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Workers’ Compensation Automation and Integration System (WCAIS)

How to Submit a WCOA Exhibit
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Submitting an Exhibit
Parties may submit an exhibit as long as it is before the Evidentiary Record Closing Date, if one was set.

• Select the Submit Exhibit link from the Exhibits tab of the Dispute Summary.
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Submitting an Exhibit1

• Type in the Exhibit Name, which is a required field. Check the Judge’s procedures for naming exhibits.
• The Exhibit Description field is optional.
• Check the box if the exhibit is a Supersedeas Exhibit. A single exhibit document cannot be uploaded as both an 

exhibit in the case-in-chief and a Supersedeas Exhibit at the same time. To do that, you must submit the document 
twice.
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Submitting an Exhibit2

• Select the Upload Document link to open additional categories.
• Select the Document Type.
• Select Browse next to “No file selected", locate the document saved (must be in PDF format and less than 

10MB), and double-click on the document, or drag the document directly into the Upload Document section.
• Document Description is optional.
• Select the Upload button.

If you receive an error that an exhibit is too large, 
please follow these tips

•Try resaving the document by clicking Print and changing the 
printer to Microsoft Print to PDF.
• Try renaming the document to remove special characters 
(such as periods or parentheses).
• Try renaming the document to make the name shorter.
• Set scanners to black and white instead of color.
• Set scanners to text and not photo settings.
• Set scanners to a low resolution. Just make sure the 
document is legible with the lower setting.
• If, after attempting the methods above, the exhibit still 
exceeds the size limit, break the document down into multiple 
parts and upload them separately
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Submitting an Exhibit3

Exhibit Document Types available for selection 
include Compromise and Release Agreement, 
Deposition Transcript, Evidence and Briefs-
Findings, Exhibit, Fee Agreement, Medical 
Records, and Stipulations.

NOTE: Document Type “Deposition 
Transcript” must be selected to 
ensure a transcript is not viewable 
by other parties since they must be 
purchased.

REV 3-2026
How to Submit a WCOA Exhibit



6

Submitting an Exhibit4

After selecting the Upload button, there will be a green success message, and the document will appear in the 
Attached Document(s) grid.

• Select the Add button.
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Submitting an Exhibit5

• The exhibit will appear in the Added Exhibits grid.
• At this point, all the Submit Exhibit and Attached Documentation fields will open again, which will allow the 

user to add another exhibit document by repeating the steps.
• Once all exhibit(s) display in the Added Exhibits grid, select the Continue button.
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Submitting an Exhibit6

• Indicate the Manner of 
Service for each party listed 
in all three grids.

• Check the “I certify...” box 
and select the Submit 
button.
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Submitting an Exhibit67

Once the exhibit(s) has been successfully submitted, a confirmation message will appear.
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Submitting an Exhibit8

Any time a user files an exhibit, the assigned judge will receive a notification on their dashboard:
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Submitting an Exhibit9

Example of Exhibit Notification:

The Judge sees 
the Exhibit Name 
and Description 
in the notification
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Submitting an Exhibit10

An Exhibit Proof of Service document will appear in the Correspondence grid on the dashboard to use to serve the other 
parties in the manner that was selected.
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Submitting an Exhibit11

You may also view the exhibit(s) on the Exhibits tab of the Dispute Summary. The exhibit will appear with a letter in the 
Exhibit Number column, i.e. “D” for Defendant, “C” for Claimant (based on whom the filing party represents).  The judge’s 
office will edit the exhibit and mark whether it has been admitted.

If an exhibit was 
uploaded in error, 
please contact the 
Judge's Office, as the 
judge’s assistant can 
delete an exhibit 
with the judge’s 
approval.
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Workers’ Compensation Contacts
Bureau of Workers’ Compensation (BWC)

Information Services Helpline:
Toll-free inside PA:  (800) 482-2383
Local outside PA:  (717) 772-4447
Email:  ra-li-bwc-helpline@pa.gov

Workers’ Compensation Office of Adjudication (WCOA)
Phone:  (844) 237-6316

Email:  wcoaresourcecenter@pa.gov

Workers’ Compensation Appeal Board (WCAB)
Phone:  (717) 783-7838

Email:  ra-li-wcab@pa.gov 
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