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UTILIZING BUSINESS UNIT FUNCTIONALITY

This How-To Guide describes the process of requesting a new Business Unit and updating a
Business Unit on a matter for employers, health care providers, insurers, third party
administrators (TPAs), and self-insured employers. This allows different departments and
locations to be identified as Business Units and ensure that correspondence is sent to the
correct location for applicable matters.

REQUESTING A BUSINESS UNIT

Requesting a Business Unit allows an organization to identify the correct mailing address
for different matter types. Once a Business Unit is approved by the commonwealth, future
correspondences are mailed to their applicable Business Unit.

Prafile Dashboard

Dashboard . Change Profile

Change Hint Questions and Answers

Parent Dashboard Context.  Liberty Mutual -
Change Password

“You are registered as an administratar far your organization. Provide organizatiommpmmioryoor mor-aormsranve osers wregister themsel into WCAIS, Click
here to view your organization pin

Quick Links

Figure 1: Dashboard Screen

1. Select Profile > Change Profile from the Dashboard. (See Figure 1) The
Change Profile screen displays. (See Figure 2)
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Dashboard

Change Profile

Required fields are indicated by *

KeyStone ID: b-limutual
Indiwidual Type:  Insurer Adrministrator: Insurer User:
Organization Mame: Liberty Mutual

Federal Employer Identification 958397418
Murnker:

WICAIS Ulser Registration PIN: 763711371
status: Active
WCAIS Roles: Insurer Administrator
FirstMame™: Libery
Middle Initial:
Last Mame*®: mutual
Suffie:.  SELECT
Phone Number (Primary: (123 123-2131
Fhone Mumber (Secondany:
Fhone Mumber (Other):
Email Address™ a@gmail.com
Caonfirm Email Address™ a@oamail.com
Send Correspondence By: Email @ hiail
Language preference; English Spanish

Fa:

WiewEdit Organization Address

2.

Submit

Figure 2: Change Profile Screen
2. Select the View/Edit Organization Address link at the bottom of the Change
Profile screen. (See Figure 2) The View User Type screen displays.

3. Scroll to the bottom of the View User Type screen to the Business Unit section.
(See Figure 3)
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Associated Documents

Document Type

" Submitted Date Submitted By r_ Sl Batch Mumber

Mo Data Found

Business Units

Request Business Unit

flective Date  Effective End Date R

Hershey 848 Heshey Drive, Hershey, PA Active | Approved | 04222015

Lit Camphill 12 5 MARKET ST, CAMP HILL, PA | Active | Approved | 040172015

Fhiladelphia A6 E King 5t, Lancaster, PA Active | Approved | 04/02/2015

Child Insurer

Figure 3: View User Type Screen

4. Select the Request Business Unit link in the Business Units section. (See Figure
3) The Add Business Unit screen displays. (See Figure 4)
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7.

Add Business Unit

fiedos are noicated by

Farant Organization Infermatien:
Organ Zatan Mame: Libermy sl

FER: D3BIOTER

Businass Unit Infarmation:

Hame™

Daing Business As

|Frimany Location:
Addraes Ling 1° Wake Fonigs Address
A Lina 2
G
ShRFTEAnCAR T
TpFasia Code
Coury, SELECT

Couriry. Unded Seales

Lesptien Cantact InFarmatian
Pfec  TELECT
Frirs s s
Wi ok il
L bl
Ful
Dk ration
Phare

Erall

Please use the space below to provide additional information supperting the
PG

7.

m

Figure 4: Add Business Unit Screen

Enter all necessary information into the required fields designated with an
asterisk (*) on the Add Business Unit screen. (See Figure 4)

Enter additional, supporting information for the request at the bottom of the
screen. (See Figure 4)

Press Submit. (See Figure 4) The View Party Type screen displays. (See Figure 5)
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Dashboard

View Insurer g.

@ The entered organization has been successfully saved and updated.

Figure 5: View Party Type Screen

8. Verify the request was submitted by reviewing the confirmation at the top of the
screen. (See Figure 5)

NOTE: The requested Business Unit will display in the Business Unit section
with a “Pending” status.

UPDATING A BUSINESS UNIT ON A MATTER

Updating a Business Unit on a matter enables correspondence pertaining to that matter to
be sent to the correct Business Unit and its correct location.

Claim Summary - External

WCAIS Claim # 7468220 ClaimantEmployee Mame: COOK, KEVIN DefendantEmployer Name: Pennsylvania State System of
\i‘) Higher Education

Claim Status: FROI Date of Injury. 27272015

Sel-Insured Employer. YES Claim Representative Mame:

Below are the Interested Paries and Associated Recipients for this Matter. The carrespondence address can he updated by

Interested Parties selecting "Change Address" option. A new address can be added by selecting the "Add Address" option.

Interested Parties

Email Addres

e Information

5580 PIN OAK DR,
KEVIMN COOK
ClaimantEmployee EDINBORO, PA
16412

ormation

Pennsylvania State

Systerm of Higher West Chester
Education LelenuanlEmpiovey University

1 UNIVERSITY MNR
E, HERSHEY, PA
17033-2801

INSERYCO
INSURANCE PO BOX 3899,

Harrishurg, PA
SERVICES 17105-3899

Payment History

Figure 1: Interested Parties Tab
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1. Access the Interested Parties tab within the applicable matter. (See Figure 1)

2. Select the Change Party Info link located in the Interested Parties or
Additional Defendants table. (See Figure 1) The Update Matter Party Contact
screen displays. (See Figure 2)

Update Matter Party Contact

Contact Information:

Party Mame: Pennsylvania State Add Party Ad
System of Higher
Education

Buginess Unit Mame: YWest Chester University - £dd Busine

Address: 1 UNIWVERSITY MMNRE, HERE «

Email Address: SELECT -

Figure 2: Update Matter Party Contact Screen

3. Select the desired Business Unit from the Business Unit Name drop-down
menu. (See Figure 2)

NOTE: The selected Business Unit’s default address displays in the Address
drop-down menu.

NOTE: If the Business Unit selected has additional, affiliated addresses, a
different address can be selected from the Address drop-down menu.

NOTE: If the Business Unit selected has an email address, the email address can
be selected from the Email Address drop-down menu.

4. Press Save. (See Figure 2)
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