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Workers’ Compensation Medicare
Set-Aside Portal (WCMSAP)

Uploading and Appending Documents

Version 4.8, 4/4/2016

INote: CM3 reserves the right to modify this presentation. To ensure you have the most current version, verify that the
version and date on this page match the version and date on the comresponding page of the PDF currently available on:
http://go.cms. gov/wemsa.

Slide notes

Welcome to the Workers' Compensation Medicare Set-Aside Portal (WCMSAP) Uploading and Appending
Documents Course.

As a reminder, you may view the slide number you are on by clicking on the moving cursor.

Additionally, you can view the narration by clicking the Closed Captioning [CC] button in the lower right
hand corner of the screen.
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Disclaimer

While all information in this document is believed to be
correct at the time of writing, this Computer Based Training
(CBT) is for educational purposes only and does not constitute
official Centers for Medicare & Medicaid Services (CMS)
instructions for the WCMSAP. All affected entities are
responsible for following the applicable CMS instructions
found at the following link: http://go.cms.gov/wcmsa/.

Slide notes

While all information in this document is believed to be correct at the time of writing, this Computer
Based Training (CBT) is for educational purposes only and does not constitute official Centers for
Medicare & Medicaid Services (CMS) instructions for the WCMSAP.

All affected entities are responsible for following the applicable CMS instructions found at the following
link: http://go.cms.gov/wecmsa/.
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Course Overview
* Adding Additional Documents

m
—
* Deleting Documents et
ﬂ
!

* Replacing Commingled Documents

Slide notes
This module describes how WCMSAP users may add additional documents to an existing case,

delete documents from a work-in-progress case,

and replace commingled documents on submitted cases.
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Skip Navigation)

About This Site CMS Links Reference Materials Contact Us

The WCMSAP provides an interface for entry of Workers” Compensation QUICK HELP

Medicare Set-Aside (WCMSA) proposals. You may use this site to enter the Help About This Page
case information directly. The site also provides the ability to track submitted
cases and the statuses without inguiry to the BCRC or CMS. Case Lookup and

View Alert functions are also available. Click the desired link below to perform Account Settings
that function.
You may modify Account Settings by clicking the appropriate link under the Update Personal Information

Account Settings list
Update Account Information

g intenan
I"d like to...
View Account Activity
Create 2 New Case
Change Password
Case Lookup
View Alerts

Slide notes

To manage documentation for a WCMSA case, the user must first successfully login to the WCMSAP
application.

After a successful logon, the user will select the Case Lookup link from the WCMSAP Home page.
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Case Lookup

Help About This Page

You can access Workers' Compensation Medicare Set-Aside (WCMSA) cases that have been submitted
through the Web portal and are associated with your Legin 1D using various search criteria

Enter the search criteria in the provided fields and click "Search.’ Selecting ‘Cancel will return you to the Home
page

® All Cases (Both submitted and WIP cases)

© Submitted Cases Only

QO WIP Cases Only

Case Contral Murnber; | |

Health Insurance Claim Number (HICH): I:I OR 55N | H H |

Case Creation Date Range:

FrombDate: | |1 | |/ | | mamoDs/cCYY) ToDate| |/ | |1 | | (MMDDICCYY)

Case Submission Date Range:

FrombDate | |1 | |/ | | mamoDscoYY) ToDate| |/ | |r | | (MMDDICCYY)

[CIea}rJ [ Cancel ][ Search ]

Slide notes

Users must then select the specific case they wish to manage the documentation for via the application’s
Case Lookup feature.
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Case Lookup

Help About This Page

You can access Workers' Compensation Medicare Set-Aside (WCMSA) cases that have been submitted
through the Web portal and are associated with your Legin 1D using various search criteria

Enter the search criteria in the provided fields and click "Search.’ Selecting ‘Cancel will return you to the Home
page

® All Cases (Both submitted and WIP cases)

© Submitted Cases Only

QO WIP Cases Only

Case Contral Murnber; | |

Health Insurance Claim Number (HICH): I:I OR 55N | H H |

Case Creation Date Range:

FrombDate: | |1 | |/ | | mamoDs/cCYY) ToDate| |/ | |1 | | (MMDDICCYY)

Case Submission Date Range:

FrombDate | |1 | |/ | | mamoDscoYY) ToDate| |/ | |r | | (MMDDICCYY)

[CIea}rJ [ Cancel ][ Search ]

Slide notes
A case can be selected directly, by entering the case control number and clicking the Search button.

Note: You must select an Account ID from the Account List page first.
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Case Listin_g_

WAl

This page lists all cases entered into the Workers' Compensation Medicare Set-Aside Web Portal that are associated with your Login ID
Click on the Case Number to view the details of the case. Selecting ‘Cancel will return you to the Home page

Case Claimant Name Date of Case Case Location Creation Date  Submission  Case Access
Number Injury Status Date

123456 LAST, FIRST  #He# DREC WCRC 2010-02-15 2010-02-23 Manage Access
987654 LAST, FIRST e WIP Submitter 2010-01-24 IManage Access
798654 LAST, FIRST frArr—rr DREC WCRC 2009-11-27 2009-12-05 Manage Access

Slide notes
A case can also be selected from a case listing that was generated based on user-specified criteria.

Users can select the case directly from this screen by clicking on the specific case number for the case
they wish to access.
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Case Information

| Beneficiary/Claimant * Diagnosis Codes * Prascriptions * WC Carrier * | Employer® Attormey Notes

Summary Information

Some required information is missing. The case may not be submitted until all required fields are supplied. The required fields
that are missing are marked with an asterisk

Taratas o3 Racovary

Skip Navigati

Documents* | Summary ]

(= Print this page

Help About This Page

lost. Click "Save Case as Work-In-Progress” button to save entered data. Print this page for your records.

If you would like to request a CMS Re-Review of this case, please click the Request Case Re-Review button. Request Case Re-Review

View Alerts
Case Mumber, S .
Claimant Information WC Carrier
Last Name: MI: First Name: Insurer Name:
Date of Birth: Policy Number:

Please review your case informalion. Please note that a Consent Form is required prior to case submission. If you need to change the information, click the 'Edit
buttan. If you are satisfied with the information click the "Submit Case’ button to submit the case. Click ‘Cancel Case Creation’ to cancel the process, all data will b

Slide notes
The system will display the Summary Information page for the selected case.

To access the Case Documents page, users must click on the Documents tab.
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Case Information

| Beneficiary/Claimant * | Diagnosis Codes® | Prescriptions * ~ WC Carrier* | Employer® | Aftomey  Notes | Documents* [ Summary |

Case Documents

Below is a list of the documentation that is attached to this case. To add documentation to the case, click the Add Files link
under the document type you would like to add. Documents must be in .PDF file format

Help About This Page

Once you have added the document, click the Submit Files button at the bottom of the screen to submitit. You must click this
button to successfully submit the file to the case.

To delete documentation, locate the document and click the 'Delete’ button that appears to the right of the file name. This will
permanently remove the document from the Web Portal, You will not be able to delete any files that were uploaded to the
WCMSA Web Portal when the case was submitted.

If a document must be replaced a ‘Replace’ link will appear to the right of the file name.

An asterisk (") indicates a required file.

05 - Submitter Letter or Other Summary Documents

Add Files

10 - Consent Form *

Add Files

15 . Rated Age Information or Life Expectancy

Slide notes

The Case Documents page is where WCMSAP users can add additional documents to an existing case,
delete documents from a new or work-in-progress case, or replace commingled documents for a
submitted case.

Documents can be added to a case under the following document categories: Submitter Letter or Other
Summary Documents, Consent Form.
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15 - Rated Age Information or Life Expectancy

Add Files

20 . Life Care Plan

Add Files

25 - Proposed/Final Settlement Agreement or Court Order

Add Files

30 - Set-Aside Administrator or Copy of Agreement

Add Files

35 - Medical Records (1st Report of Injury through Recent Treatment)

Add Files

40 - Payment History

Add Files

45 . Future Treatment Plans

Add Files

50 - Supplement/Additional Information

Add Files

Slide notes

Rated Age Information or Life Expectancy, Life Care Plan, Proposed/Final Settlement Agreement or Court
Order, Set-Aside Administrator or Copy of Agreement,

Medical Records (1st Report of Injury through Recent Treatment), Payment History, Future Treatment
Plans, and Supplement/Additional Information.
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Case Information

Beneficiary/Claimant * Diagnosis Codes * Prescriptions * | WC Camier * Employer * Attorney Notes Documents * [ Summary

Case Documents

Below is a list of the documentation that is attached to this case. To add documentation to the case, click the Add Files link
under the document type you would like to add. Documents must be in .PDF file format

Help About This Page

Once you have added the document, click the Submit Files button at the bottom of the screen to submitit. You must click this
button to successfully submit the file to the case.

To delete documentation, locate the document and click the 'Delete’ button that appears to the right of the file name. This will
permanently remove the document from the Web Portal. You will not be able to delete any files that were uploaded to the
WCMSA Web Portal when the case was submitted.

If a document must be replaced a ‘Replace’ link will appear to the right of the file name.

An asterisk (") indicates a required file.

05 - Submitter Letter or Other Summary Documents

Add Files

10 - Consent Form *

Add Files

Slide notes

The "Consent Form" is the only document that is required as part of a WCMSA case. This does not have
to be supplied until the user submits the case.

Note: A blank “Consent to Release Form” and an example form with instructions can be found in the
“WCMSA Reference Guide.” The “WCMSA Reference Guide” is available for download at the following
link: http://go.cms.gov/wcmsa.

To add files to a case click the Add Files link under the document category you wish to add files to.
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Skip Navigation)
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Attach Documentation:
05 - Submitter Letter or Other Summary Documents

Please type in the file name or click browse to find the file.
Selected documents must be in PDF format and cannot exceed 40MB (megabyte) total size for up to 3 files.
Help about This Page

*Note® If you wish to attach multiple files with the same name, please attach them one at a time to ensure all files are attached
properly. The system expects single PDF files. Please do not upload files in PDF Portfolio format. A PDF Portfolio contains
multiple files assembled into an integrated PDF unit.

Browse...
Browse...
Browse...

Atiach Files || Cancel |

. PrivacyPolicy UserAgeement |
Slide notes
The user may click on the Browse button to look for files in their system to attach to the case.

If you have selected the wrong document category, click the Cancel button to return to the Case
Documents page and click the Add Files link under the desired document category.

The system does not limit the number of files that may be appended to each document category, but
only allows a maximum of 3 files to be uploaded at one time.

Selected files must be in PDF format. If a user attempts to attach a non-.PDF file, the system will present
a message stating: "Invalid File Extension."

The maximum size of the files being uploaded at one time cannot exceed 40MB total for all files being
attached (up to 3 files).

If a user attempts to attach a file that is too large, they will receive the following error: “File size is too
large. Please split your files into smaller files and resubmit."
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Preparing Files for Upload

* Ensure that all files have been converted to PDF and do not exceed
file limits

* Medical records must be separated into files that contain 100 or
fewer pages

- If a beneficiary/claimant’s medical records contain more than
100 pages, create separate files before attaching the records

* The system accepts single PDF files
- Do not upload files in PDF Portfolio format

* PDF files that meet the noted criteria can be added to a case as long
as they are virus-free
- If there is a virus, the file will be rejected

Slide notes

Users must ensure that all files related to a case have been converted to PDF format, and do not exceed
size limits.

This is especially important for medical records. Medical records must be separated into files that contain
100 or fewer pages.

If a beneficiary or claimant’s medical records contain more than 100 pages, create separate files before
attaching the records.

The system accepts single PDF files. Do not upload files in PDF Portfolio format. A PDF Portfolio contains
multiple files assembled into an integrated PDF unit.

PDF files that meet the noted criteria can be added to a case as long as they are virus-free.

If a virus is detected, the file will be rejected and the system will display a message that states “A virus
has been detected, therefore your file(s) has not been added."
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Skip Navigation)
IR © -
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(. j=| Lk » WCMSA Case History <% [ search
Attach Docun| @& :
05 - Submitter r Wy Organize + 22 Views = B Mew Folder
— || yorite Links Name Date modif... Type Size
I pocuments @Submitter Letter

Please type inthe file 1 | 5 gecently Changed
Selected documents m %] Recent Places

I Desktop

*Note” If you wish to al | . computer
properly. The system e B Music

multiple files assemble: E Pictures

Help About This Page

b Public
E Searches

: Felders A
Attach Files Can{

Fie name:  submitter letier v Al Fies -

[ Oeen ] [ Concal |

Privacy Palicy | User Agreement
Slide notes

Once the system displays the File Upload window, the user can type the file name directly and then click
Open.
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Skip Navigation)
IR © -
3

Attach Docun _
i Organize = &2 Views - Mew Folder
05 - Submitter Mk ' w

@Qv| L. » WCMSA Case History - ] ‘.’ | | Search

Eavorite Links Name Date modif... Type Size

IF Documents @Submitter Letter
Please type inthe file | 57 Recently Cha=— _
Selected documents m{ |« pecent place| File Upload [

; Deskiop Help About This Page
*Note” If you wish to al | . computer J&. legal form
properly. The system | | [ Music == Filenot found. :
mulple files assemble{ | B pictures Check the file name and try again.

b Public o
E Searches

: Felders A
Attach Files Can{

Fie name:  submitter letier v Al Fies -

[ Oeen ] [ Concal |

Privacy Palicy | User Agreement

Slide notes

If the path/file name keyed is invalid, the system shall display the Windows error message, “Path/file not
found.”
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Skip Navigation)
IR © -
3

Attach Docunm
05 = SubmittEI Wy Organize + 22 Views = B Mew Folder

Eavorite Links Name Date modif... Type Size
IF bocuments E;] Submitter Letter

@ Recently Changed

@Qv| L. » WCMSA Case History - ] ‘? F | Search

Please type in the file

Selected documents m %] Recent Places Help About This Page
B Deskiop

*Note” If you wish to al | . computer

properly. The system e B Music

multiple files assembley | B Pictures
li Public
E Searches

Attach Files || Cang| " =

Fie name:  submitter letter v [A1Fies -

[ Oeen ] [ Concal |

Privacy Palicy | User Agreement

Slide notes
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Skip Navigation
I =
@Q-I |, » WCMSA Case History - | 42 || Search 2|

Attach Docum =
05 - Submitter

Eavorite Links Name Date modif... Type Size
B Documents |@Submi‘tter Letter

Please type inthe file ) | 5 Recently Changed

Selected documents M | 94 Becent Blaces

I Desktop
*Note” If you wish to al | . computer
properly. The system e B Music
multiple files assembley | B Pictures

Help About This Page

I Public
E Searches

: Felders A
Attach Files || Can( ]

Fie name:  submiter etter v [AlFies

([ oeen J [ conca ]

Privacy Palicy | User Agreement
Slide notes

The user also has the ability to select the appropriate .PDF file(s) to append to the case (for the
documentation category selected) by clicking on the file name and then clicking Open.
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Attach Documentation:
05 - Submitter Letter or Other Summary Documents

Please type in the file name or click browse to find the file.
Selected documents must be in .PDF format and cannot exceed 40MB (megabyte) total size for up to 3 files.

Help About This Page

*Note" If you wish to attach multiple files with the same name, please attach them one at a time to ensure all files are attached
properly. The system expects single PDF files. Please do not upload files in PDF Portfolio format. A PDF Portfolio contains
multiple files assembled into an integrated POF unit.

Chlsers\My_Documents\Submitter_Letter.pdf Browse... |

Aftach Files :| Cancel |

Slide notes

After the user has selected a file to be added to a case, they can either click Attach Files to add the file or
Cancel to cancel the process.
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Case Information

Beneficiary/Claimant * Diagnosis Codes * Prescriptions *  WC Carier * Employer * Aftomey | Notes | Documents* [ Summary

Case Documents

Below is a list of the documentation that is attached to this case. To add documentation to the case, click the Add Files link
under the document type you would like to add. Documents must be in PDF file format

Help About This Page

Once you have added the document, click the Submit Files button at the bottom of the screen to submitit. You must click this
button to successfully submit the file to the case.

To delete documentation, locate the document and click the 'Delete’ button that appears to the right of the file name. This will
permanently remove the document from the Web Portal. You will not be able to delete any files that were uploaded to the
WCMSA Web Portal when the case was submitted.

If a document must be replaced a ‘Replace’ link will appear to the right of the file name
An asterisk (") indicates a required file.

05 - Submitter Letter or Other Summary Documents

(Pending
Submitter_Letter.pdf 2014-10-24 Delete s
Add Files
10 - Consent Form *
(Requires
Consent_Form.pdf 2014-10-24 Replace f{eprlq;clzament"
Add Files

Slide notes

Once the Attach Files button has been clicked, the system will upload the document to the Case
Documents page and add any applicable notes to the Case Notes page.

The file name, date the file was uploaded, and file status (Submitted, Pending Submission, or Requires
Replacement) displays under the appropriate document category.

Once documents are added to a case, the contents of that document cannot be viewed.
Please make sure that the documents have been reviewed for accuracy prior to uploading them to a case.

The system will allow the user to delete documents from a work-in-progress case but will not allow a user
to delete any documents previously uploaded to a submitted case.

To delete a document, click the Delete link that appears to the right of the file name. This permanently
removes the document from the WCMSAP.

You can only delete documents from new and work-in-progress cases, and documents that have been
added but not yet saved to an existing case. You cannot delete documents that were previously saved to
a submitted case.
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Case Information

Beneficiary/Claimant * Diagnosis Codes* | Prescriptions * | WC Carrier * Employer® | Attomey | Notes | Documents* [ Summary

Case Documents

Below is a list of the documentation that is attached to this case. To add documentation to the case, click the Add Files link
under the document type you would like to add. Documents must be in PDF file format

Help About This Page

Once you have added the document, click the Submit Files button at the bottom of the screen to submitit. You must click this
button to successfully submit the file to the case.

To delete documentation, locate the document and click the 'Delete’ button that appears to the right of the file name. This will
permanently remove the document from the Web Portal. You will not be able to delete any files that were uploaded to the
WCMSA Web Portal when the case was submitted.

If a document must be replaced a ‘Replace’ link will appear to the right of the file name.
An asterisk (") indicates a required file.

05 - Submitter Letter or Other Summary Documents

Pending
Submitter_Letter.pdf 2014-10-24 Delete [Subm:;;ion\
Add Files
10 - Consent Form *
(Requires
Consent_Form.pdf 2014-10-24  Replace F‘zep?;c”emem\
Add Files

Slide notes

The system will allow users to replace specific files that have been flagged as replaceable by the Workers'
Compensation Recovery Contractor (WCRC).

Typically, documents must be replaced when a case has been submitted and it contains commingled
documents.

A commingled alert will be listed on the Alert Lookup page in this instance.

If a document must be replaced, click the Replace link that appears to the right of the file name. The
Replace link will continue to display until you click this link and successfully upload a replacement file.
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Attach Documentation:
05 - Submitter Letter or Other Summary Documents

Please type in the file name or click browse to find the file.
Selected documents must be in PDF format and cannot exceed 40MB (megabyte) total size for up to 3 files.

Help About This Page

*Note" If you wish to attach multiple files with the same name, please attach them one at a time to ensure all files are attached
properly. The system expects single PDF files. Please do not upload files in PDF Portfolio format. A PDF Portfolio contains
multiple files assembled into an integrated PDF unit.

Browse... |
Browse...
Browse...

 Attacn Files || Cancel |

Priv. i i ment
Slide notes
This displays the Attach Documentation page.

To replace a document, enter a new file name and path in the text box, or use the Browse button next to
the text box to search your system for the desired document.

Medical records must be separated into files that contain 100 or fewer pages.

If a beneficiary or claimant’s medical records contain more than 100 pages, create separate files before
attaching the records.

To attach the selected file, click the Attach Files button.

This uploads the document to the Case Documents page.
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Case Information

Beneficiary/Claimant * Diagnosis Codes* | Prescriptions * | WC Caier * Employer™ | Aftomey | Notes | Documents® [ Summary

Case Documents

Below is a list of the documentation that is attached to this case. To add documentation to the case, click the Add Files link
under the document type you would like to add. Documents must be in .PDF file format

Help About This Page

Once you have added the document, click the Submit Files button at the bottom of the screen to submitit. You must click this
button to successfully submit the file to the case.

To delete documentation, locate the document and click the 'Delete’ button that appears to the right of the file name. This will
permanently remove the document from the Web Portal, You will not be able to delete any files that were uploaded to the
WCMSA Web Portal when the case was submitted.

If a document must be replaced a ‘Replace’ link will appear to the right of the file name.
An asterisk (") indicates a required file.

05 - Submitter Letter or Other Summary Documents

Pending
Submitter_Letter. pdf 2014-10-24 Delete (Subm::;.glion\
Add Files
10 - Consent Form *
(Pendin
Consent_Form2.pdf 2014-10-24  Delete ey, I
Add Files

15 - Rated Age Information or Life Expectancy

Slide notes
The file name and date the file was uploaded displays under the appropriate document category.
The new file name will appear under the proper document category, replacing the previous file name.

The Replace link will be changed to a Delete link which allows you to delete the replaced file in the event
it was an incorrect upload. The Delete link will continue to display until you click the Submit Files button
which will submit all newly added or replaced files to the case.
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Coordination of
Bonofits and Recovery

':n'mpleted the Uploading and Appending Documentation course.
The information in this course can be referenced by
using the document at the link below:
https://www.cob.cms.hhs.gov/WCMSA/help/userManual/WCMSAUserManual.pdf

Slide notes

You have completed the Uploading and Appending Documentation course. The information in this
course can be referenced by

using the document at the link below:
https://www.cob.cms.hhs.gov/WCMSA/help/userManual/WCMSAUserManual.pdf
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Coordination of
Bonofits and Recovery

you have any questions or feedback on this material,
please go to the following URL:
https://www.surveymonkey.com/s/WCMSAPTraining.

Slide notes

If you have any questions or feedback on this material, please go the following URL:
https://www.surveymonkey.com/s/WCMSAPTraining.
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	Note: You must select an Account ID from the Account List page first. 
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	A case can also be selected from a case listing that was generated based on user-specified criteria.   
	Users can select the case directly from this screen by clicking on the specific case number for the case they wish to access. 
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	The system will display the Summary Information page for the selected case. 
	To access the Case Documents page, users must click on the Documents tab. 
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	The Case Documents page is where WCMSAP users can add additional documents to an existing case, delete documents from a new or work-in-progress case, or replace commingled documents for a submitted case. 
	Documents can be added to a case under the following document categories: Submitter Letter or Other Summary Documents, Consent Form. 
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	Rated Age Information or Life Expectancy, Life Care Plan, Proposed/Final Settlement Agreement or Court Order, Set-Aside Administrator or Copy of Agreement, 
	Medical Records (1st Report of Injury through Recent Treatment), Payment History, Future Treatment Plans, and Supplement/Additional Information. 
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	The "Consent Form" is the only document that is required as part of a WCMSA case.  This does not have to be supplied until the user submits the case. 
	P
	To add files to a case click the Add Files link under the document category you wish to add files to. 
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	The user may click on the Browse button to look for files in their system to attach to the case.  
	 If you have selected the wrong document category, click the Cancel button to return to the Case Documents page and click the Add Files link under the desired document category.  
	The system does not limit the number of files that may be appended to each document category, but only allows a maximum of 3 files to be uploaded at one time. 
	Selected files must be in PDF format.  If a user attempts to attach a non-.PDF file, the system will present a message stating: "Invalid File Extension." 
	The maximum size of the files being uploaded at one time cannot exceed 40MB total for all files being attached (up to 3 files).  
	If a user attempts to attach a file that is too large, they will receive the following error:  “File size is too large. Please split your files into smaller files and resubmit." 
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	Users must ensure that all files related to a case have been converted to PDF format, and do not exceed size limits.  
	This is especially important for medical records. Medical records must be separated into files that contain 100 or fewer pages. 
	If a beneficiary or claimant’s medical records contain more than 100 pages, create separate files before attaching the records.   
	The system accepts single PDF files. Do not upload files in PDF Portfolio format. A PDF Portfolio contains multiple files assembled into an integrated PDF unit. 
	PDF files that meet the noted criteria can be added to a case as long as they are virus-free.   
	If a virus is detected, the file will be rejected and the system will display a message that states “A virus has been detected, therefore your file(s) has not been added." 
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	Once the system displays the File Upload window, the user can type the file name directly and then click Open. 
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	If the path/file name keyed is invalid, the system shall display the Windows error message, “Path/file not found.” 
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	The user also has the ability to select the appropriate .PDF file(s) to append to the case (for the documentation category selected) by clicking on the file name and then clicking Open. 
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	After the user has selected a file to be added to a case, they can either click Attach Files to add the file or Cancel to cancel the process. 
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	Once the Attach Files button has been clicked, the system will upload the document to the Case Documents page and add any applicable notes to the Case Notes page. 
	The file name, date the file was uploaded, and file status (Submitted, Pending Submission, or Requires Replacement) displays under the appropriate document category. 
	Once documents are added to a case, the contents of that document cannot be viewed. 
	Please make sure that the documents have been reviewed for accuracy prior to uploading them to a case. 
	The system will allow the user to delete documents from a work-in-progress case but will not allow a user to delete any documents previously uploaded to a submitted case. 
	To delete a document, click the Delete link that appears to the right of the file name. This permanently removes the document from the WCMSAP. 
	You can only delete documents from new and work-in-progress cases, and documents that have been added but not yet saved to an existing case.  You cannot delete documents that were previously saved to a submitted case. 
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	The system will allow users to replace specific files that have been flagged as replaceable by the Workers' Compensation Recovery Contractor (WCRC). 
	Typically, documents must be replaced when a case has been submitted and it contains commingled documents. 
	A commingled alert will be listed on the Alert Lookup page in this instance. 
	If a document must be replaced, click the Replace link that appears to the right of the file name.  The Replace link will continue to display until you click this link and successfully upload a replacement file.  
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	This displays the Attach Documentation page. 
	To replace a document, enter a new file name and path in the text box, or use the Browse button next to the text box to search your system for the desired document. 
	Medical records must be separated into files that contain 100 or fewer pages. 
	If a beneficiary or claimant’s medical records contain more than 100 pages, create separate files before attaching the records. 
	To attach the selected file, click the Attach Files button. 
	This uploads the document to the Case Documents page. 
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	The file name and date the file was uploaded displays under the appropriate document category. 
	The new file name will appear under the proper document category, replacing the previous file name. 
	The Replace link will be changed to a Delete link which allows you to delete the replaced file in the event it was an incorrect upload. The Delete link will continue to display until you click the Submit Files button which will submit all newly added or replaced files to the case. 
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	You have completed the Uploading and Appending Documentation course.  The information in this course can be referenced by  
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