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Overview 

Over 25 years ago, the Department of Workforce Development (DWD) Worker's Compensation 
released an online application for insurers and claim handling offices to submit their required 
reports to the State, updating the claim status in real time. A multi-year effort has gone into 
updating this application, as well as adding new functionality. This document highlights 
improvements to the site and streamlined processes. This guide assumes basic knowledge of 
Worker's Compensation reporting procedures and policies. 

WKC12 Employer Lookup 

The WKC12, or First Report of Injury report, allows you to look up employer records when 
reporting the injury. Using a FEIN, you can search all the employer records in the database and 
use an existing employer address. The database only holds employer records as reported to 
DWD Worker's Compensation, therefore, it is not a complete database of all Wisconsin 
employers. If your employer is not found, you are allowed to add a new one. Also, if your 
employer is found but not the correct address, you may also add an address location. 

Example of the FEIN lookup 
On a WKC12 first report of injury, the employer input starts with a FEIN search. If you find results 
you can select the employer, and then the address location. 
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Selecting the correct Employer: 

 
 
Choosing the employer location: 

 
 
If either the employer or address are found, you can use the "None of These" buttons to fill out 
the correct information. 
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WKC12 Injury Quick-Fill 
 
Part of the First Report of Injury WKC12 form is to code the injury, which is a combination of the 
type of injury, the nature of injury, and the cause of injury. For the specific cases of Occupational 
Hearing Loss and Hernia injuries, we have built in a quick-fill option so you can code these 
injuries quickly and appropriately. 
 
Example of a Hernia Quick-Fill 
On the Injury step of the WKC12, use the Injury Quick Fill to choose Hernia and set the codes 
automatically. Choose None to clear the choice if needed. 

 
 
Note on Hearing Loss Quick-Fill 
The Hearing Loss quick-fill will fill the Nature of Injury, Part of Body, and Traumatic/Occupational 
fields. You will have to choose the Injury Cause. 
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Upload Documentation 
 
DWD Worker's Compensation requires documentation to be submitted. Currently, 
documentation can be submitted via fax or standard USPS mail. In the Insurer Portal there is a 
new option to upload a file attached to a claim. The upload is done on a claim-by-claim basis, 
meaning you must access the claim, and upload from there. 
 
On the Claim Details screen, there is a button for Upload Document on the Claim Info tab.  
 

 
 
You are allowed to upload PDF, TIF, TIFF and DOCX file types. They must not be larger than 
40MB in size, no more than 500 pages long and the file name must be less than 100 characters. 
Please note, Document Upload is not for submission of WKC-12, WKC-13, WKC-13A/A1 or 
TPD Worksheet forms; these four forms must be submitted via the Submit New Claim 
menu or from the applicable Claim Details page. Any uploaded copy of these forms will be 
deleted and considered not filed. Failing to enter the information through the appropriate 
functions of this Pending Reports website may result in a surcharge, per Chapter 
102.35(1) Wis. Stats. 
 
The attached file for upload must have a document category chosen. The available document 
categories are Annual Payment Update, Calculation Request (Not PPD), Copy Work Request, 
Correspondence Reply, Delay, Denial, Medical Report, SupBen Reimbursement Request, Third 
Party Agreement, Wage Information, or Other. Use the paper clip to attach the file. 
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View Documents 
 
With the new Insurer Portal – Pending Reports application, you can view documents that have 
been sent and received on the claim. You can access the imaged documents from Claim Details, 
View Documents tab. For each row, there is a link to download and view the document image. 
Please note, the Download link saves a copy of the document that may contain personal 
identifiable information to your browser's Download folder. You are responsible for 
security and confidentiality of this data. The file will be a PDF or TIF document. 
 
Example of the View Documents screen 

 
 
The View Documents tab also tells you information about each document. There is a unique 
document identifier (Doc Number), the DWD document type (Doc Type), how many pages the 
document has, the date received by DWD, the event the document is linked to (Journal Event) 
and the document status. 
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Close up of document data 

 
 
Journal Event is a code used by DWD to tie a document to an incoming document process (D) 
or an outgoing document process (C). There could also be a code associated with the 
document. For example, an outgoing letter to an insurer could be coded C INSLET, or a letter 
indicating an estimate of disability, C WC93N. Some general documents may not have a Journal 
Event.  
 
The document Status indicates if it is still being processed by DWD (In Workflow), or processing 
has been completed (Completed Workflow). Some documents do not get processed across 
Worker's Compensation units; therefore, they will not have a status. 
 
Close up of Journal Event and Status 

   
 
Documents uploaded will not appear immediately on the View Documents screen. The dates on 
the Insurer Portal landing page indicate what date the Department is processing incoming mail. 
Do not expect a document uploaded to be filed to the claim until the processed date has moved 
to the date the document was submitted.  
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Example of processing dates on the landing page of the Insurer Portal 

 
 
Submission History 
 
On each claim detail page, there is a tab to view submission history. The submission history is a 
view of all transactions for that claim that came from the Insurer Portal – Pending Reports and 
legacy Pending Reports applications. EDI transactions are not shown on this screen. For each 
transaction, you can see the date sent, who sent it, the Report Type and Report Purpose, and 
then click on the confirmation ID to view the details of that submission. The confirmation ID 
matches the confirmation ID you see on report submission confirmation screens. 
 
Example of a Submission History tab screen 
Clicking on the confirmation ID link shows you the data details, as well as provides a link to 
download a PDF copy of the submission. 
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Edit Payments 
 
A new complement to the WCK13 form is the Edit Payments function. Edit Payments is accessed 
through the payments tab on the claim detail. Clicking on the button Edit Payment Amounts will 
let you update the amount paid for any line of payment, including closed periods of disability, as 
well as amount paid on PPD due. The use of the Edit Payments button is considered a WKC13 S1 
supplemental payment. You cannot close an open period of disability, that must be completed 
with the formal WKC13 form.  
 
Example of where to find the Edit Payments function 

 
 
For more information about WKC13 payment methods on the Insurer Portal – Pending Reports 
application, please use the DWD Worker's Compensation website for Insurers. 
 
Security 
Setting up an account to have access to an insurer or claim handling office's Wisconsin claims 
can be done within the Insurer Portal. The first step is to create a MyWisconsin ID account, and 
then use that to log into the Portal. In some instances, access to an insurer or TPA is imported 
with the account the first time they log in. If that does not happen, there is a request access 
process. Detailed security instructions can be accessed on the DWD Worker's Compensation 
website for Insurer.  
 
Performance Reports and Assessment Reports 
 
Before the Insurer Portal, Performance Reports and Assessment Reports were accessed from 
separate applications. The Insurer Portal bundles them in with Pending Reports, keeping all 
insurer information in one application location. The main menu contains sections for both 
Performance and Assessment Reports. Access to these reports is driven by access to an insurer 
and use the same security process as outlined above. More information for these reports can be 
found on DWD's Worker's Compensation Administrative Assessment page and the Claims 
Handling Performance Reports page.  

https://dwd.wisconsin.gov/wc/insurance/
https://dwd.wisconsin.gov/wc/insurance/
https://dwd.wisconsin.gov/wc/insurance/
https://dwd.wisconsin.gov/wc/insurance/assess-program.htm
https://dwd.wisconsin.gov/wc/insurance/perfreports.htm
https://dwd.wisconsin.gov/wc/insurance/perfreports.htm



