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About the web portal document upload application

The document upload application was created

to give insurers, self-insured employers, and
service companies the ability to securely submit
documents directly to the Workers' Compensation
Division (WCD).

As of March 2023, the division offers four ways for
these customers to submit documents: mail, fax,
Biscom, and the portal. While all of these options
remain available for use, the division strongly

encourages insurers, self-insured employers, and
service companies to use the portal because of its
ease of use and security.

Welcome to the Workers' Compensation Division Portal

Please Log In
userio: ||

Fassword

Forgot Your Username or
Password?

Fill i your user 1D of emad 30aress in the box Delvw
and we will send you an email with ogen instructons

User 1D or Email

Remind Me

You can access WCD's portal by clicking the link at
the top of the WCD webpage (wcd.oregon.gov) or
pasting the web address in your preferred browser:.
https://www4.cbs.state.or.us/exs/wcd/portal/

While WCD and the Workers' Compensation Board
(WCB) perform similar functions related to workers’
compensation, each entity maintains separate web
portals that provide different services. Companies
should ensure they use the correct portal to
communicate with each government entity.

The Workers' Compensation Division's web portal currently contains apphcations that allow
insurers, senvice companies, and self-insured employers 1o upload required annual audit
report of ioss information and the abdity to upioad six !-plt‘:l'-: Socuments for our program

Need access to the WCD Portal?

POrtal COoWS are ma
USeMmame and passw

Manage Meir uSers i

application administral
503-847.7565

ViAIned by e slakehokders mentio
d 2ach application has an
06 A ACCESS fights 1T yo

ANin Your Company, of if unknown, pleass contact the drision at

0 AboWe. ACCESS NEqUINes 3
trator ientimed that can

BCORSS Please CONTACT the

i


http://wcd.oregon.gov
https://www4.cbs.state.or.us/exs/wcd/portal/

Who can upload documents?

At this time, the portal is designed for use by
insurers, self-insured employers, and service
companies. The division is exploring ways to add
additional user types in the future.

All active insurers, self-insured employers, and
service companies should currently have a portal
account. Call the WCD Resource and Technology
Support Unit manager at 503-947-7600 if your
company is newly active in Oregon and does not
have a portal account.

To be added as a portal user for your company'’s
account, contact a document upload application
administrator within your company for help. If you
don't know who your administrator is, contact
WCD at 503-947-7565.

Instructions for managing your active user
accounts can be found here.

Current application administrators may choose to
manage new users or organizations can appoint
additional account administrators.

What documents can |
upload using the document
upload application?

Users can upload these document types:
B Audit referrals
B Audit responses
B Appellate review dispute responses
B Medical resolution dispute responses
B Vocational dispute responses

B Employer-at-Injury-Program (EAIP)
reimbursement requests

Unlike other portal applications, only PDFs may be
uploaded. One file can be uploaded at a time with a
file-size limit of 150MB.

The division will continue to evaluate other
documents to add to this list.

Annual audit payment data and report-of-loss-
information will continue to be uploaded using the
annual audit or self-insured portal applications.




User account administration

Your company will need to assign application If your organization has not designated an
administrator(s) to manage your users' access application administrator for a specific application,
for each WCD portal application. An application or the designee is no longer in that role, your
administrator can add, modify, or delete users company should choose someone and have them
for each application. Companies have the ability contact WCD at 503-947-7565.

to select multiple administrators for each portal

application.

Add a new user
From the home screen, click the “Users” tab and then click the “Add User” button located in the gray

window.

_EEEQQN.-GC"" Workers' Compensaton Diwvision (WCD)

nsation Division Portal

j-,:e_ll,_,'* 'r’!:.

Home Annual Audit Self-Insured Upload POF Document

Main Users Contacts Company

Add User | Edit User Remove User




Enter the information in the required fields designated with an asterisk. The system will generate a user ID.

New User Existing User

Userid i

First Name

Middle Initial

Last Name

Email Address

Phone: ext. i

Scroll down and select the check box for the needed application(s).

B Tip: You can allow the new user to manage other users' access for that application by selecting the
“Manage Users” check box. This will allow the user to add, modify, or delete users for the selected
application.

CD Program Doc Upload
WCD Upload PDF Document O 2

Application Information:

1 WCD program document
uploads and upload section

management

For Assistance Contact

IT&R

‘WebAppAdmin DCBS@Edcbs o

503-947-7565




Scroll to the bottom of the screen and click the “Save" button.

=\ | Cancel

The user will receive an email providing them with their user ID and a link to the system.

From: Workers' Compensation Division Portal - Account <WebAppError.DCBS@dcbs.oregon.gov>
Sent: Thursday, October 13, 2022 8:19 AM

To: claims.adjuster@insurer.com

Subject: TEST: Workers' Compensation Division Portal - Account Login Instructions

This is an automated email sent from the "Workers' Compensation Division Portal - Account™ web site. This is not a SPAM email.

This information was either requested by you from the system login screen or by an administrator of the system to help you get logged in.

Your User 1D is ADICLX

If you know your password, you can log in by following this link.

If you are a new user or you have forgotten your password, you can reset it by following this link.

® Tip: New users must log in within 48 hours before the link expires.




Edit user information or access
From the home screen, click the “Users” tab.

_:Q_EEQQN.-GC’V Workers' Compensation Division (WCD)

nsation Division Portal

DKEH

Home Annual Audit Self-Insured Upload POF Document

Main Users Conlacls Company

Select the user whose information or access you would like to change by clicking on the radio button next
to their logon ID.

10 « records per page

4  LogoniD First Name Last Name Email Address
AFIRM A FIRM 123@gmail.com
PWILLIAX Piper Williamson 456@aol.com

Click the “Edit User"” button.

Add User | Edit User | Remove User




The “Existing User” tab will open. From here, you can edit the user’s contact information, select or
deselect application access, and add or remove their ability to manage other users’ access.

Existing User

Userld

First Name

Middle Initial

Last Name

Email Address

Phone:

AFIRM *

FIRM

123@gmail.com

CD Program Doc Upload

WCD Upload PDF Document

® 2 o

Application Information:
1 WCD program document

uploads and upload section
managerr 1ent

For Assistance Contact

IT&R

WebAppAdmin DCBS@dcbs.or
503-947-7565

Click on the “Save” button located at the bottom of the screen.

Cancel Reset Password




Remove a user
From the home screen, click the “Users” tab.

_:Q_E?QQN.-GC’V Workers' Compensation Division (WCD)

nsation Divi’sion Po_rta|

Home Annual Audit Seif-Insured Upload PDF Document

Main Users Conlacls Company

Select the user whose information or access you would like to change by clicking on the radio button next
to their logon ID.

10 « records per page

4  LogoniD First Name Last Name Email Address
AFIRM A FIRM 123@gmail.com
@ PWILLIAX Piper Williamson 456@aol.com

Click the “Remove User” button.

Add User Edit User| Remove User




The user’s contact and access information will be displayed.

Remove selected user.

First Name: A

Last Name: FIRM

User ID: AFIRM

E-Mail Address:123@gmail.com

'CD Program Doc Upload

w::l:r Upload PDF Document Manage Users

'Applinaﬁon Information:

WCD program document
uploads and :JpIDR:‘] sSeclion
management

For Assistance Contact

IT&R

WebAppAdmin DCBS@dcbs.org

Click the “Remove User” button.

Remove User | Cancel Changes




Reset user password
From the home screen, click the “Users” tab.

_:Q_E?QQ.N.-GC’V Workers' Compensation Division (WCD)

nsation Divi’sion Po_rta|
J R Badr Y

Home Annual Audit Self-Insured Upload POF Document

Main Users Contacts Company

Select the user whose password needs to be reset by clicking on the radio button next to their logon ID.

10 + |records per page

4  LogonID First Name Last Name Email Address

AFIRM A FIRM 123@gmail.com

C PWILLIAX Piper Williamson 456@aol.com




Click the "Reset Password” button at the bottom of the screen. An automated email will be sent to the user
with a link to reset their password.

B Tip: This link expires after 48 hours.

el Cancel | Reset Password

Clicking the Reset Passward button will generate an email message to the email address shown, which will include a link to reset the passward. The link will
automatically expire in 46 hours or when it Is used to reset the password (whichever comes first).

How do | use the application

For technical assistance with the portal, please call WCD at 503-947-7565.

Logging in
Using an internet browser, visit WCD's external website (wcd.oregon.gov) and click the “Portal” link at the
top of the page or use the direct link: https://www4.cbs.state.or.us/exs/wcd/portal/

B Tip: You will need a username and password from your company's application administrator or WCD
to log in to the portal.

OREGON.GOY  Home Forms and bulletins  Publications Portal Laws and rules Getupdates  Contact

B . e

n—
WCD Oregon Workers' Comp



http://wcd.oregon.gov
https://www4.cbs.state.or.us/exs/wcd/portal/

Enter your username and previously created password on the portal homepage.

B Tip: Users experiencing problems with a username or password, should follow the instructions
provided on the main portal page. For additional assistance, users can contact their company'’s

account administrator or WCD at 503-947-7565.

nsation Division Porta

Welcome to the Workers' Compensation Division Portal

Please Log ]n NSURETS, SEMVICE Companies, and Sell-insuned ermployers. 1o upl
report of lss nformation and (he abty [o upoad sk spealic documents for our program

argas.

Need access to the WCD Portal?

User D

Passwond.

i5. If you need access, p
DAY, OF IT UNKNoWN, please Conl & dniiskon at

Forgot Your Username or
Password?

Upload a PDF

On the left side of the page, click the “Upload PDF Document” tab.

Entity Name

Home Annual Audit Self-Insured Upload PDF Document

Main Users Contacts Company

The “File Upload” tab will open. Here, you can enter information about the document you are uploading.
The document type is a required field. You will choose a document type from the drop-down list.

B Tip: Other fields are optional unless you are provided specific instructions to include more
information by WCD or your company. Users may also find it helpful to fill these out so they can
identify documents on the “All Uploaded Files” page later. For security reasons, uploaded files are

NOT viewable after upload.




Click “Browse" and choose a PDF to upload.
B Tip: Files must be PDFs and less than 150MB. Only one file can be uploaded at a time.

Click “Save and Upload” to complete your request.

Document upload detail information

Fhekds marked with * are requirea

Please seicl your company oF the approprialé insurer from ihe Busingss Mame méenu. If e insurer 5 not listed, Selec] your company and [ype ihe
ISUTeT Name into the Comments sechon

Business Name ° 9073 - AIG CLAIMS, INC w

Documant Type * w
WCD Insurer Number
WCD File Number
Insurer Claim Number
FEIN

Comments {1000
character limit)

Note: The madamum size for PDF files is 150MB

Add a PDF document Browse




“All Uploaded Files” page
After clicking “Save and Upload,’ you will be automatically directed to the “All Uploaded Files” tab. You will
receive a confirmation message that your file was uploaded successfully.

This tab also includes a list of all the documents you have uploaded using your user account.

Home Annual Audit Self-Insured Upload PDF Document

File Upload All Uploaded Files

The file was uploaded successfully.

Show 10 v documents

Submitted
Document Type by Submitted on

¥ File Name

Med WILLIAHH 4/19/2023 428 PM  medical-review-2304.pdf




Frequently asked questions

Q: | work for an insurance company.

When | log in to the portal, the first
screen | see shows a drop-down list
with only one insurance company
selection available. | need to upload
documents for multiple insurers
within my insurer group.

w2

A

A: The landing page shows a list of companies
that you are currently associated with in the other
WCD portal applications. Selecting an insurer is
not a requirement to submit documents to the
document upload application, but it is helpful for us
to direct where the document should be forwarded.
You can simply go to the document upload tab, fill
out the form, and enter the WCD insurer number

of the insurer for whom you are uploading the
document.



Q: | work for a service company,
and the insurer for whom I'm
trying to upload a document is
not in the drop-down list on the
Upload PDF Document page or
the main page after | log in to the
portal.

A The insurer you are attempting to upload
the document for may be currently inactive

in our data system. Inactive insurers will

not appear in the drop-down list. Selecting

an insurer is not a requirement to submit
documents to the document upload application,
but it is helpful for us to direct where the
document should be forwarded. You can simply
go to the document upload tab, fill out the
form, and enter the WCD insurer number of

the insurer for whom you are uploading the
document.

If you believe the insurer you are trying to
access is currently active in Oregon, email wcd.
portal@dcbs.oregon.gov or call 503-947-7565.
Each company with an active portal account
has identified an account administrator to
manage users. Instructions for managing active
account users can be found here.

Q: Do existing organization
application administrators have
to manage new users uploading
documents?

A: This will be up to each organization to decide.
The division recognizes that the documents

may need to be submitted by different working
units within organizations. Current application
administrators may choose to manage new users
or organizations can appoint additional application
administrators.



mailto:wcd.portal%40dcbs.oregon.gov?subject=
mailto:wcd.portal%40dcbs.oregon.gov?subject=

For technical assistance, contact:

B Self-Insurance Unit (503-947-7057) about submitting report
of losses

B Audit Unit (503-947-7664) about annual audit

W Portal help desk (503-947-7565) about the Upload PDF
Document application

440-5860 (5/23/COM)


mailto:WCD.SelfInsurance%40dcbs.oregon.gov?subject=
mailto:Michael.T.Fevurly%40dcbs.oregon.gov?subject=
mailto:wcd.portal%40dcbs.oregon.gov?subject=
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