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Dashboard

Dashboard

Dashboard

1. Select the desired grid from the dropdown:

2.  Click “Add Item”
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Dashboard

WCOA Dashboard

WCOA Dashboard

WCOA Dashboard
The link to the new “WCOA Dashboard” can be found in the Quick Links 
section on the upper right hand corner of the dashboard.
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WCOA Dashboard
• The WCOA 

Dashboard 
has four 
grids.  

• Most of the 
columns in 
each grid are 
sortable by 
clicking the 
column 
header. 

WCOA Dashboard
The “Upcoming Briefs” widget displays information about upcoming briefs 
in your associated matters.

The columns include Dispute Number, Brief Due Date, Claimant Name, and 
Employer Name and all of the columns are sortable.

WCOA Dashboard
The “WCOA Petitions/Answers” grid displays information about petitions 
and answers submitted on your associated matters.

The columns include Matter Number, Petition Number, Petition Type, Filed 
Date, Filed By, Claimant Name, Employer Name, and Status.  All columns 
except Matter Number are sortable.

There are two status types:  Pending and Processed.
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WCOA Dashboard
The “WCOA Requests” grid displays information about requests submitted 
on your associated matters.

The columns include Dispute Number, Request Type, Submitted Date, Filed 
By, Claimant Name, Employer Name, Last Updated Date, and Status.  All 
Columns are sortable.

There are three status types:  Approved, Denied and Pending. 

WCOA Dashboard
The “Judge Communication” grid displays letters sent from the Judge’s 
office.  

The columns include Mark as Read, Date, Dispute Number, Claimant 
Name, Judge Name, the content of the letter and delete.  

If you delete a Judge Communication it will be removed from your WCOA 
Dashboard but it will remain in the Documents & Correspondence tab of 
the dispute.

All of the columns are sortable.

Enhanced Search

Enhanced Search
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Enhanced Search

Enhanced Search

Enhanced Search
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Enhanced Search Feature Tips 

The tips below show how to use the search feature effectively. 
Tip 1: Use the drop-down menu to identify what you are searching for (e.g., Claim, Dispute, etc.)

Tip 2: Enter multiple search terms to create a stronger search 

Tip 3: Use special characters to define your search

Tip 4: Use Advanced Search fields to filter results by a specific search term or criteria (e.g., Open, Close, etc.)

Special Character How It Works Sample Search

Asterisk

Add * at the start or end of a term when information
is missing or unknown.

*1111

Finds all Parties and Matters with SSNs that  end 
with 1111

Double Quotation Marks

Apply “ ” around a single search term or phrase to 
find an exact match for the entered information.

“02/22/2015”

Finds all results that have 02/22/2015 in their 
Profiles or Matters

Tilde
Add ~ to the end of the term to find results with 
spelling variations.

Megan~

Finds results that are variations of the name Megan, 
such as Meghan or Meaghan

OR Use OR between search terms to broaden your 
search results by including more than one keyword.

Wal-Mart or Walmart

Finds all results that contain  either Wal-Mart or
Walmart

“ ”

*

~

Example: Select Claimant from the drop-down menu, then enter Williams Megan~ *1111 to search for 
the claimant by last name, variations of her first name, and her SSN.

Example: Select Open from the Appeal Status drop-down menu to search for 
only open Appeals

Dispute Summary vs. Claim Summary

Dispute Summary vs. 
Claim Summary

Dispute Summary vs. Claim Summary
The following tabs are available from the Claim 
Summary screen:
− Claim History
− Interested Parties
− Injury Details
− Dispute
− Appeal Case Information
− Benefits Information
− SFR Application
− Healthcare Services Requests
− Payment History
− Actions
− Documents and Correspondence
− EDI Transaction
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Dispute Summary vs. Claim Summary

Dispute Summary vs. Claim Summary
The following tabs are available from the 
Dispute Summary screen::

- General Information
- Interested Parties & Associated Recipients
- Petitions and Answers*
- Hearing Information
- Mediation Information
- Exhibits
- Witness
- Requests
- Briefs
- Decision
- Documents and Correspondence

• If a med-fee dispute, the Med-Fee Hearing tab 
will replace the Petitions and Answers tab

• If a voluntary mediation dispute the Petitions 
and Answers tab will be missing and the 
voluntary mediation request information can be 
found on the Requests tab.

Dispute Summary Tabs

Dispute Summary Tabs
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General Information Tab

Dispute Business Event Log
Example of the Dispute Business Event Log: 

Dispute Business Event Log
Dispute Business 
Event

Dispute Business Details Date Rules

Petition Filed Dispute Petition Confirmation Number Date submitted online

Petition Accepted Dispute Petition Number Date accepted

Judge Assignment Assigned to Judge [Judge Last Name], [Judge First Name] Assignment +1

Judge Reassignment Reassigned to Judge [Judge Last Name], [Judge First Name] Assignment +1

Event Scheduled [Event Type] on [Event Date] scheduled Date scheduled

Event Rescheduled [Event Type] on [Event Date] rescheduled to [New Event Date] Date rescheduled

Event Cancelled [Event Type] on [Event Date] cancelled Date finalized (Med)
Date cancelled (Hear)

Event Postponed [Event Type] on [Event Date] postponed Date finalized (Med)
Date postponed (Hear)

Request Submitted Dispute Request Type Description Date submitted online

Brief Scheduled Scheduled for [Party Name]([Party Role])‐[Brief Type] Date scheduled

Brief Submitted [Brief Type] Date received

Event Conducted [Event Type] conducted Event Date

Decision Circulated Decision Type Description Date circulated

Exhibit(s) Added [Exhibit Description] offered on [Offered Date] (Note: Truncate each Description at 50 characters) Date added

Witness Added [Witness Name] testified on [Date Testified] Date added

Correspondence Generated Communication Template Detail Date generated

Correspondence Regenerated Communication Template Detail Date generated

Answers Filed Filed on Petition [Petition Number] Date submitted online

New Dispute Created Dispute [Dispute ID] Date created

Petition Association Changed Dispute Petition Number(DSPT_PETITN_NUMBER) + 'OUT' and Dispute Petition 
Number(DSPT_PETITN_NUMBER) + 'IN'

Date changed

Dispute Merged [Child Dispute Number] merged into [Parent Dispute Number] Date merged

Address Changed Party Name (Party Role) Date changed

Request Approved  [Request Type] from [Request Date] Date approved

Request Denied [Request Type] from [Request Date] Date denied



8/2/2016

10

General Information Tab

Instructions from the Judge
A red “view” link will be added to the My Disputes widget of the dashboard 
to alert the user when new Instructions from the Judge are added.

General Information Tab
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Interested Parties & Associated Recipients Tab

Interested Parties Grid

Interested Parties Grid



8/2/2016

12

Interested Parties Grid

Interested Parties Grid

• Receive correspondence

• Electronic access to the dispute

• Ability to file documents, requests, exhibits, etc.

• Defendant/Employer

• Insurer 

• TPA 

• Healthcare Professional 

• Healthcare Provider

• Attorneys for all parties listed above and in the Interested parties grid

Associated Recipients Grid

Party types in Associated Recipients Grid:
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Associated Recipients Grid

• Receive correspondence

• NO electronic access to the dispute

• NO ability to file documents, requests, exhibits, etc.

Additional Defendant/Employer Grid

• Defendant/Employer

• Insurer 

• TPA

• Attorneys for the parties listed above only

Party types in Additional Defendant/Employer grid:

Additional Defendant/Employer Grid

• Receive correspondence

• Electronic access to the dispute

• Ability to file documents, requests, exhibits, etc.
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Inactive Parties Grid

• No electronic access 

• No correspondence

• No ability to file documents, requests, exhibits, etc.

Interested Parties Grids Overview

*Only the claimant, defendant, their counsel, insurer and TPA will appear on the notice.

Interested Parties & Associated Recipients Tab



8/2/2016

15

Petitions and Answers Tab

Hearing Information Tab

Hearing Summary Screen
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Hearing Information Tab

Mediation Information Tab

Exhibits Tab
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Exhibits Tab

Exhibits Tab

Exhibits Tab
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Exhibits Tab

Exhibits Tab

Exhibits Tab
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Exhibits Tab

Exhibits Tab

Witness Tab
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Requests Tab

Requests Tab

Requests Tab
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Requests Tab

Requests Tab

Requests Tab
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Requests Tab

• Request disposition can be found on the Requests tab of the Dispute 
Summary.

Briefs Tab

Briefs Tab
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Decisions Tab

Documents & Correspondence Tab

Letter to the Judge
• Letter to the Judge should not be used for document submission or requests. 

• Submission of Briefs, Mediation Statements and Requests should be performed 
using the appropriate tab of the Dispute Summary.  
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Letter to the Judge
• The user who uploaded the Letter to Judge is able to edit the description.

• The Document Description should briefly summarize the content of the uploaded 
document (for example:  Notice of Deposition or First Hearing Submission).

Letter to the Judge

Letter to the Judge
• The Judge receives a notification which includes the document 

description.
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Documents & Correspondence Tab

Documents & Correspondence Tab

Entry of Appearance

Entry of Appearance
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Entry of Appearance

1.

2.

3.

Entry of Appearance

• When the same party type exists in two grids, i.e. defendant “A” in the 
Interested Parties grid and defendant “B” in the Additional Defendant/Employer 
grid and the attorney requests entry of appearance for the defendant, the 
system will require the attorney to enter the FEIN to distinguish which 
Defendant is being represented by that attorney.

• If the FEIN is unknown, the attorney must contact WCOA to enter appearance.

Entry of Appearance

1.

2.

3.
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Tips for Managing Matters

Tips for Managing Matters

• There may be instances when the law firm has two 
attorneys working on a matter.  However, there can only be 
one attorney of record.  In other words, the client can only 
have one attorney listed for them in the Interested Parties 
grid. 

• Having more than one attorney listed for the same party in 
the interested parties grid causes correspondence to not 
generate.

• If you have multiple attorneys at your firm working on a 
single matter there are three options.

Tips for Managing Parties

Option #1:  
• If secondary attorneys need to be able to access the matter in WCAIS, 

receive correspondence, and file documents:

• The secondary attorney needs to register as a law firm user and then 
obtain approval in WCAIS from the attorney of record to perform work on 
their behalf.

• Presumably, the secondary attorney will have two keystone IDs. One will 
be the keystone ID registered as an attorney and the other as a law firm 
user.

• If the secondary attorney is attorney of record on some matters then they 
will use their attorney keystone ID when performing work on their own 
matters. When they are performing work on matters where they are not 
attorney of record, they will use their law firm user keystone ID.

Tips for Managing Parties
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Tips for Managing Parties

Tips for Managing Parties

Option #2:  
• If secondary attorneys only need to be able to access the matter in 

WCAIS:

• The law firm admin or the attorney of record can share the attorney 
of record’s matters with another attorney.

Tips for Managing Parties
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Tips for Managing Parties

Tips for Managing Parties

Option #3:  
• If secondary attorneys only need to be able to receive 

correspondence:

• The WCOA field office can manually add the attorneys as 
associated recipients.

• Attorneys are automatically entered as associated recipients when 
a new attorney enters their appearance.

• Attorneys can withdraw their appearance at any time when they 
are listed as Associated Recipients.

Tips for Managing Parties
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Withdrawal of Appearance

Withdrawal of Appearance

Withdrawal of Appearance

Attorneys can now withdraw their appearance on closed matters or on 
matters which they are listed as associated recipients.

*All withdrawals of appearance for matters in litigation must be done in 
accordance with the Judges’ Rules of Practice and Procedure.*

Withdrawal of Appearance

#######

#######

#######

#######

#######
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Withdrawal of Appearance

#######

#######

#######

Withdrawal of Appearance

####### ####### #######

####### ####### #######

Judge Questionnaire

http://www.dli.pa.gov/Individuals/Workers-Compensation/wcoa/judge/Pages/default.aspx

• www.DLI.pa.gov
• Individuals:  Workers’ Compensation Services
• Workers’ Compensation Office of Adjudication
• Judge Information
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WCOA Resource Center

WCOA RESOURCE CENTER
One stop shop for all of your WCOA related WCAIS needs!

Contact the WCOA Resource Center if you…

• Have general adjudication questions
• Need assistance navigating the WCAIS system
• Want to report system defects
• Have an idea to enhance the system
• Need help with any WCOA related question

E-mail:  WCOAResourceCenter@pa.gov

Phone:  1-844-237-6316

Operates 8:00 – 4:30pm Monday-Friday

Questions?

Questions?


