WC eServices

Create a New User Profile

Follow these steps to create your User Profile. Once your profile has been approved by the Workers’ Comp eServices Coordinator, you will receive a confirmation via email authorizing your access to WC eServices.

Select “New User? Create User Profile” from the bottom of the Login window.

Once you have created a User Profile and it has been approved by Workers’ Comp, this is where you will login to use WC eServices.
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Enter User Profile information:

1. Enter your Email address.

2. Create a Password – which must be between 6-12 characters and contain both letters and numbers; it is not case sensitive.

3. Enter your Name, Job Title, Telephone and Fax.

Note: the * indicates required fields.
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Select Role(s):

WC eServices allows you to designate your role within your agency so you can view Workers’ Compensation information that is relevant to you. Each user may have access to one or more roles. The roles are:

· Finance - Access to Weekly Warrant Reports, Expenditure Detail Reports (EDRs), and Monthly Financial Reports.


· Adjuster - Access to information related to all claims activity from inception to date:

· Active Claims Report, 180 Day Claims Report, Agency Count of Notice of Injuries by Fiscal Year, Agency Count of Lost Time Claims by Fiscal Year

· Utilization Review - Access to the Utilization Review (UR) Determination Review Letters.  

Check the boxes of the role(s) you require.

[image: image3.png]Select Role(s):

I™ Finance - this role will have access to Expenditure Detail Reports
(EDR), Monthly Financial Reports and Weekly Warrant Reports

I™ adjuster - this role will have acoess to information related to all
claims activity from inception to date

I™ tilization Review - this role will have access to the Ltization
Review (UR) Determination Review Letters





Select Access Level:

Select the Secretariat, Agency(ies) or Department(s) for which you are responsible. If you select a Secretariat, you do not need to select individual Agencies or Departments. If you are selecting at the Agency or Department level, all the Agencies and/or Departments you select must be in the same Secretariat.

1. Select the radio button of the highest level of access you will require, Secretariat, Agency or Department.

2. From the list click on the necessary Secretariat, Agency or Department to highlight it.

3. Click “Add to List” on the right side of the list. To select multiple items, press the Control [Ctrl] key while you select.

4. Repeat this process until you have selected all of your required access.
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Verify Access Level:

Verify that you have accurate access. If you need to delete an Access Level, click “Remove” on the right.
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Access Authorization

Enter the information of the person who will authorize your Access Level:

Enter the Name, Job Title, Telephone and Email of the person authorizing your access. This person will automatically be notified via email of your User Profile Request.
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Enter the Agency Head information:

Enter the Name, Job Title, Telephone and Email of the Agency Head. This person will not be notified of your User Profile Request.
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Submit User Profile

1. Check the box to acknowledge that you are eligible to have access to WC eServices.

2. Click on the Confidentiality Agreement link to open it. 

3. Once you have read the Confidentiality Agreement, check the box that acknowledges you have read it. Note: this check box cannot be checked unless you have clicked on the Confidentiality Agreement link.
4. Click [Submit] to send your User Profile to Workers’ Comp.
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Once you have submitted your User Profile, a notice of your request will automatically be sent to the Workers’ Comp eServices Coordinator and the person authorizing your Access Level. You will be notified via email once your request has been approved or denied.

Once approved, you can login to WC eServices. 
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