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WCAIS ROLES AND REGISTRATION:
• Law Firm Admin Registration
• Attorney Registration
• Attorney Association to a New Law Firm
• Disassociating an Attorney from a Law Firm
• Reassigning Matters from a Disassociated Attorney
• Sharing an Attorney’s Matters within the Law Firm
• Law Firm User Registration
• Law Firm Admin Approving a Law Firm User’s Registration
• Attorney Approving a Law Firm User to Perform Work on Their Behalf
• Law Firm User Performing Work on Behalf of an Attorney(s)
• Updating Attorney WCAIS Profile

ENTRY AND WITHDRAWAL OF APPEARANCE:
• Entering Appearance
• Withdrawing Appearance
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WCAIS IS THE OFFICIAL 
LEGAL RECORD.
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WCAIS ROLES & REGISTRATION
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WCAIS Roles:

• Law Firm Admin (Office Manager)

• Law Firm User (Paralegal, Secretary, other 
Support Staff)

• Attorney
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WCAIS ROLES & REGISTRATION:  

Law Firm Admin Registration
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Law Firm Admin:  Maintains all firm related 
functions within WCAIS.

Law Firm 
(Admin)

Attorney

Law Firm 
User

Law Firm 
User

Attorney
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Law Firm Admins can complete a number of Administrative functions 
on behalf of the law firm.  

To register as a Law Firm Admin, select the Are you a New User? 
link from www.wcais.pa.gov. 

http://www.wcais.pa.gov/
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Select I am a Law Firm or I am a Law Firm’s representative and 
Register.
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Select I am an administrative law firm user (responsible for 
administering WCAIS user accounts within the organization) and 
Save and Continue.  

Follow the prompts to set up a password and answer security questions.  
Keystone ID (username) will come via e-mail upon a successful 
registration.
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Law Firm Admins have access to the law firm’s PIN which can be 
distributed to Attorneys and Law Firm users who wish to associate with 
the law firm.  

To access the PIN, Law Firm Admins click Profile from the Navigation 
Bar from the WCAIS Dashboard and Change Profile or the Click Here
link in the yellow alert at the top of the Dashboard. 
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Here is where the WCAIS User Registration PIN can be found:
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WCAIS ROLES & REGISTRATION:  

Attorney Registration
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To register as an attorney for the first time, select the Are you a New 
User? link from www.wcais.pa.gov. 

http://www.wcais.pa.gov/
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Select I am an attorney and Register.  

Follow the prompts to complete registration.  
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The Attorney is prompted to enter the Law Firm’s PIN received from 
the Law Firm Admin.

NOTE:  PIN is required for the Attorney to register in WCAIS.  Therefore, 
somebody must be registered as a Law Firm Admin first to obtain the Law 
Firm’s PIN.
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Once an Attorney is registered and associated to a firm, the firm name 
will appear after the Attorney’s name on the Interested Parties tab.
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WCAIS ROLES & REGISTRATION:  

Attorney Association to a New Law Firm
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When an Attorney who is already registered in WCAIS wants to 
associate to a new firm, the attorney starts by clicking the Profile
dropdown on the Navigation Bar on the WCAIS Dashboard and 
Change Profile.
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Click the Update Association link: 
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Click the radio button next to Associate with New Law Firm PIN, 
enter the PIN received from the Law Firm Admin at the new  firm and 
click Submit and Continue.

NOTE:  Disassociating from your old firm is not necessary once you receive 
confirmation of the new association with the new law firm.
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Click Yes to confirm association to the new firm:
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After successfully associating to the new firm, the Attorney will receive 
a confirmation message. 
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Once an Attorney is associated to a firm, the firm name will appear 
after the Attorney’s name in the Interested parties tab in WCAIS with 
the name of the firm in parentheses.
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WCAIS ROLES & REGISTRATION:  

Disassociating an Attorney from a Law 
Firm
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Law Firm Admins have the ability to disassociate Attorneys from their 
firm by selecting the Admin dropdown from the Navigation Bar on the 
WCAIS Dashboard and View Attorneys. 
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Check the box next to the Attorney who is disassociating from the firm 
and click Disassociate.
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Attorneys can also disassociate themselves from a firm by selecting the 
Profile dropdown from the Navigation Bar on the WCAIS Dashboard 
and Change Profile.
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Click the radio button next to Disassociate with Law Firm and click 
Submit and Continue.

NOTE:  Only disassociate if you are not associating with a new law firm.
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WCAIS ROLES & REGISTRATION:  

Reassigning Matters from a 
Disassociated Attorney
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When an Attorney is disassociated from a Law Firm, the Law Firm 
Admin maintains access to that Attorney’s matters for 30 days. This 
allows the Law Firm Admin to enter the appearance of a different 
Attorney on one or multiple matters simultaneously.

To do that, the Law Firm Admin clicks My Matters from the 
Navigation Bar on the WCAIS Dashboard and Multiple Request for 
Entry of Appearance.
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Select the Disassociated Attorney’s name from the dropdown and then 
click Submit.
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The Law Firm Admin can select some or all of the disassociated 
Attorney’s matters to be reassigned and then click the radio button next 
to the Attorney who will be taking over, check the certification box, and 
then click Submit.

NOTE:  This process may be repeated until all of the disassociated Attorney’s 
matters are reassigned.
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WCAIS ROLES & REGISTRATION:  

Sharing an Attorney’s Matters within 
the Law Firm
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Law Firm Admins and Attorneys can “share” a matter with another 
Attorney.

Law Firm Admins 
select the Admin
dropdown from the 
Navigation Bar on the 
WCAIS Dashboard 
and View Attorneys.

Attorneys select the My Matters
dropdown from the Navigation 
Bar on the WCAIS Dashboard 
and Manage My Matters.
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Law Firm Admins click the View Matter List link next to the Attorney 
whose matters will be shared.  
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Law Firm Admin and Attorney can check the box next to the matter(s) 
to be shared and then click Manage Matter.
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Select Attorney(s) to share the matters with and then click Update.
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Click Yes to confirm the selection.
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Upon successful submission, a success message will appear.
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WCAIS ROLES & REGISTRATION:  

Law Firm User Registration
(Not Attorney or Law Firm Admin)
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To register as a Law Firm User select the Are you a New User? link 
from www.wcais.pa.gov. 

http://www.wcais.pa.gov/


43Attorney Comprehensive WCAIS Survival Guide

When registering in WCAIS, Law Firm Users  click I am a Law Firm 
or I am a Law Firm’s representative and Register.
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Select I am a non-administrative law firm user, Save and Continue, 
and follow the prompts. 
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The Law Firm User is prompted to enter the Law Firm’s PIN (obtained 
from the Law Firm Admin) to complete registration.

NOTE:  PIN is required for the Law Firm User to register in WCAIS.  
Therefore, somebody must be registered as a Law Firm Admin first to obtain 
the Law Firm’s PIN.
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When a Law Firm User registers in WCAIS and enters a Law Firm’s 
PIN, their registration goes to the Law Firm Admin to approve.  
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WCAIS ROLES & REGISTRATION:  

Law Firm Admin Approving a Law 
Firm User’s Registration
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To approve a Law Firm User’s registration, the Law Firm Admin 
selects the Admin dropdown from the Navigation Bar on the WCAIS 
Dashboard and Pending Approvals.
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From the Approval Request Status dropdown, click Pending and then 
Search.  

When the search results appear, click the radio button next to the 
appropriate Law Firm User and Select and Continue.
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The Law Firm Admin will be prompted to enter a Reason for the 
Approver’s Decision and then click Approve to approve the Law Firm 
User’s registration.
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WCAIS ROLES & REGISTRATION:  

Attorney Approving a Law Firm User 
to Perform Work on Their Behalf
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Attorneys have the ability to select a Law Firm User(s) at their firm to 
perform work on their behalf by selecting the My Matters dropdown 
on the Navigation Bar on the WCAIS Dashboard and then clicking 
Manage Access of Law Firm User. 

NOTE:  If the Attorney wants the Law Firm Admin to perform work on their 
behalf, the Law Firm Admin must also register as a Law Firm User.
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Select the Law Firm User(s) by checking the box next to their name, 
check the certification checkbox, and then Submit.
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Once the Attorney has successfully permitted a Law Firm User to work 
on their behalf, they will receive a confirmation message. 
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WCAIS ROLES & REGISTRATION:  

Law Firm User Performing Work 
on Behalf of an Attorney(s)



56Attorney Comprehensive WCAIS Survival Guide

When the Law Firm User logs in using their Law Firm User Keystone 
ID, they will have a dropdown on their Dashboard with the names of all 
the Attorneys who have granted them permission to work on their 
behalf.  

The Law Firm User can then toggle between the Attorneys (without 
having to log out and log in as each one) to perform work on their 
behalf.
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When an Attorney’s name is selected from the dropdown, the screen 
will refresh to show that Attorney’s matters.
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When a different Attorney’s name is selected from the dropdown, the 
screen will refresh to show that Attorney’s matters.
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WCAIS ROLES & REGISTRATION:  

Updating Attorney WCAIS Profile
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Attorneys can update their WCAIS Profile by selecting the Profile
dropdown from the Navigation Bar on the WCAIS Dashboard and then 
Change Profile.
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Update a variety of 
information including but 
not limited to e-mail 
address, mailing address, 
correspondence preference, 
and law firm association.

Update your e-mail address and your 
correspondence preference here.
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After making updates, scroll down and click Submit.

When updates are saved, a success message will appear.
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ENTRY AND WITHDRAWAL 
OF APPEARANCE
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Entering Appearance
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To enter appearance, click My Matters from the Navigation Bar on the 
WCAIS Dashboard and then click Request for Entry of Appearance.
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Choose the party role you are representing from the dropdown, i.e. 
Claimant, Defendant, Healthcare Provider, Healthcare Professional, 
Insurer, or Fund.
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You will be able to choose between three sets of information you can 
enter:

1. WCAIS Claim Number plus Injury Date
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If you don’t have the WCAIS Claim Number you can choose:

2. Claimant’s SSN plus Injury Date
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If you don’t have either the Claim Number or SSN you can choose: 

3. Claimant’s First Name, Claimant’s Last Name, Date of Birth, and 
Injury Date

Click the certify checkbox and then click Submit.
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When Entry of Appearance is successful, a confirmation message will 
appear.
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A Request for Entry of Appearance correspondence will appear in 
the Correspondence grid on the WCAIS Dashboard to use to serve 
other parties in the manner selected.
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This is the Request for Entry of Appearance document that needs to 
be served.
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If you are entering your appearance on behalf of the defendant and 
there is an additional defendant on the claim, you will see an error 
message but there is an additional dropdown where you need to select 
which defendant you are representing.
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If you are entering your 
appearance for a party who 
is already represented on 
the claim, your entry will 
move the former attorney 
down to the Associated 
Recipients grid on the 
Interested Parties tab while 
you will appear as the 
attorney of record in the 
Interested Parties grid.  

NOTE:  Ensure all parties, including the Judge, are made aware of your Entry 
of Appearance.
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• Receive Correspondence
• Have Electronic Access

• Receive Correspondence
• Do NOT Have Electronic 

Access

• Receive Correspondence
• Have Electronic Access
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Withdrawing Appearance
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Generally, to withdraw your appearance, select My Matters from the 
Navigation Bar on the WCAIS Dashboard and then click Withdrawal 
of Appearance.
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You cannot withdraw your appearance from the WCAIS Dashboard if 
you are an interested party or there are open matters within the claim.  
Attempting to do so, will result in an error message.  

If there is a Dispute pending in front of a Judge, you should submit a 
Miscellaneous request seeking leave to withdraw appearance, pursuant 
to Section 131.56a of the Judges’ Rules.
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If you are an Associated Recipient or there are no open matters within 
the claim and you wish to withdraw your appearance, select My 
Matters from the Navigation Bar on the WCAIS Dashboard and then 
click Withdrawal of Appearance.
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Select the checkbox(s) next to the claims from which you wish to 
withdraw your appearance and click Save and Continue. 
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Review your selected claim(s) and then click Submit.
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If your withdrawal of appearance is successful, you will receive a 
confirmation message.
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THE END


