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What EAMS Does 

• Integrates disparate DWC units into one seamless case 
management model

• Simplifies and improves DWC’s case management process
• Better serves injured workers and employers
• Streamlines process of creating cases, setting hearings, 

serving decisions, orders/awards
• Improves access to electronic case records while 

preserving confidentiality and strengthening security 
• Eases transfer of case information between district offices
• Reduces environmental and physical stress—along with 

storage needs—through reduced use of paper
• Gathers information to help guide policy decisions and 

better allocate resource work load
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EAMS Filing Method Timeline
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Session Agenda 

• 8:30-8:45 a.m.: Overview of EAMS and 
purpose of training

• 8:45-9 a.m.: Uniform assigned names 
• 9-9:15 a.m.: Regulations
• 9:15-10 a.m.: OCR form filing
• 10-10:45 a.m.: e-Form filing and EAMS Help 

Desk
• 10:45-11 a.m.: Break
• 11 a.m.-noon: Q&A



EAMS Uniform Assigned Names
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Uniform Assigned Names

• Court administrator regulation section 10217(b)

• Participant matching on forms

• Claims administrators’ offices

• Representatives’ offices

• Matching on name only
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Registration

• Central Registration Unit (CRU)

• E-mail cru@dir.ca.gov

• Fax 1-888-822-9309

• New offices and changes

• Preferred method of service

• e-Forms trial logons
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Searching the Uniform Assigned Names Database
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Claims Administrator Search Results
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Representative Search Results
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Using Uniform Assigned Names on Forms
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EAMS Regulations
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Regulations

• Remember there are two sets of EAMS regulations: court 
administrator and appeals board
– Read the regulation
– Read the statute that the regulation interprets
– Read the final statement of reasons for the regulations
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Regulations

• Regulations relating to rehabilitation and the forms will be 
repealed in March 2009
– Labor Code section 139.5 (l)
– All regulations will be repealed 
– All forms will be repealed
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Regulations

Claims administrators/insurance companies fields
• Cheryl Coldiron, Applicant v. Compuware Corporation, California 

Insurance Guarantee Association, on behalf of Reliance National 
Insurance Company, in liquidation, administered by Intercare 
Insurance Services, formerly administered by Gallagher Bassett 
Services, Inc., Defendants,
– (2002) 67 Cal. Comp. Cas 289 (En banc)-Coldiron I
– (2002) 67 Cal. Comp. Cas 1466 (En banc)-Coldiron II

• Claims administrator information (if known and if applicable)
• Insurance carrier information (if known and if applicable - include 

even if carrier is adjusted by claims administrator)
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Regulations

• 25 page limit on documents (8 Cal. Code of Regs. § 10232)
– Exceptions: Medical records, medical reports and proposed 

exhibits (8 Cal. Code of Regs. § 10233)

• Don’t file originals (8 Cal. Code of Regs. § 10236)
• Public access to files (8 Cal. Code of Regs. § 10270)

– Cases are open to the public, except as provided in section 
10271 and 10272 (8 Cal. Code of Regs. § 10270 (c))

• Document privacy
– Documents internal to DWC (8 Cal. Code of Regs. § 10271)
– Sealing records (8 Cal. Code of Regs. § 10272)
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Regulations

• Expect further changes to the regulations.  What to expect?
– Regulations on electronic filing 
– Changes or additions to the current technology 
– Changes based on our experiences with the system
– Changes based on your experiences with the system



EAMS OCR Form Filing
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OCR Document Cover Sheet & Separator Sheet
• The “Document Cover Sheet” is an OCR form that is the 

first sheet of every submission
– Multi-page, containing general case information, including in 

which unit the filing needs to stored, i.e., ADJ, DEU, VOC, etc.

• The “Document Separator Sheet” is an OCR form that 
separates the documents being filed
– One page form that tells EAMS what document is being 

submitted and where to put it

– For example, a document separator sheet goes after the 
document cover sheet and between each document following, 
e.g. between each medical report
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Document Cover Sheet
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Document Separator Sheet
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OCR Form Filing Rules: All Documents

• All documents filed with district office must be flat, never folded, no staples, 
paperclips, tears, sticky notes, two hole punches or extraneous marks

• If mailed they need to mailed in a manila envelope with no folds, creases, 
paper clips or staples

• FORMS MUST BE FIRST GENERATION

• Forms must be TYPED and all documents single sided, black ink on white 
paper, serif font, 8-1/2 x 11, 12 pound or heavier, no text in margins

• Pleadings: EAMS case number on first page caption; attorney’s caption in the 
upper left

• Addenda:  EAMS case number and IW name in upper left

• Failure to do this will result in scanning errors and delays in filing documents
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OCR Form Filing Sample: Application 

• Document cover sheet (prepare & print from Web site)
• Document separator sheet (prep & print)
• Application for adjudication of claim (prep & print)
• Document separator sheet (prep & print)
• DWC-1
• Document separator sheet (prep & print)
• 4906(g) declaration
• Document separator sheet (prep & print)
• Fee disclosure statement
• Document separator sheet (prep & print)
• Proof of service of the above
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OCR Form Filing Sample: DOR 

• Document cover sheet (prep & print)

• Document separator sheet (prep & print)

• Declaration of readiness to proceed (prep & print)

• Document separator sheet (prep & print)

• Dr. A report 

• Document separator sheet (prep & print)

• Proof of service of the above
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OCR Form Filing Sample: Unstructured Form 

• Document cover sheet (prep & print)

• Document separator sheet (prep & print)

• Your pleading or other document such as a petition with 
the exhibits (NOTE: petitions are limited to 25 pgs. 
maximum)

• Proof of service of the above
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Demonstration

• DOR
• Cover sheet for case opening document



EAMS e-Form Filing Overview
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Introduction 

During our discussions we will cover:
• The e-Form trial, what it entails, who is participating and 

how e-Forms impact EAMS
• We will go through those portions of the computer based 

training (CBT) relating to e-Forms completion and 
submission to give you a clear understanding of the e-
Form process and how similar it is to the OCR filing 
process – JUST WITHOUT PAPER!!!

• Managing user name and logon, since each location will 
only be given ONE
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e-Form Trial Overview 

• Before ability to participate in the e-Form trial:
– Organization must complete and sign the e-Form 

trial application and agreement
– Organization must complete the CBT 
– Username/ logons will be assigned upon completion 

of the above
– Nearly 200 trial participants (offices) currently 

working in e-Forms
• ONE username/logon will be distributed PER entity 

location
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e-Form Trial Overview Contd.

• EAMS e-Form trial started on Sept. 22, 2008
• The e-Forms trial is not an opportunity for offices to "try 

out" e-Forms because it is not a test—it is real filing in 
real cases

• It's a voluntary commitment and a legal contract for the 
office/entity to use e-forms exclusively during its 
participation

• Be excited about actually being “paperless” in your 
dealings with the DWC as you embrace the change



35

CBT Review for e-Form Filers

• Just as we discussed OCR forms in detail and how to 
complete them and file them we will now go through the 
CBT to illustrate working in the e-Form environment.  

• Similar to OCR filing, completion of the DWC forms in the 
e-Form environment will be more time consuming than 
you are used to but the question for you as an external 
user is on which end do you want your time /resources 
spent – by you at the filing stage or by DWC staff and 
later your administrators, representatives and attorneys at 
the appearance stage?
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CBT Review for e-Form Filers

• In the e-Form filing environment the cover sheet and 
document separator sheet are part of the DWC form

• The following is an example of filing an “Application for 
Adjudication” but the same “rules” apply to ALL DWC 
forms filed in the e-Form filing environment

• No ability to “auto-populate” within the EAMS e-Form 
filing environment
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CBT Review Contd. 
• Can print entire document in e-Form environment 

– Printed copy of the e-Form will be served on all parties, the old 
fashioned way … by mail 

• In application example, other forms and documents must be attached to 
filing:

– DWC-1
– LC 4906(g) declaration
– Letter of representation
– Fee disclosure statement
– Proof of service 

• As an e-Form filer you attach the above to the e-form application as follows…
– In the CBT the attachment example is a QME report … but remember 

this is only for illustration purposes… you would attach any of the 
above forms in the same manner
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CBT Review Contd. 
• No rejection NOTICE sent from EAMS, so e-Form filer should / can check the 

status of submitted documents within four hours of filing, after the “batch” has 
been uploaded into EAMS

– A document that fails to go through the batch process will end up in 
the unprocessed document queue. DWC employees will work through 
this queue and either correct mistakes and resubmit forms, if possible, 
or notify filers and give them the opportunity to correct the problem 
and resubmit the form (Please review the proposed regulations in this 
regard)

– Also, if you look in EAMS within 24 hrs and see your case but do not 
see your document, you know it did not get into EAMS (If you 
subscribe to EDEX you will know whether your document made it into 
EAMS through “case watch”)

• When you hit “submit” on an e-Form you will receive a batch number to prove 
your submission.

– We suggest that you print this for your records, it is the same as a date 
stamp on an OCR form
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CBT Review Contd. 
• Many questions have arisen about filing OTHER 

pleadings
– To do this in the e-Form filing environment of EAMS 

use the unstructured e-Form
• OTHER pleadings incorporate all other documents 

external users file with district offices in the course of 
adjudicating a case:

• Petitions to compel attendance at deposition/ 
medical exam

• Petition for change of venue
• Petitions for reconsideration
• Substitution of attorney
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Managing User Names and Logons 

• Some thoughts about how an external user group may 
manage their ONE username / logon:

– Central computer 

– Central pass 

– Small group of external users / administrators

– Technological solution 
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e-Form Filing and YOU 

We hope this brief overview of the e-Form filing process 
has shown you:

• Although filling out the e-Form will be a little more time 
consuming on your end

• Once it’s filled out, your submission time will be much 
faster and your document processing will happen faster at 
the district office

• Which means you receive your results in an efficient, 
timely fashion



EAMS Help Desk
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About the EAMS Help Desk

• EAMS Help Desk is at the Call Center

• Five EAMS experts assisting external users with OCR 
questions and e-Form filers

• Preferred method of contact is e-mail: 
EAMSHelpDesk@dir.ca.gov

• EAMS Help Desk phone # 1-888-771-EAMS (3267) 
option #4

• Call Center hours: 7 a.m. to 6 p.m.; EAMS Help Desk 8 
a.m. to 5 p.m. (varies on schedules)
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Call Vs E-Mail
• Examples:
• OCR Filers

– Call: when you have submitted OCR forms to the 
district office and you are checking status 

– E-mail: when you are working on OCR forms and are 
having trouble with drop downs (take screen shots)

• e-Form Filers
– Call: when you have questions on where to find the 

forms or navigation questions 
– E-mail: when you receive an error message while 

trying to submit an e-Form (take screen shots)
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EAMS Help Desk Procedures
• External users with questions or problems e-mail 

EAMSHelpDesk@dir.ca.gov
– Provide detailed information about question. Are you an e-Form 

filer or OCR filer? 
– Example of a good e-mail: 

“I am an external e-form trial participant. I have a batch # where I 
cannot confirm the filing. 

Batch ID 252390 – On 10/06/08 at 10:07 a.m. I filed a Petition for 
Contribution on these two cases. It is not showing as being filed 

yet. This is for ADJ11192118 and ADJ2423696 - IW is Mickey 
Mouse.”

• EAMS expert will research problem and assist you via e-mail or by 
phone (please provide your contact information) 

• If it’s not a quick fix/answer and needs further investigation, your 
problem may be submitted to “issue tracker”
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External User

VEST (Virtual EAMS Support Team)

EAMS Experts @ Call Center

Problem Solving Chain of Command

1) Contact 
EAMSHelpDesk

2) EAMS Expert 
Elevates issue to 

VEST (Issue Tracker 
given to EXT User)

3) VEST to 
determine reason 
for problem/error

4) EAMS Expert to 
communicate 

resolution to Ext 
User



Q&A Panel: Regulations, OCR forms,
e-Forms
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EAMS Available Resources
• Web site: www.dwc.ca.gov/eams

Demos
FAQs
How-to’s
Newsletter
Newsline
Computer based training (CBT) for e-Form trial participants

• Email: eams@dir.ca.gov
Put nature of what you’re looking for, such as “e-Forms trial” in 
subject line

• External sources:
Forms vendors 
Statewide and local professional associations—CWCI, CAAA, 
State Bar, etc


