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Agenda
• Getting it right the first time
• Fixing your mistakes
• Q&A
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Q & A Process
• Write down your questions – leave room for answers
• Note your main question – ask it first
• Press *1 if you want to ask a question

– Our Moderator will be connecting you in order
• Each administrator will be able to ask 1 question initially

– If you have more, press *1 to get back in the queue
• Listen carefully to each question

– Many of yours will be answered as we go
• If you have more, press *1 to get back in the queue
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PREPARATION
• Get and VERIFY ALL your information BEFORE you start 

the e-form
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Uniform Assigned Names
• Don’t make up your own

EACH EDD OFFICE HAS ITS OWN QUASI-UAN
EDD NDI STOCKTON 3649282
EDD PFL FRESNO 4621858
EDD SDI CHICO 4509884
EDD SDI CHINO HILLS 3649175
EDD SDI FRESNO 4510205
EDD SDI LONG BEACH 4510206
EDD SDI LOS ANGELES 3649214
EDD SDI OAKLAND 4510211
EDD SDI SAN BERNARDINO 3649222
EDD SDI SAN DIEGO 4510212
EDD SDI SAN FRANCISCO 3649232
EDD SDI SAN JOSE 4510207
EDD SDI SANTA ANA 3649164
EDD SDI SANTA BARBARA 3649049
EDD SDI SANTA ROSA 4510208
EDD SDI STOCKTON 4509887
EDD VAN NUYS 4509885
EDD UI RANCHO CORDOVA 4621982
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Uniform Assigned Names – con’t
• Use only those from the online database list
• Use for ALL case participants that have a UAN

– Law firms
– CLAIMS ADMINISTRATORS’ OFFICES

Must use the address listed in the database
This includes your address as listed for your quasi-UAN

If you don’t have a UAN for an entity that should, get it before 
you file – don’t just leave it blank
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Case Number
• Biggest problem – sloppy typing – especially on 

unstructured e-form
• ADJ case numbers NEVER have zero for the first digit
• Do NOT just put “ADJ” in front of the Legacy Case Number
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Website links
• Main EAMS Page

– www.dwc.ca.gov/eams

• Uniform Assigned Name (UAN) Online Database
– http://www.dir.ca.gov/DWC/eams/EAMS- 

LC/EAMS_ClaimsAdmins_Reps.htm

• EAMS Case Number Lookup Tool
– http://www.dir.ca.gov/dwc/eams/eams-lc/EAMSCases.asp

• At the bottom of the EAMS main page is a section titled 
“Working In EAMS” where you will find the links to the UAN 
and the EAMS Case Number Lookup Tool as well

http://www.dwc.ca.gov/eams
http://www.dir.ca.gov/DWC/eams/EAMS-LC/EAMS_ClaimsAdmins_Reps.htm
http://www.dir.ca.gov/DWC/eams/EAMS-LC/EAMS_ClaimsAdmins_Reps.htm
http://www.dir.ca.gov/dwc/eams/eams-lc/EAMSCases.asp
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S Signature
• Proper format:

S JOHN JONES
• Do NOT use any slashes
• Do NOT forget to type the person’s name
• You MUST USE on EDD Lien even though you do not need 

the S Signature Verification

• Only to be used on e-forms
• Reference Guide pg 20
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Doc Titles
• Use the Correct one
• Refer to the Doc Type and Title list on OCR forms page and 

to the Reference Guide
• If you can’t find a corresponding Doc Type and Title, use:

ADJ – MISC – CORRESPONDENCE-OTHER



11

Duplicate Filing
• In a word, DON’T

• If you don’t see your document in FileNet after the next 
batch run, WAIT, check the next morning

• If it still is not there, email the HelpDesk
– Must include the IW name and Batch ID in your email
– DO NOT REFILE

• If told it is in the UDQ, WAIT for the email from the UDQ 
Operator – DO NOT REFILE
– UDQ Operator may have to un-archive a case
– May fix the problem and reprocess
– Will email you with the problems
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Duplicate Filing – con’t

• You have emailed the HelpDesk…

• If told it is NOT in the UDQ, email Jackie – 
JMcconnie@dir.ca.gov with the Batch ID, IW Name, the 
Case number ON the document you filed – you probably 
entered the incorrect case number
– She will email you to advise if the documents were moved to the 

correct case or deleted.
– DO NOT REFILE unless her next email says they were deleted

mailto:JMcconnie@dir.ca.gov
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Duplicate Filing – con’t
• Right after you click “Submit” you realized you made a 

mistake
• Email Jackie with

– IW Name
– Batch ID
– Case Number
– DO NOT REFILE

• If the Batch is in the UDQ she will delete it
• If the Batch processed successfully, she will have to delete 

the documents
• Either way, DO NOT REFILE – wait for her email
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Reprocessed  Batch
• You receive an email that says “Your batch has been 

reprocessed”

– This means that the UDQ Operator FIXED what was wrong that 
caused the batch to err to the UDQ and has re-submitted it

– After the next batch run, check to see if the document(s) are in 
FileNet

• If not, DO NOT REFILE
• Email the UDQ Operator for follow-up
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Proof of Service
• Use the correct format in the upper left hand corner:

• Your proof of service needs all of the following in the upper 
left hand corner:

• Your Quasi - Uniform Assigned Name
• EAMS Administrator Name
• EAMS Administrator’s Phone – Direct or with Extension
• EAMS Administrator’s Email

– Page 21 of the Reference Guide
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Labeling your Documents
• Do NOT use “EXHIBIT” or “EVIDENCE”
• Abbreviations

– They must make sense to anyone reading it
– The WCJs don’t know what “LSSPOFS” or what

“ADJ123456SANCHEZ8411” means
– Some you just can’t abbreviate to make sense to everyone
– For Example:

• Final Stmt Final Statement
See Guide pg 35
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Filing Date
• As you know, if you submit a batch on a holiday or Saturday, 

assuming it is successful, the filing date is on the next DWC 
business day

• The same holds true for batches submitted on Furlough 
Fridays
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Fields
• If there is no information to enter in a field, LEAVE IT 

BLANK

• For example:
– Do NOT type “NONE”
– Do NOT type “UNKNOWN”

LEAVE IT BLANK!
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Companion Cases

• When filing your Lien, do NOT select the radio button 
“Companion Cases Exist” nor enter any companion case 
numbers.

• File your lien separately in EACH case so that your office is 
added to the case participants screen
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E-form Attachments

• If you are submitting an e-form that will have attachments:

• Use the Attachment link at the top of the page

• Do NOT submit the e-form and then fill out an unstructured 
e-form
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The e-form DE2581
• The following are pages of the e-form with instruction
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Do NOT select 
this box

Do NOT 
list type 
or DOI or 
Body 
Parts

Do enter the SSN

You must 
select ADJ

Enter the Date you 
Prepare the Lien

You must 
select “CTL”
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Do NOT select 
Amended Lien

Enter the Date you 
Prepare the Lien

Fill in IW info as it is 
in EAMS
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Enter your 
Quasi-UAN 
ONLY

Do NOT Enter 
First or Last 
Name – Leave 
them BLANK

Your address MUST match 
exactly as it is in EAMS – 
NOTE:  there is NO space 
between the “P” and “O”
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Enter Employer Info 
as it is in EAMS

You MUST 
Enter the 
Claims 
Administrator’s 
UAN and 
address as it
is listed in the 
online 
database

Select this 
radio button 
but leave 
the rest of 
this section 
BLANK
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You MUST 
use the 
UAN for the 
defense 
attorney – if 
none or if 
unknown, 
Leave the 
entire 
section 
BLANK – if 
you enter 
the UAN, 
you MUST 
use their 
address as 
listed in the 
online 
database
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Enter Date 
you Prepare 
the Lien

You May 
List all 
Entities You 
are Serving 
Instead of 
Attaching a 
Proof of 
Service

The Person Preparing the Lien MUST 
Enter Their S Signature in This Format 
– S FIRST NAME LAST NAME
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Attachment to a Lien
• You may attach only the following to your lien:

– Proof of Service

– Final Lien Statement

– EDD does not have to file a 10770.5 verification
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Attachment Link

This 
link is 
at the 
top of 
every 
page of 
the 
EDD 
Lien
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Attachment Screen

ONLY Your Quasi- 
UAN goes here

Enter 
the 
date 
you 
prepare 
the lien
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Attachment Screen – con’t – Proof of Service
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Attachment Screen – con’t – Proof of Service
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Attachment Screen – con’t - Proof of Service 
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Attachment Screen – con’t - Proof of Service 
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Attachment Screen – con’t – Final Statement
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Attachment Screen – con’t – Final Statement
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Attachment Screen – con’t – Final Statement
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Attachment Screen - con’t – Final Statement
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Other Documents
• Do NOT file any other documents with or in addition to your 

lien other than a Proof of Service (if used) or your Final Lien 
Statement.

• Do NOT file any supporting documents such as:
– Medical reports/certifications
– EDD Claim Form from the IW
– Any Internal EDD Documents

• You will not file any documents in support of your lien until 
the case is set for trial and your lien is in issue.

• Do not file duplicate documents.
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Declaration of Readiness to Proceed (DOR)
• See Guide pages 14, 16, 38
• Can only be filed by EDD if the case in chief is resolved
• EDD does not need to file a 10770.6 verification
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If there are companion cases you need set with the main case, check this 
box and list only the companion case numbers in the sections below
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Fill in IW info as it is 
in EAMS

Enter Employer Info 
as it is in EAMS

Select Lien Claimant
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You 
can list 
and 
attach 
only 1 
medical 
report 

You may 
select 
either an 
MSC or a 
status 
conference
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The Person 
Preparing the Lien 
MUST Enter Their 
S Signature in 
This Format – S 
FIRST NAME 
LAST NAME

Enter your Quasi- 
UAN ONLY

Your address 
MUST match 
exactly as it is in 
EAMS – NOTE:  
there is NO space 
between the “P” 
and “O”

Enter the Date 
you Prepare the 
Lien
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Attachment Link
• Use this link which is at the top of every DOR page to attach 

your Proof of Service and Medical Report



Q&A
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Q & A Process
• Write down your questions – leave room for answers
• Note your main question – ask it first
• Press *1 if you want to ask a question

– Our Moderator will be connecting you in order
• Each administrator will be able to ask 1 question initially

– If you have more, press *1 to get back in the queue
• Listen carefully to each question

– Many of yours will be answered as we go
• If you have more, press *1 to get back in the queue
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