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The Training Team
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Linda Enriquez, DWC Wolf Schubert, Law Offices of T. Mae Yoshida
Cynthia Leatherman, DWC Kim Lincoln-Hawkins, EDD
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The Paper Dilemma

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

e Streamlines process of creating cases, setting hearings,
serving decisions, orders/awards

* Improves access to electronic case records while
preserving confidentiality and strengthening security

e 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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Today’s Process Details

* Focus on filing, not working in EAMS
Going FAST

* Moderator to keep us on track

* Presentations, followed by Q&A
* Materials on the Web
» Restrooms

* Cell phones off

Agenda

e 10-10:10 a.m.: Overview of EAMS and purpose of training
e 10:10-10:20 a.m.:  Decision point: e-Forms or OCR forms?
e 10:20-10:40 a.m.: Uniform assigned names

e« 10:40-11a.m.: Q&A on decision point and assigned names

e 11-11:30 a.m.: OCR form filing

e 11:30 a.m.-noon:  Q&A on OCR form filing

e Noon-1p.m.: Lunch on your own

e 1-1:45p.m.: e-Form trial overview and computer based training
review for e-Form filers

e 1:45-2p.m.; EAMS help desk

e 2-2:15p.m. The UDQ

e 2:15-3p.m.: Q&A on e-Form filing, the EAMS help desk and

the ubDQ




| E}Iectmnic Adjgdicaﬂom
=% Management System
EAMS Decision Point: Are You an e-Form or
Paper Form Filer?
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Main Decision Considerations

e Currently ONLY two methods to get forms and
documents into EAMS:

v e-Forms
v' Paper OCR forms
» Advantages and disadvantages of each
« Timing of when each method can be used

» Available resources
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EAMS e-Forms

» Web-based

* Filled out / submitted electronically on line
« Structured tabbed format

* Filled out one at a time

» Do not auto-populate

* Require a logon and password to access

* Filled form can be saved to hard drive and printed using new
“print to PDF” function

EAMS OCR Forms

» Paper
* Files submitted same as current process (by mail or in
person)

* Require files to be structured using new cover sheets and
document separator sheets

 Available on DWC Web site without logon

* Auto-populate “ready”

10
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EAMS Filing Method Major Considerations

Neither filing method is perfect and both have potential impacts on your
business process (depending on how you work now) and how district
offices will function (depending on the amount of paper received)

e-Forms OCR forms

External user Enter data individually Auto-populate ready

business process

DWC district Submitted directly to EAMS Scanning required

offices

Printing for Print and/or save entire form |Print entire form at once

service at once through PDF print through auto-populate process
function

File setup System automatically User must structure file for
structures file submission with cover sheets

and document separators
_ :
||
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EAMS Filing Method Major Considerations

Processing time diagram

e-Forms Time it takes to process e-forms one
atatime

om-H4-4-ZXwcwn

T

o

Time it takes district office to scan file to EAMS

OCR Forms

0oso
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EAMS Filing Method Timeline

Batch filing
B :;:t;ﬁ;:c E-forms or OCR forms
9 required
A o E-forms or OCR forms
E-Forms E-forms for E-form trial participants ONLY required for ALL users
OCR forms required
OCR Forms OCR forms preferred but not required except for E-forms trial
participants
(LTI A pwe mm EAMS
August 25 E-forms trial Mid-November Early 2009 Future (1-2 years)
Go-Live log-ins issued EAMS regulations e-Forms trial ends
requiring OCR forms when e-Form regulations
effective become effective
| STEP 1 | STEP2 | STEP 3
e
ANMS s

13

Filing Method Action Items

e OCR forms test lab: EAMS@dir.ca.gov “Test Lab Reservation”
v' DWC headquarters offices in Oakland

* e-Forms trial: EAMS@dir.ca.gov “E-Forms Trial Request”

v' Began Sept. 22, continues until e-Form regulations effective

v" Must file all documents in EAMS using e-Forms for duration of
trial

v' Must have status of party, lien claimant or representative

v' Your location gets one logon and password (i.e., each claims
administration office, representative office, lien claimant filing
office, etc)

v' You must designate one person responsible for the logon
issued to your location

14
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EAMS Uniform Assigned Names
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Uniform Assigned Names

* Proposed Rule 10217

» Participant matching on forms
» Claims administrators’ offices
* Representatives’ offices

* Matching on name only

16
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Pre-registration

e 1,400 representatives’ offices

e Law firm CD’s

» 35 case threshold

» 700 claims administrators’ offices

» 50 case threshold

* Name = name/location combination
» Assigned by DWC

» Posted on Web site & updated

17

Live 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

18




Searching the Uniform Assigned Names Database

Welcome to the California
"GOV DEPARTMENT OF INDUSTRIAL RELATIONS

Division of Workers’ P
IWANTTO. .. System (EAMS) claims s’ offices and oflices

 Wonow
m —

“» Know what to do when | get
hurt en the job
“» Find a fact shest

S Fndafom

- uhwm:[ﬂm;ﬂmnmsiﬂsnnwl
*EndADWCORSS pogabase seacch insinsiions >

* Contact DWC N ) R -

- Participats in DWG L files for claima administrators’ ofices or rapresentatives’ ofices
ndemaking  Uniform assigned for clakms offices and officos

“ Participate in a OWC forum
*MF“ 8 WEAB Fmoﬂnnmﬁmmwﬁlwwmmm

case fles or op
mmmmummhmmmm
mmumn&ﬂu&ammmmmhm
admimistrators and representaties by the DWC, Clms adminestrators are ingwance camers
mﬂmummmmm and self-nsured selfadmstoned
T employers. Fo are attamiy and

# Workers' Compensation WWEM ini; offices and ves’ offices are assigned by the

Claims Administrator Search Results

med £ xplares o]
[ bty fieons Bt 28 gere IWATEAME TAMS AL CRAMS Civahdrne acg

2 Dt

* Knaw my rghts Back to clams omces. aod
* Know what 1o do when | g2t Tha bast way 1o sanrch b with the $.digit 21 Coda for the a of tha claima a aifica.
Sondabasew Claims’ administrators® search criria |1 SUBMASSREN | 1oy Fooey
=+ Find a publiestion [Famsne  [wams [ndar [asar2 ey [se [p |
-
e Ir TSURED I il o i
“» Paricipate in WG
,Wm List of claims administrators' ofices
 Parcipate in 3 WCAD
.S [ = | |5 Phona | Savica |Updated

sotasss | SEIF HSURED e PHEDALE [ca  [sasso | (81 664 US
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Comamnsin " asa (SCENSRED - [Pogox S S
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..... Tias
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Representative Search Results

WL EAMS represerdalives” olfices search - Windows Inbeinet Explorer

I = [0 oo tnco gon W /RN AN LCTEANS Ropr e | ES
| Be Ed Yeow Fovodes Jook Heb |Liks T3 Dkoray (CGoogk W' MSN Bh SteBar (R DWCFoms o 118 [ EAMS Clwss (% EAMSwen [ ConSomch ™
6 O OWE EAMS representaives cifcas sesch | [ 55« Paae « () Taah =
DWCEAMS - rep effices search B|

IWANTTO ...

» Kincw my sights Back 1o glaim ‘ offices and represeniatives” affices page.

- "K».lwmwdo whan | got Thee best way 1o search is with the S-digit ZIF Code for the mailing address of the representative’s offioe.

hetonthejeb

* Fing a fact sheet ch crlladk seae P

+# Find a form

* Find a publicaticn [Eams e [hame [ 1 [acar 2 [ iy [seate [sip |

~* Find 2 DWE ofica | | | |

e [ [ | I I =

“» Padicipato in DWG

* Fanicipate in a DWC forum  List of representatives” offices

Vi " EANMS Addre: Addross
forum 55
e Hame Ling 1 Ling 2 City Sinte |ZIF | Phone Service | Updated
HANNA BROPHY PO BOX (661)397- [us  |ezeo0n
99600 b 12483 OAKLAND [GA 194604 3909 ™ |Maa | 11:16.00 M
LINKS HANNA BROPHY PO BOX (559 436- Jus  [azezoos
Py 047 | Frestio 12438 OAKLAND |CA |94804 | gz ™ |maa | 11:18.00 Am
Appeals Board HANNA BROPHY LOS | PO BOX us  |ameeo0s
T 995984 | anGELES 12488 OAKLAND [CA | 4804 Mar | 199800 A
and Safety and Workers” HAINA BROPHY PO BOX (510 839 [us  |azeeo08 -
Campensation ey DAKLAND 12488 | | 1180 Mad 11:00:00 AM
“* Departmant of Insurance
HANNA BROPHY PO BOX (5300223 [us | avzei2008
-7 Sﬂép';m:ﬂ Dvtlopenent 60T | et 12488 QALAND [GA | 34804 | gy Mad | 11:19.00 AM
artme:
HANNA BROPHY PO BOX us  |sez00s
# State Compansation 4p60841 2 CAMLAND |CA | 24604 :
Insurance Fund RIVERSIDE 12488 Mad 11:20:00 AM
HANNA BROPHY PO BOX e aes Jus (a0
* More 930676 | LT \2488 DAKLAND |CA | M604 gypy " |maa  [e0200PM
HANNA REOEHY P ROK RIN A4 LIS PRANNR
FaN e I T T T Tted e [+00%
i 1
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Using Uniform Assigned Names on Forms
=2 EH L S e =1 /& @ e -

5| Please fil ot the following form. You cannt: seve dota byped into this Form
Please print your completed form if vou would like a copy For your records.

finsurance Carrier Informationif known and if applicable - include even if carrier is adjusted by claims administrator)
SCIF ——assigned name not required here
Insurance Carrier Name (Please lejve blank spaces between numbers, names or words)
1750 E 4TH ST
nsurance carrier ree res: OX lease leave blank spaces ‘een numbers, names or words, B
Santa Ana CA 92705
City State Zip Code
DWGC-CA form 10214 (c) (Rev. 7/2008) (Page 2 of 9)
Claims Administrator Information (if fnown and if applicable) |
igned required here
SCIF INSURED BAKERSFIELD
Name (Please leave blank spaces wmbers, names or words)
PO BOX 65005
Street Address/PO Box (Please leave blank spaces between numbers, names or words)
PINEDALE CA j 03650
City State Zip Code
IT 1S CLAIMED THAT:
A__Tha iniurad amanlouas o Y A

|7 Unknawn Zone: [




BAE Y E «*F e o @R

=| Please il out the Following Form, You cannak save data typed nto this Form,
Please print your complated Form IF you would like a copy For your records.

Applicant's Attorney or Authorized Representative:
Law Firm/Attorney D Non Attorney Representative

First Name

Last Name

4814199
LCaw Firm Number

ROSE KLEIN LONG BEACH J——assigned name required

Law Firm Name

PO BOX 22792
Address/PO Box (Please leave blank spaces between numbers, names or words)

LONG BEACH CA j 90801
City State Zip Code

Defendant's Attorney or Authorized Representative:

|| Law Firm/Attorney [ Non Attomey Representative ~|—

First Name

Last Name

L UnknownZone

BB0 € *e 0 e a6

—| Please il out the following form. Vou cannok save data typed inta this form,
Please print your completed form if wou would like a copy for vour records.

Law Firm Name -

PO BOX 22792
Address/PO Box (Please leave blank spaces between numbers, names or words)

LONG BEACH CA j 90801
City State Zip Code 1

Defendant's Attorney or Authorized Representative:

|| Law Firm/Attomey [ |Non Attorney Representative +

First Name

Last Name

4995983
Law Firm Number

HANNA BROPHY BAKERSFIELD assigned name required

Law Firm Name

PO BOX 12488
‘Address/PO Box (Please leave blank spaces befween numbers, names or words)

OAKLAND CA j 94604
City State Zip Code

Insurance Carrier Information (if known and if applicable - include even if carrier is adjusted by claims administrator)

[ UnknownZone [
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» DWC CA form 10232 2ver3 08222008.pdf B o o A =

the Following form. You cannot save data typed inta this form,
ur completed Form IF you wauld live a copy Far your records,

™ open

DOCUMENT SEPARATOR SHEET

Product Delivery Unit ADJ j

ADI-RSU-VOC-DEU-AD LEGAL DOCS :l

D nt T
doc titles and typ...pdf ocument Type

Document Title COMPROMISE AND RELEASE

Document Date 09/15/2008
MM/DD/YYYY a
|-use assigned name
Author [ ROSE KLEIN LONG BEACH] 9
Office Use Only
— s Doto E
Done [ [ [ [ [ [ [7UnknownZone
| Search [ 0] | -
» | DWC CA form 10232 2ver3 08222008 pdf ' Qo Q = B open

| Pleass fil out the Following Form, Vou cannak save data byped into this Form,
Fbusap« tnnmfethdfqrmf you. Wuuld%ﬁcnpiifm’ ;iuurt‘ecardS.

DOCUMENT SEPARATOR SHEET

Product Delivery Unit ADJ J

ADJ-RSU-VOC-DEU-AD

D nt T
doc titles and typ....pdf ocument Type

MEDICAL DOCS :|

Document Title MEDICAL REPORTS

Document Date 02/12/2008
MM/DD/YYYY
Author IIOHN DUNCAN. M.D. I
——
Office Use Only

Depoiind Doio

Done_ [ [ ukeownone
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OCR Form Filing
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OCR Form Filing Introduction

» For optical character recognition (OCR) forms users

» Cover how to obtain OCR forms and how to prepare
documents for filing with the district offices

29

OCR Form Filing Agenda

» The importance of filing using OCR forms
* The timeline for when the forms should be used

e The uses of the “Document Cover Sheet” and “Document
Separator Sheet”

» Samples for filing packages at district offices using the
OCR forms and unstructured forms

e “Hands on” demonstration

30
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OCR Form Filing Vocabulary

* OCR forms are “Optical Character Recognition” forms

* Document Cover Sheet: an OCR form required as the first
document of every submission to district office

* Document Separator Sheet: OCR form used to separate
and identify documents being filed

31

OCR Form Filing Importance

» On 8/25/2008, EAMS became the case management
system for the WCAB and each of the district offices

* OCR forms are specially developed and read by EAMS in
the scanning process to populate an EAMS case file,
reducing clerical time to process files

* OCR forms include an Application, DOR, settlement
documents, DEU, UEF and rehabilitation documents

32
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OCR Form Filing Importance Cont’d.

* In 2007, there were 138,615 applications; 335,599 DOR’s
and 333,421 hearings held

» Use of the proper OCR form ensures speedy processing
of these documents and timely setting the case for
hearing

» If you use an “old” form Application or DOR, the
information must be manually entered into the system by
the district office clerical staff, increasing the time for
processing your documents and setting a hearing

33

OCR Document Cover Sheets

* The “Document Cover Sheet” is an OCR form that is the
first sheet of every submission

* It is multi-page, containing general case information,
including in which Unit the filing needs to stored, i.e., ADJ,
DEU, VOC, etc.

o |tis filed whether the next form is an OCR form or not

34
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OCR Document Separator Sheets

e The “Document Separator Sheet” is an OCR form that
separates the documents being filed

* A one page form that tells EAMS what document is being
submitted and where to put it

* For example, a document separator sheet goes between

each doctor’s report being submitted or between the DOR
and the doctor’s report

* It would also go between the document cover sheet and
the next document whether or not it is an OCR form

35

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

» Failure to do this will result in scanning errors and delays
in filing documents

36
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OCR Form Filing Rules: All Documents

* BE FIRST GENERATION FORMS

» Documents must be single sided, black ink on white
paper, serif font, 8-1/2 x 11, 12 pound or heavier, no text
in margins

 EAMS or legacy number on first page caption; attorneys
caption in the upper left for legal pleadings

 Failure to do this will result in scanning errors and delays
in filing documents

37

OCR Form Filing Sample: Application

* Document Cover Sheet (prepare & print from website)
* 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

» Fee Disclosure Statement

* Document Separator Sheet (prep & print)
* Proof of Service of the above

A
oy

38
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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)

e Dr. Areport

* Document Separator Sheet (prep & print)

* Proof of Service of the above

39

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

40




_—

Demonstration

« DOR

41
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e-Form Trial Overview and CBT Review
for e-Form Filers

_—

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

a4
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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 and obtain the
EAMS user certification after completing the testing
with a score of at least 80% (when available)

— Username/ logons will be assigned upon completion
of the above

— Three rounds of e-Form trial participants already
working in e-Forms

* ONE username/logons will be distributed PER entity
location

£
il ™

45

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

46
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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?

AN
e m
a7
]
|| s
Submitting eForms
|2 .}
Submitting eForms in EAMS
In EAMS you may submit an electronic form or eForm available on the DWC website.
Examples include a Declaration of Readiness to Proceed, Application for Adjudication of
Claim, or Request for Consultative Rating.
Page 05 of 45 Ciick Next to continue.




EM: Submitting eForms

Submitting an eForm

eFoms are submitied on the intemet

Mote: If you nave any additional documents 1o be submitied with the eForm and your document s in

AT cogy 1OMMAL, SCAN e GOCUMENTS You Want 1 SUBMIt 55 1NA1 you can upioad them 1o EAMS

eheclronically. You will attach the eleclronic copy 10 the eForm

\isit the DWE website, log into EAMS and click the aFoms link

Select e relevant eFom link trom the displayed list

Fill in the form onling

If you have q doc: 10 be aub el click the hutton

i Selectthe relevant Document Type and Document Title

ii. Fill in the Document Dale (Ihe dale of the document itsell, not the date il is being submitied).

iii. Fillin the Author's name if appropriate (for example, the name of the dactor wha completed a
medical report that you attach)

v Chick the Browse button and select the electromic copy of the document to attach

w. Chek e Attachment button

Repeat the above five steps for each document to be atached

¥When all documents have been attached, chck the Done batton to ext the attachment section

Chck the Submit button to submit the eForm

e

o e

Nole. If you need fo keep a copy of the eForm for immediale use (such as for servee on other
partes), you must print each page of the eForm.

Page 06 of 45 Click Next to continue.

Course Hap (alt+m) Glassary 1] Print (alt+p)

Using Documents

EAMS Using Documents - Demo

1. Log into EAMS.

ALV

Figlds marked with an asterisk (*) are required,
Enter your username and passweord bo log in.

J nam : ]

Page 10 of 32 Click Naxt ra continue.




AN - Using Documents

EAMS Using Documents - Demo

2 Click lhe eFerms link in the lefi-hand navigalion bar

T

Case Number: I Leg:g:i:?

pats ofinury: | | &) Particpant Typs: [Peron 5] G
v [ Search | [ Resel

-

mmmdmmmm Htatug archived

Page 11 of 32 Ciiek Next 1o continue.

_—

CBT Review for e-Form Filers

* Inthe 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

52
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AN - Submitting eForms
7

EAMS Submitting eForms - Demo

3. Click the relevant eForm link from the kst thal appears.

itFurms:

ational bilitation

DWC-AD- 10005 (BT} BEQUEST FOR BEIME

ACCOMMODATION EXPENSE
BENEFITS DWE-AD-10133,53 (SJ08) NOTICE OF OFFE
COMPROMISE RELEASE pmtam bl o8
\OMISE RELEASE DERENDENCY CLAIM Eoneliliii bR TR ST RN 9_|1m P‘Et LEST Pl Ol

£ DWE-AD-10133,67 (SIDB) SIDV YOUCHER

NOTICE OF OFFER OF REGULAR WORK
NOTICE OF TERMINATION OF VOCATIONAL
REQUEST FOR DISPUTE RESOLUTION
SETTLEMENT OF PROSPECTIVE VOCATIONS
SERVICES

DECLARATION OF READINESS 10
DOE EXPEDITED TRIAL

GOLDEN FOD LIEN FORM (DE2551)

NOTICE AND REQUEST FOR ALLOWANCE OF LIEN

PETITION TO TERMINATE LIABILITY FOR TEMPORARY DISABILITY
INDEMMNITY

STIOH ATIAN WITH SWARMWAEATHY

Page 10 of 45 Cliek Next 1o continue.

AN Submitting eForms
s ||

EAMS Submitting eForms - Demo

4. The eForm opens and by default Page 1 &= dispiayed. The eFom can compnse of mulliple pages asplayed a5 1abs aiong 1he 10p of the fom

Page 1
STATE OF CALIFORNIA
DWC DISTRICT OFFICE
E-COVER SHEET
I8 this & new spplcation?*  Yes Na
Comeanion Cases Exst ™
Mcow than 15 Companion Cases [
Date [ LLDOAYYY)
Case tumber® | | sshsnmeemoma [ |
T Spache sy ]
- e T T
Body Part 1° | | Botypatz: [ |
Page 11 of 45 Click Next to continue.

 Glossary N peint ganep)




AN . Submitting eForms

bmitting eForms - Demo

i Evary 8F0mm contains a cover shest from Pages 1

6 The relevant pages of the cover sheat must be completed preceding each form Page

one of the cover sheet must always be filed out. Pages two through five are oaly filled out if you have companion cases. (Once you've flled out

the relevant cover sheet pages you can skip 1o the form #self by cicking tab &

STATE OF CALIFORNIA
DWC DISTRICT OFFICE
E-COVER SHEET

I3 tis 8 new application?®  Yes ¥ Mo ™
Companion Cates Exst

Mare than 15 Companion Cases I

Date:  {UMDOAYYY

Came Numbes * S5N(Numbers Sriy)

 Specific Injury
(ATART DATT MIATIAY © TN TATT UMTOAYY)
" Cumudative Irjury (1 Specific injury, usa the start daie as e specifc date of injary)
Page 12 of 45 Click Next to continue.

urse Map (alt+m)

Em- Submitting eForms

EAMS Submitting eForms - Demo

6. The eForm begins on page 6 after the coversheet. Note: The * adjacent to a field indicates that this is mandatory. You should not leave it

blank.

STATE OF CALIFORNIA
DEPARTMENT OF INDUSTRIAL RELATIONS
WORKERS' COMPENSATION APPEALS BOARD
APPLICATION FOR ADJUDICATION OF CLAIM

‘Caseuumgef ‘P\aase Fill in Coversheat ‘ Amended Application |

‘sswm.,......, only) ‘P\aaie Fill in CowarShast |

Venue*
" Residence of employee (LC section 5501.5(a)(1)}
 Location where injury occurred (LC Section 5501.5(a)(2))

Page 13 of 45

Course Map (alt+m) | Glossary (alt+g) /M| Print (alt+p)

Click Next to continue.

| Back (alt+b)




Submitting eForms

EAMS Submitting eForms - Demo

7. Filin the e-form online, including the relevant pages of the cover sheet Data you enler in e covershest is very mportant a5 it will be used
1o prectsedy identity the case for which you are fling a request

STATE OF GALIFORNIA
DWC DISTRICT OFFICE
E-COVER SHEET

Is this s e application?*  Yes % Ko™
Companon Cases Exst ™
More than 15 Companion Cases I

Date ¢ Mw0OYYYY) (020712008

G oo [FzEOTT ] E—
= Specitc sy 010512000 ]
ABTART DATE. MMEC Y YY) © NG AT M YY)
7 Cuamulative Ingry 1 Sesclle njury, i e sliet dele o5 e specie date of npry)
e e — R
Page 14 of 45 Click Next to continue.

Exit (alt+x) _Course Map (alt+m) W tielo (alteh) W Glossary (alt+a) Print (alt+p) _Back (att+b) M| mext (alt+n) |

_—
CBT Review Contd.

e 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...

— Inthe 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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ANV = Submitting eForms

EAMS Submitting eForms - Demo

& If you want to attach supporting documents, click the Attachment button

Dater | Moy (020772000
Casn Humbeor Sbmow [ ]
i Specific nury (]

" Cumulafive rjury [ Speolis iy, use e siart daie m e npecl aie of ifary)

Bogy Pant 1’ 124 CAR - mlernalinclud] GogyPanz: [ ]
P — L S—
O s—

Please chack wnit to ba filed on | check only one box )©

® [amy] © DEU O © uwer © owvoc W © ADA
Companion Cases
Case 1: | ]

I[ Amachement ]l Home | [ Submit | [__Instucciones en espanial ) [Help

Page 15 of 45 Click Next to comtinue.

_Next (altsn)

Em- Submitting eForms

EAMS Submitting eForms - Demo

@ Select the Document Type and Document Titie Ender the aocument date and authar Than click the Browss... button

Electronic Adjudication

. Management System
a\\i
f

Docunent Type®  —uoloct— -

Document Tle® | —saloct— %
Diocusnent Date: 5 (bt
Authar

Fie Tpload*

Amachment

Page 16 of 45
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Em. Submitting eForms
= 0

EAMS Submitting eForms - Demo

10. Sehect the file you wanl lo altach and click e Open bullon

Lock. i | Deshlens
LMy Dot
o My Conpader
MyRocont  Nalby Hstrrurk Places
Deocurtants Hosla Frefox
Eav ndsbe Tramamabar 7.2
adobe Captivate 2
Desktop  ER adbe aorcbat 6.0 Standard
Clkegacy
(iadohe C53
A vabon! Mesrroer
My Documentz |78 O
- ) o Crvervimw v Zgph
My Corrpude
My Metwod,  Fila. - Dpen
- £ |

Page 1T of 45

. Exil [all+x) Course Hap [alt+m)

Submitting eForms

EAMS Submitting eForms - Demo

11 K the Attachment bution

Electronic Adjudication
Management System

Al

Documens Type* | MEDICALDOCS )|

Documen: Tale*: | OME FEFORTS v

Document Dare: | 06/27/2000 |77 ety
Author: :Dr. Jones

File Ugload™  [CADME repartdod Drowse...

Page 18 of 45

Click Next ro continue.
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Submitting eForms

EAMS Submitting eForms - Demo

12 A row 5 added 1o the kSt of decuments at the boltom of the Screen You can repaat the steps 1o attach muiipie fies 10 the aFom When you have
finished attaching documents, click the Done bution

CAlVISS

Document Type™ | —salec— »

Document Tithe® | —snlnct— w

Document Date: Tl (e dedivyyy)
Auther:
File Upload® [(Browse_]
Document Type Dacument Title File Name
MEDICAL DOCS QME REPORTS CAQME report £

Page 19 of 45 Click Next to continue.

nelp (alt+h) ) Glossary (alt+o) M J Mext (alts#n)

m. Submitting eForms
L]

EAMS Submitting eF

s - Demo

13. Click the Submit bulton afler you have filled-in all details and altached relevant supporting documents. Remember, if you necd Lo keep a copy for
vourself for immediate use. you must print each page of the eForm

Cata Number INTZ2E01 47 SEN{Nurmbers Doy
@ soectcmy  [pvmzos ] | ]

AT EATE MREIT T RO WSy
™ Curmulnsve injury  (f Speaific infury. use the start daie o5 the speofis dae of njary)

Body Part 1° + |1#aEAR - mtemal includi| Body Peri 2
DodyPertd Doy Part 4
e el E—

Please check unit ta be filed on | check only one box ]

B anJ] T pEW © 8IF  UEF VoG ©INT ™ ADA

(Companion Cases

Case: ,—]

Home || Submit Inztruccion ezpafiol

Page 20 of 45 Click Naxt ra cominue.




=\ : Submitting eForms

EAMS Submitting eForms - Demo

14, Every ¢Fom i5 accompanied Dy an insiruction page. usually the last page. in ths example It is page 12. For 20amonal instruclions on Row 1o 1
this form cick the Heip button

e
Filng of this spplcation bagins ksl proceedings Bgains! Me oesendarn(s) named in
YO BODACAUON

Assistance in Filling Out Application

You Mty requEst ma 8 ini of the
Doviskon of Workans' Compensason

Righ to Attormey

“You may be represented by an afiomey of sgent, or you may represent yourset, The
attoenay fas wil B8 861 by the DWC at the Sme the case is decced and ia crdnarily
Payabio cul of your sward

Filling Out Application

Al blanis in ifve appcason shall De compked. Where Te INfonmation is unknown, place
S i B0 blank. If medkcal ineatmand i pasd for by Medcal
Medicare, group health insurance or privale camier. please specy

Service of Documents.

‘eur atermey or agant wil arve 8l documants in accardance wih Laber Code Section
S50 and Secton 10500 of e Workers' Compantaton Appeals BaanTs Ruses of
Fracton and Procedur:

I you have no atiomey or agent, copies of this applicaion wil be served by e

Paga 21 of 45 Click Next to continue.

_Exit (attsx) W Course Hap (aitem) W vicin (anih) W Glossary (alt+a) _Baci (aitsb) ) Mewt (alten) |
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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

67

- Using Documents

at is an Unstructured aForm?

Unstructuréd eFonmm reters 10 a genenc fomm thal you use only to Submit documents rélated

102 case, such as a supplemental medical report You will not use this eForm o submit any
DWC forms that can be submitted using the form-specific eFomm, Such as an Application for
Adjudication of Claim eForm or a Declaration of Readiness 1o Proceed eForm. You may use
his eFomm anytime throughout the ifecycle of a case.

Page 06 of 37 Click Next to continue.
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Ekjm: Using Documents

How to submit documents electronically

You will be able to altach electronic documents to the eform from your desklop.

Visi the DWE websde, 100 into EAMS and ciK ihe eForms ink in the lefl-hand navigation
bar

Find lfe DWE Mescellaneous section and cick the UNSTRUCTURED EFORM link

Fill-in the fomm providing the case detaits for which you are submitting documents,

Click the Browse. . butlon

Select e electronic copy of the document you want 1o submd and Cick the Open bution
Click the Artachmant bution

Repeat steps 4 through 8 abowve fo atfach anodher document

7 When all documents have been affached, cick the Submit bution

Dn N

If your document is in Rard copy 1omMat. S¢an the documents you want to submit 5o that you
can upload them to EAMS electronically

Note: Forms and documents you submit onling will nof be vsidie in EAMS until the .’\’MﬂM‘M
business day. Instruetions for how o find your documents are provided laler in this module

Page 08 of 32 Click Next to continue.

_ Back (alt+h)

M

Using Documents

EAMS Using Documents - Demo

3. Click the UNSTRUCTURED EFORM linik from the DWC Miscellaneous section

11 WITH £ ST F
AWARD
THIRD PARTY COMPROMISE AND RELEASE

Disability Evaluation Unit Uninsured Employment Fund
Py Y

OYEE'S PERMANENT DISABLIT APPLICATION FOR DISCRETIONARY
QUESTIONNAIRE AND BEQUEST FOR BAYMENTS FROM THE UEF
SUMMARY DETERMINATION - OME REPORT

ST F SULT, £ RAT:
T FOR RECON: TICH OF
ARY v THE A

I FOR MARY RATING
DETERMINATION - PRIMARY TREATING
PHYSICIAN REFORT

I FOR MARY RATING

NATION - OME REPORT

GEMERAL PUBLIC REQUEST FOR
NEQRMATION

UNSTRUCTURED EF ORM

Page 12 of 32 Click Next to continue.
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AN = Submitting eForms

EAMS Submitting eForms - Demo

4. The eFofm opens and by cetault Page 1 is displayed. The eFomm can comprise of multiple pages displayed as 1abs along the top of the form

STATE OF CALIFORNIA
DWC DISTRICT OFFICE
E-COVER SHEET

|s mhis & new applcaton?”  Yes 1 L-h
Companion Cases Exs I

More an 15 Companion Catss [
e E—
CaseNumber* [ ] senpuwemenom [ ]
Copmemmy ]

© CUMUIBEYE Irjry 1 Sescte ary, ina B 5t e 84 Fn Y0 e o )
Body Part1® | [mpmz | ]

Page 11 of 45 Click Next to comtinue.

Submitting eForms

EAMS Submitting eForms - Demo

5. Every eFomm conlains a cover sheel from Pages 1 - 5. The relevant pages of the cover sheel must be completed preceding each form. Page
one of the cover sheet must always be filled out. Pages two through five are only flled out If you have companion cases. Once you've filed out
1he relevant cover sheet pages you £an sk 1o the fonm itsell by clicking tab &

STATE OF CALIFORNIA
DWC DISTRICT OFFICE
OVER SH

Is Whis & new applcason®©  Yes 7 Ha

Campanion Cases Exst

Ware than 15 Comparion Cases

[T )

B E— | —
Copetemuy [ ] [ ]

 Gunuditve Injury 11 Specii iy, une 1 start s s e speas dane o )

Page 12 of 45 Click Naxt ra cominue.




4. Fill-in the redevant case delails for which you are submilting documents. Nole thal all Bekis marked * are mandatory. Enlering more Relds will

make it éasker 10 locate the document later

Master Case Number*: [ADJT0595

Case Helerence
Case Reference

Enter Case Reference. AD0| peetE |

Case Type* [aoa =

Document Type®: W

Document Title® [oweReroRTs =]

Author [Briones

Document Date; [osrzzmooe | tmeiddiyyn)

File Upload™: [ _Bmwse |
Anachment Close

Page 13 of 32

Click Next to continue.

p(anin) W Glossary

Al : Using Documents

MS Using Documents - Demo

5 Click the Browse... bution

YNV

Master Case Number®: |ADJ10555

Cave Relerence

Case Reference:
Enter Case Reference. ADD| | DELETE
Case Type®. AD) =]

Docuent Type®:  [VEGKALB0ES 3]

Diocument Title*: [emEREFORTS =]

Document Date: [Tzl o (meddyyy)

File Upload® ]
Amachment | [Clase |

Page 14 of 32

Click Next to continue.
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AN - Using Documents
= 3

EAMS Using Documents - Demo

€. Select the e you wanl to altach and chick the Open bullon

: -Exevuled-Couik.cov
] 12 10-Eealesd-Con-fimesd s

T ) |

Fesoitioe: [l fies () =l

Page 15 of 32 Click Next ro continue.

Using Documents

EAMS Using Docu nts - Demo

7. Click the Attachment bution

Master Case Number™: |[ADJ10595
Case Raference
Case Reference:

Fnter Case Reference ADD DELETE I
Case Type® [Ana -
Do Type® IM[DIC.AL DoCs "I

(Tou must select Case Type before selecting Doc Type)

Docs Title® IQME REFPORTS "I

(Tou must select Doc Type before selecting Doc Title)

Auther Ilh Jones

Document Date: 2712008 {onen'cded vy
File Upload*: |C:IOME reponid Browse._
Attachment Close |

Page 16 of 32 Click Next to continue.

Glussary (alt+y)




Using Documents

EAMS Using Document

- Demo

8. A row B added lo the st of documents to altach al the botlom of Ihe screen. Repeal this process (o allach addiional supporting documents

Case Reference:

Case Type®
Document Type™:
Documpent Title*:
Author
Documnent Drate:
File Upload®:

Alldmlll

Enter Case Reference. [ AoD| | DELETE

Case Relarence

I—:nlrcl— 'I

|—1o|o:r-- 1'I

I—ﬂ;ulucl-— 'I

 —

[ ] e dd )

|Master Case Roference Case ID Case Type Document Type | Document Title | File Name
| aps10s9s ADJ MEDICAL DOCS | QME REPORTS | C:QME reporttut | _Delete |
[ Submit |
Page 17 of 32 Click Next to continue.

Glossary

Using Documents

EAMS Using Documents

Demo

12. Click the Submit bullon after altaching all documents

e R
Case Type®. [<eiee—2]
Document Type™ —gsalact— "I
Documnent Tile*: ] select -|
Author. [
Document Date: T3] e )
File Upload™: Browse...
Anschmant Closa I
Master Case | Case  Case | Document . e
vl lriead [y Toe Document Title File Name
| MEDICAL | C/QME [
5
ADJ1059% AD] e QME REPORTS o Dleto |
LIENS AND | REQUEST FORNOTICE OF [ [
15 4
b ADT lanrs WITHDRAWAL OF LIEN CiRequestpd | Delae |

Click Next to continue.

Exit (altsx)

Back [

alt+h)

Mext (alt+n)
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Em. Using Documents
s |

BPORTANT REMINDER
Please rememder to LOG OUT of ine EAMS appiication immeaialely, each ime you have
finished usng it

The EAMS applcation 1s used by incusands of users. Every ime you login you are using a
user hcense. I you 00 nof release Ihe ieense by 10gging oul. you are siopping other
potential users from using the license.

Click Next to continue.

) T | print (alt+p) | | mext (alten)

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

81
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About the EAMS Help Desk

» History/duties of the Call Center
» 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.qov

* 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)

83

Call Vs E-Mall

* 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

e 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. | have a batch # where |
cannot confirm the filing.
Batch ID 252390 — On 10/06/08 at 10:07 a.m. | 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)
» Ifit's not a quick fix/answer and needs further investigation, your
problem may be submitted to “issue tracker”

85

EAMS Help Desk Problem Solving

 What is issue tracker?

* A system where DWC tracks problems encountered by
external users and internal users

— Additional EAMS experts called VEST (Virtual EAMS
Support Team) will investigate issues

— Issue tracker ID# will be generated and given to
external users as a reference number to track status

— Upon response from issue tracker, external user will
be contacted and notified of resolution
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Problem Solving Chain of Command

External User
4) EAMS Expert to
1) Contact communicate
EAMSHelpDesk resolution to Ext
User
EAMS Experts @ Call Center

2) EAMS Expert 3) \_/EST to
Elevates issue to determine reason
VEST (Issue Tracker for problem/error

given to EXT User)

VEST (Virtual EAMS Support Team)
=

= ANIS
=\l R

|
87
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EAMS Help Desk Helpful Hints

e Take screen shots of error messages: Use ALT + print screen, save
into Word document, attach to your Help Desk e-mail for review &
submission to issue tracker (if needed)

* Include name of IW, case # and detailed description of problem
* Provide all your information and best way to reach you

* OCR filers — Go over the OCR handbook
http://www.dir.ca.gov/dwc/EAMS/SampleFiles/EAMS OCR%20ha
ndbook.pdf (we will be referring you to this book)

* e-Form filers — Go over CBT (computer based training)
e http://www.dir.ca.gov/dwc/EAMS/EAMS CBT.htm
e Use Control + F when navigating EAMS Web site

e http://www.dir.ca.gov/dwc/EAMS/EAMS FAQs.htm
e Trust the process!
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What’s the UDQ?

» Unprocessed document queue

* Where forms with mistakes end up

* OCR forms UDQ processed at district offices
» e-Forms UDQ processed centrally for now

* In the future e-Forms UDQ will also be processed at district
offices
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Staying out of the UDQ

» Make sure you have your own uniform assigned name and
everyone else's exactly right

» Look at your case and get all information you need to file
your document before you file it

* Not sure if you have the correct case number and name?
Use the case number lookup tool on the Web site

« If filing an amended document make sure the information
you enter about the original document exactly matches
what's in EAMS. And, make sure the amended box is
checked!

« DO NOT file a document multiple times

91

Staying out of the UDQ

* Make sure the uniform assigned name—not the claims
adjuster’s name—is in the claims administrator field

 Proof of service is a separate document—the title is in the
drop down menu

* Requesting a rating: leave case reference field blank (name,
DOB and DOI must be on form and match what's in EAMS)

* Filing liens: First post-EAMS lien filing must be filed as
original, whether it's original or amended. After that, any
amendments to lien by same participant are filed as
amended liens
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Staying out of the UDQ

* Use the proper document title for attachments

— e-Form drop down list contains both DWC internal and external
users titles

— e-Form filers need to refer to external document title list that
accompanies the OCR document separator sheet for external
document titles and ONLY use those

e e-Form filers: Don’t check a box unless you mean it—you can’t
“uncheck”

* e-Form filers: Can't see your case in EAMS? E-mail the Help Desk and
get it associated with your login so you can see your case and get the
information you need before you file your e-Form

e e-Form filers: If your EAMS reference number in the case is not your
primary number, e-mail the Help Desk and get the number changed
before you file your e-Form
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Electronic Adjudication
Management System

Q&A Panel: e-Forms, EAMS Help Desk
and the UDQ
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EAMS Available Resources

* Web site: www.dwc.ca.gov/eams

v Demos

v" FAQs

v" How-to's

v Newsletter

v" Computer based training (CBT) for e-forms trial participants
¢ Email: eams@dir.ca.gov

v' Put nature of what you're looking for, such as “test lab” or “e-
forms trial” in subject line

 External sources:
v Forms vendors

v' Statewide and local professional associations—CWCI, CAAA,
State Bar, etc
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What's Next?

v' Make a decision about filing if you haven't already
v Take the necessary action to implement decision
v' Read the regulations

v' Train your staff

v' Embrace the change
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