»»»»»

Email notifications/Service on other parties/printable forms:

A. Like our other portal features, you will receive an acknowledgment email upon
submission of a filing. In that email, you will be told which parties were served with your
filing via the portal. You will also receive an electronic link that will enable you to
generate a paper form copy of the filing. You can save or print that form for your records.

B. Storage of these
filings will be on
the WCB Case
Status tab in a new
sub-tab labeled
“Pleadings.” At any
time, you can go to
the Pleadings tab to
view and print
filings associated
with that case.

Atachment




Frequently Asked Questions

I want to use the WCB portal. How do | get an activation code?

WCB sent out activation codes by mail. If you do not have an activation code you can
contact WCB and we will provide you with the code. Contact us at
https://portal.wcb.oregon.gov or call 503-378-3308

Can | have access to see the approvals for my settlements and stipulations from
WCB?

When you sign up for the WCB portal you can choose what email notifications you wish
to receive. Currently, notifications of CDA approvals are sent via the portal. We will be
adding notification of other types of settlements in the future.

My company has several subsidiaries. | want to make sure that my portal account
information comes directly to me. How can | do that?

Please contact WCB at the time you set up your portal account. We will walk you
through the process and make sure you are getting the information you need. We will
also verify the company information at that time.

There has been a staff change at my office and | want to remove someone as a
contact. How do | do that?

As long as you are the administrator for your account you can go into the “contacts”
and/or “users” tab and remove the person. If the person you want removed was the
administrator you will need to designate another person as your administrator by giving
the proper authorizations to the new person or you can contact WCB and we will assist
you in removing the contact and naming a new account administrator.

How do I cancel my account?

Please contact WCB and we will deactivate your account.

My notification emails are coming in sporadically? What is going on?

Please contact WCB as soon as possible. We can track each notification to see what is
happening and restore your notifications. Fast and immediate service is very important to
us.

How can | print my notifications?

Most notifications come via your email. You can print them from there. If you would
like to print a Request for Hearing or Board Review you may do so by clicking “view
request” and clicking the print button within Adobe..

How do I file an amended or corrected Request for Hearing through the portal?
Begin the process just like you would a normal Request for Hearing. On the Request for
Hearing tab there is a place for you to choose the request type.

| filed my Request for Hearing by paper but want to amend/correct/supplement my
request through the portal. Can | do that?

Yes, on the Request for Hearing tab there is a place for you to choose the request type.
Do the other parties on my Request for Hearing or Request for Review get notified
by the portal?

Parties that are signed up for the portal will automatically receive notification of the
filing. You will receive an email listing the parties not on the portal. You may print a
copy of your filing to send to those parties.



https://portal.wcb.oregon.gov/

How do | add another user to my account?

Have your administrator log into the portal. Click the “users” tab. Then click the “Add
user” button. Please make sure you enter a valid e-mail address when adding a user.

I am an attorney and a moving to another firm. Can | change my account and take
my portal case information with me?

Yes, we will activate a new account for you under your OSB number. Please contact
WCB to make this change..

Our firm name has changed. Can we change it or does WCB do that for us?

If you have already notified WCB and are participating in the Portal then the change
should already be reflected. If it hasn’t please contact us and we can make the change
immediately.

My name is spelled incorrectly in the contact section. Can you fix it?

The administrator for your account can fix it by clicking on the “contacts” tab and then
“edit contact.” If you need assistance, please feel free to contact WCB.

My email address has changed. Can we update it?

The administrator for your account can fix it by clicking on the “contacts” tab and then
“edit contacts.” If you need assistance, feel free to contact WCB.

I can’t get on the portal. Every time I try it continues to say “processing.” Can you
help?

Feel free to contact WCB, we will verify that your account is active and attempt to
diagnose the problem you are having.

I don’t see a place to upload my attorney retainer agreement on the request form.
Where is it?

When requesting a hearing or requesting board review, you will fill out the form and
press “submit.” The next screen will ask you if you want to upload supporting
documents.

Can | print out a hard copy of my Request for Hearing or Request for Board
Review before | submit?

No, once you submit your request you will have the ability to print out a hard copy but
not before.

There is no “submit” button on my screen?

Please contact WCB and we will attempt to diagnose your issue.

I can’t “save” my request, can you help?

Please contact WCB, someone will verify that you have the proper authorization to save
requests. If you do we can attempt to diagnosis the problem. If you do not, we can direct
you to your account administrator who can provide you with authorization.

Can | delete incomplete requests?

If you have saved an incomplete request, you can delete it. Located at the bottom of the
Request for Hearing and Request for Board Review form there is a button to click
entitled “Delete Incomplete Request.”
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Setting Up Your Contacts

The Workers’ Compensation Board offers a number of notifications through the portal. Those
notifications are listed under the “Contacts” tab in your portal account. Here are a few things
WCB recommends that users can do to make sure they receive all notifications they are
expecting.

Verify Notification:

It is important you set up your contacts correctly. If you are not receiving notifications
this is the first place to look. Please verify that the appropriate check box is marked.
Verify your Email:

If your email address has been entered incorrectly you will not receive the notifications.
Check Contact History:

You can check to see if a notification was sent to you in the “Contact History” link under
the “Contacts” tab. This will show you all the notifications sent to the contact you
choose.

Firm Notifications vs. Person Notifications:

If you’re not receiving a specific notification please also verify that you are not set up to
receive a specific Attorney’s notifications. To edit this you need to uncheck the box that
says “ Notify me of cases I am directly involved in.” This will make ensure you get all
notifications.

More than one Contact:

If you have more than one contact make sure you check all the above for each contact.
Always Accept Email from the Portal:

Please add the Portal Email address to your email addresses that are considered safe. This
way spam filters or other email rules will not mistake the notifications as spam.

Check Your Firewall/Spam Filter/Email Settings:

Below is a list of articles regarding spam filters for various email providers. These articles vary
in difficulty but are a first step for users who are having trouble with not receiving email
notifications. This list is a compilation of major email providers as well as a few others.

Comcast

Yahoo

(Google) Gmail
Hotmail
Outlook
CenturyLink (Qwest)
AOL

Frontier
BendBroadBand
Mac Mail

FiOS (Verizon)



http://customer.comcast.com/help-and-support/internet/spam-filters-and-email-blocking/
https://help.yahoo.com/kb/mail/check-filters-sln5075.html
https://support.google.com/a/answer/2368132?hl=en
http://onlinehelp.microsoft.com/en-us/msn/ff808716.aspx
http://technet.microsoft.com/en-us/library/cc179183(v=office.15).aspx
http://www.centurylink.com/help/index.php?assetid=130
http://help.aol.com/help/microsites/microsite.do?cmd=displayKC&docType=kc&externalId=217148
http://www.frontierhelp.com/faq.cfm?qstid=995
http://help.bendbroadband.com/sp_kb_detail.asp?kb=100119&adct=3&pageID=bbbs&subID=hsi
http://support.apple.com/kb/PH4868
http://www.verizon.com/support/residential/internet/highspeed/email/messagecenter/questions/email+settings.htm
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You can also contact your Internet Service Provider (ISP) to assist you further with any issues
you are having with these settings.

Contact Portal Support:

As always you can contact WCB for assistance. The portal email address is
wcbportal@cbs.state.or.us or call 503-378-3308 and ask to be connected to Portal Support. We
also offer one on one training where we would be happy to come to your location and assist with
setting this up with you.

Portal House Keeping:

The Workers” Compensation Board Portal is designed to be managed by the users. WCB does
not have access to usernames/passwords or specific user settings. It is vital that Portal entities
make sure to keep their users and contacts up to date. WCB recommends that you include Portal
username/contact setups in your personnel check lists. This ensures that when an employee is
hired/leaves that your portal account stays secure. Below is a checklist designed to assist users
in this process.

Adding New Users:

e Have your Administrator log into your portal account and click the “Users” tab.
e Click “Add User”

e Fillin the required and optional information.

e Choose the Authorizations this user needs

e Click “Save” when finished

The new user will receive an email with their username and a link to create their password.
Creating A Contact:

e Log into the Portal.

e Click the “Contacts” Tab.

e C(Click “Add Contact.”

e Fill in the required and optional information.

e Choose the notifications that this email address will receive.
e Click “Save.”

Please double check the email address is entered correctly to ensure notifications will be
received.


mailto:wcbportal@cbs.state.or.us
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Removing a User:

Have your Administrator log into your portal account and click the “Users” tab.
Select the User you want to remove.

Click “Remove User”

Click “Remove User” again at the bottom of the page.

Removing a Contact:

Log into the Portal.

Click the “Contacts™ Tab.

Select the contact you want to remove.

Click “Remove Contact.”

Click “Remove Contact” again at the bottom of the page.

Contact Portal Support:

As always you can contact WCB for assistance. The portal email address is
wcbportal@cbs.state.or.us or call 503-378-3308 and ask to be connected to Portal
Support. We also offer one on one training where we would be happy to come to your
location and assist with setting this up with you.

Settlement Submissions

The Workers’ Compensation Board (WCB) began accepting settlement documents electronically
through the WCB Portal on January 25, 2016. What follows is a list of questions received since
the launch.

Why can’t I find the settlement tab in my portal account?

Account administrators were granted access to the settlements tab during the initial
rollout. Your account administrator can grant authorization to submit settlements or,
alternatively, give you “read only” access. The “user detail” tab is where authorizations
are granted.

I’m unable to type the employer’s name or opposing counsel’s name in the boxes on
the upload screen.

Because that information is contained in the settlement documents you upload, WCB is
not asking you to give it to us again. WCB staff will create the case information from
your settlement documents.

We’re settling a case that is set for hearing. The WCB number does not show up on
the settlement screen, and I can’t type it in the box.

If you are submitting settlement documents on a case currently in litigation, you can
access that case from your WCB Case Status screen. Click the button on the left to
upload the settlement documents. The data fields will populate with the information
contained in WCB’s Hearings Division file.


mailto:wcbportal@cbs.state.or.us

I’m trying to upload an addendum, but the “submit” button is not available to me.
Only the original submitter can upload additional documents. If you were not the
original submitter, you will need to contact opposing counsel to have those documents
uploaded. In addition, please note that any initial settlement submission must include a
Claim Disposition Agreement (CDA), a Disputed Claim Settlement (DCS) or a
Stipulation (Stip) —i.e., a “settlement document.” To submit an addendum after your
initial submission, click the “view/update” button on the case from your Settlement list.
If I’m submitting a cover letter with the settlement documents, do | need to upload
it as a separate document?

You can submit them all in one document, or in multiple documents. WCB can process
them either way.

Will the portal system notify opposing counsel that | have submitted a settlement,
similar to a portal hearing request? When do those notifications go out?

The portal system will generate an email to the submitter and opposing counsel once
WCB has begun processing the settlement submission. However, in order to receive
those notifications, each party must edit their portal contact to elect receipt of those
notifications.

Will the portal notify me when a settlement has been approved?

If you’ve elected to receive email notifications, an email will be sent to you announcing
approval of a settlement submitted through the portal. Portal users will be directed to
view a scanned copy of the order/agreement in their WCB Case Status screen.

Will my client receive a paper copy of the order in the mail?

For a DCS or Stipulation, all parties will receive a copy of the approval/dismissal order
by mail. Except for those CDAs approved by Board/ALJ order, notice of the CDA
approval is posted on WCB’s website, and sent by email to portal users.

When | submit a combination CDA/DCS agreement, will I get an email or electronic
notice when both agreements have been approved?

You will probably receive notice of the CDA approval first, via WCB’s website or an
email from the portal system. The DCS order is not sent electronically, but it can be
found in your WCB Case Status screen (“orders and documents” tab). If you are a portal
user, you will receive an email notifying you that an order issued. Please note that these
“combined” agreements are processed in tandem. Thus, if you have received notice of an
approved CDA, the DCS has also been approved.

I’d like to know the status of my settlement submission, but I don’t necessarily want
to get more emails.

You don’t have to sign up for email notifications to see that your settlement is in process
at the Board. The Settlements tab will display the status of your cases. However, the
email notification system enables the parties to copy opposing counsel via the portal
without having to send a paper copy of the transmittal letter.

I would like to file more things electronically in the WCB Portal. When will | be
able to file a Response to Issues, a brief, or briefing extension through the portal?
WCB has a long-term plan to continue adding features to the portal. Next to come is
Response to Issues. Your ideas, requests, and feedback are always welcome. Please
contact WCB at portal.wcb@oregon.gov.



mailto:portal.wcb@oregon.gov

