If you inadvertently upload a document to the Actions tab of a claim in WCAIS or use the
forms generation feature to submit a document in error, please contact our EDI unit at RA-
CMDEDI@pa.gov. Once a document is filed with the bureau, it is part of the legal record, so
we cannot delete a document from the claim. However, if the document type (Supplemental,
Agreement etc...) doesn’t match the form submitted, or if the claim-specific data (claimant
name, DOI, or SSN) doesn’t match the claim it was uploaded onto, we will re-index the
document to the correct document type or claim. If both the document type and claim-specific
data matches the form and claim it is housed in, we will not delete or re-index the document.
In this situation, you must upload a written explanation stating that you created the document
in error. You must then send this document to the claimant as well as upload the document
to the Documents and Correspondences tab of the claim in WCAIS as a miscellaneous
document. To make the purpose of the document clear, it is helpful to include a brief sentence
to describe the intent of the document.
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