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UTILIZING PARENT-SUBSIDIARY AFFILIATIONS

This How-To Guide describes the process of utilizing the Parent-Subsidiary Affiliation
functionality for employers, health care providers, insurers, third party administrators
(TPAs), and self-insured employers. Administrative users for the above organizational
types have the ability to request Parent-Subsidiary Affiliations, as well as manage
Subsidiary matters once Parent-Subsidiary Affiliations are created.

REQUESTING A PARENT-SUBSIDIARY AFFILIATION

This section of the How-To Guide describes the process followed to request a Parent-
Subsidiary Affiliation. A Parent-Subsidiary Affiliation should be requested when one or
more subsidiaries of a larger organization are being managed by one user. In order to
request a Parent-Subsidiary Affiliation, both the parent organization and the subsidiary
organization need to exist in WCAIS.
1. Login to WCAIS using the Keystone ID for the organization that is to be the
Parent organization. The Dashboard screen displays. (See Figure 1)

Frofile Dashhoard

Dashboard . Change Profile

Change Hint Questions and Answers

Parent Dashboard Context:  Liberty Mutual -
Change Password

You are registered as an administratar for your organization. Provide arganizatiomm g o yogr morFaormrsrEnye osers wregister themsel into WCAIS, Click
here to view your organization pin

Quick Links

Figure 1: Dashboard Screen

Utilizing Parent-Subsidiary Affiliations
Last Updated 6/11/2015 Page 1 of 7



! pennsylvania
b DEPARTMENT OF LABOR & INDUSTRY
WORKERS’ COMPENSATION AUTOMATION & INTEGRATION SYSTEM

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

Dashboard

Change Profile

Required fields are indicated by *:

FeyStane 1D b-limutual
Individual Type: Insurer Administrator. @ Insurer User:
Organization Mame: Liberty Mutual

Federal Employer |[dentification 958397418
MNumber:

WICAIS User Registration PIMN: 763711371
status: Active
WCAIS Roles: Insurer Administrator

First Mame™ Libery
Middle Initial:

Last Mame® Mutual

Suffic SELECT
Fhone Mumber (Primand: (123)123-213

FPhone Mumber {Secondand;
FPhone Mumber (Other):

Email Address™ ag@amail.com

Confirm Email Address™ a@gmail.com

Send Correspondence By Ermail '@ Mail
Language preference:; English Spanish

Fan:

WiewWEdit Organization Address

Submit

Figure 2: Change Profile Screen

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

4. Scroll to the bottom of the View User Type screen to the Subsidiary
Organization Type section. (See Figure 3)
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Subsidiary Insurer

Request Insurer 5.

Ingurer Marme Address . Approval

LIBERTY MUTIIAL PO Box 3634, Bala
MID-ATLAMTIC 4T3ITRITAZ | Cymwyd, PA Approved 040172014
INSURAMCE CO. 19004-3634

150 LIBERT W,

Indiana Insurance B73570228 | DOVER, NH Active | Approved 04i0212015

Company 03820-3320

Test
Active | Approved 04172015 reasaon
here

45 Blacksmith Wiy,

Liberty Mutual - S 789456123 Lititz, PA 17543

ADWVANTAGE WORKERS FOBOXA71918,
COMPEMSATION 285723725 | SALT LAKE CITY UT
INSURAMCE CO 24157-1918

Reguest Mora

3 0452352015 test
Infarmation

PO BOK 1358,
MORGUARD 285452962 | WILKES BARRE, PA Approved 0412312014
1870313458

Figure 3: View User Type Screen

5. Select the Request Organization Type link in the Subsidiary Organization
Type section. (See Figure 3) The Add Subsidiary Organization Type screen
displays. (See Figure 4)
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Dashboard

Add Subsidiary Insurer

Required fields are indicated by *

6.

ldentifying Information
MName™

FEIN®

Contact Phone Number®: (8007 300-4472

A staff user will reach out to you and assist in verification. Please provide a contact number.

Figure 4: Add Subsidiary Organization Type Screen

6. Enter all the needed information into the required fields designated with an
asterisk (*) on the Add Subsidiary Organization Type screen. (See Figure 4)

NOTE: The Name field and the FEIN field must match an exact organization
already existing in WCALIS that is the same Party Type as the requesting party.

7. Press Submit.
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UTILIZING SUBSIDIARY DASHBOARD MANAGEMENT

This section of the How-To Guide describes the process followed to utilize a Parent-
Subsidiary Affiliation by viewing and managing the subsidiary organization’s Dashboard

while logged in as the parent organization.
1. Login to WCAIS using the Keystone ID for the organization that is the Parent
organization. The Parent’s Dashboard screen displays. (See Figure 1)

Dashboard

Dashboard 2.

Parent Dashboard Context| Liberty Mutual [~

| LIBERTY MUTUAL MID-ATLANTIC INSURANCE CO. lon-administrative users to register themselves into WCAIS. Click
Indiana Insurance Company
Liberty Mutual - S
MNORGUARD

You are registered as an administr;
here to view your organization pin

Alerts:

Quick Links

WCOA Dashboard

Mo Data Found

Med Fee Resposn

Correspondence:
File a WiCOA Petition

Document Type Case # Date Sent
My Insurers

nt Of Withdrawal Of Provider UR-467977 40312015
Additional Dashboard ltems:

Acknowledgement OfVWithdrawal Of Provider(s) UR-467975 41212015

hy Claims
Acknowledgement OfVWithdrawal Of Provider(s) UR-467975 4212015

Acknowledgement OfVWithdrawal Of Provider(s) UR-467976 41212015 Add ftem

Figure 1: Parent Dashboard Screen

2. Select the subsidiary organization to be managed from the Parent Dashboard
Context drop-down menu on the Dashboard. (See Figure 1) The Subsidiary’s
Dashboard screen displays.
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SEARCHING AND MANAGING SUBSIDIARY MATTERS

This section of the How-To Guide describes the process followed to utilize a Parent-
Subsidiary Affiliation by searching for and managing the subsidiary organization’s matters
while logged in as the parent organization. This feature is available for users who currently
have the ability to perform a matter search
1. Login to WCAIS using the Keystone ID for the organization that is the Parent
organization. The Parent’s Dashboard screen displays. (See Figure 1)

Dashhoard

Search Matter | Appeal 2

Search EDI Claim

FaTETT O Jiberty Mutual -
Dizpute
You are registerad for yaur arganization. Provide organization pin to your non-administrative users to register themselves into WCAIS. Click
here toviewyourq Hearing

Qpinion

WCAB Petition Quick Links

WCOA Dashboard
Mo Data Found

Med Fee Resposne

Correspondence:
File a WCOA Petition

Document Type # Date Sent

My Insurers

Acknowledoement OfWithdrawal Of Provider{s) UR-467977 4§3r20148

Additional Dashboard items:
Acknowledgement O Withdrawal Of Provideris) UR-467874 41242014

hy Claims
Acknowledoement OfWithdrawal Of Provider{s) UR-467975 4i2r20148

Add ltem

Acknowledoement O Withdrawal Of Provider(s) UR-467976 4§2r2014

DISPUTE MUMBER -

Figure 1: Parent Dashboard Screen

2. Select Search > Matter = and then select any matter type from the
Dashboard. (See Figure 1) The Search Matter Type screen displays. (See Figure

2)
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Dashboard

Search Appeal

Result Info:

3.

‘l Y| Include My Subsidiary Organization Appeal Results in Search

Matter Info:

Flease enterthe Appeal Case |D #to search the matter

Appeal Case 1D #

Figure 2: Search Matter Type Screen

3. Check the Include My Subsidiary Organization Matter Type Results in
Search box in the Result Info section. (See Figure 2)

4. Perform a search.
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