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Assessment Contact Details – Initial Application

• Located in the Initial Application
• Under the Locations List tab
• Click on the eye icon in the action column to view the entity.
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Assessment Contact Details – Initial Application1

• Your assessment contacts are in the assessment location contact table
• If up to date and correct, click each checkbox before proceeding (not 

pictured here)
• If changes are needed, click on the eye icon in the action column
• Note:  If no assessment contacts are listed, there will be an “add 

assessment contact” button
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Assessment Contact Details – Renewal Package

• Located in the Renewal 
Package application

• Under the Claims and 
Payment Data tab

• Select the entity and 
click view
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Assessment Contact Details – Renewal Package1

• Your assessment contacts are in the assessment location contact table
• If up to date and correct, click each checkbox before proceeding
• If changes are needed, click on the eye icon in the action column
• Note:  If no assessment contacts are listed, there will be an “add 

assessment contact” button
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Assessment Contact Details – Affiliate Addendum

• Located in the Affiliate Addendum
• Under the Affiliate Information tab
• Select the eye icon in the action column to view the entity
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Assessment Contact Details – Affiliate Addendum1

• Your assessment contacts are in the assessment location contact table
• If up to date and correct, click each checkbox before proceeding
• If changes are needed, click on the eye icon in the action column
• Note:  If no assessment contacts are listed, like the screenshot, there 

will be an “add assessment contact” button (not shown)
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Assessment Contact Details – Runoff Report

• Located in the Runoff Report application
• Under the Claims and Payment Data tab
• Select the radial button for the entity and click the view button
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Assessment Contact Details – Runoff Report1

• Your assessment contact(s) are in the assessment location contact table
• If up to date and correct, click each checkbox before proceeding
• If changes are needed, click on the eye icon in the action column
• Note:  If no assessment contacts are listed, there will be an “add 

assessment contact” button
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Assessment Contact Details – Group Annual Report

REV 8-2025

• Located in the Group Annual report
• Under the Annual Report tab
• Your assessment contacts are in the assessment location contact table
• If up to date and correct, click each checkbox before proceeding
• If changes are needed, click on the eye icon in the action column
• Note:  If no assessment contacts are listed, there will be an “add assessment 

contact” button
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Assessment Contact Details – Program Summary
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• Located in the Program 
Summary

• Under the Contact History tab
• Your Assessment contacts will 

be shown in the Assessment 
Location Contact Table

• If changes are needed, click on 
the Eye Icon in the action 
column

• Note:  If no Assessment 
contacts are listed, there will 
be an “Add Assessment 
Contact” Button
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Assessment Multi-Factor Authentication (MFA)

New Happenings in Self-Insurance

• When an Assessment is 
available, your assessment 
contact will receive an email 
notice

• This notice will include the 
following:

• Assessment contact name
• Entity the assessment is for
• Instructions and link to 

download the assessment
• Link for online payment and 

mailing address for check 
payment
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Assessment Multi-Factor Authentication (MFA)1

• You will be navigated to the Multi Factor Authentication page
• Here you will enter your one-time passcode that was emailed to you
• Answer the security question and click submit to proceed
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Assessment Multi-Factor Authentication (MFA)12

• When clicking “click here” in the assessment notice email, the system will 
validate if the email address matches the assessment contact’s email and 
then prompt a CAPTCHA to validate if you are a human

• If this passes, you will receive a one-time passcode via email
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Assessment Multi-Factor Authentication (MFA)33

• Enter your organization-specific data to verify you are the correct contact 
who is accessing the assessment notice

• Enter all fields and click verify to proceed
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Assessment Multi-Factor Authentication (MFA)4

• You are now able to download your assessment notice by clicking the “click 
here” hyperlink

• Once downloaded, save and open your assessment
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Health & Safety Integration

• The HandS website has been successfully integrated into WCAIS
• The following Self-Insurance Applications have a NEW Health & Safety tab 

that will need to be completed to submit the application
Renewal Application
Initial Application
Affiliate Addendum
Group Annual Report
Group Initial Application
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Coming Soon

New Happenings in Self-Insurance

• Application Payments – 
Electronic Change
New hyperlink in 

the Self-Insurance 
application fee 
email to complete 
the electronic 
payment



19 Bureau of Workers’ Compensation

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

Bureau of Workers’ Compensation (BWC)
Self-Insurance Division:
Phone:  (717) 783-4476

Email:  RA-LIBWC-SI@pa.gov 
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Q. Why is a different log in, password and PIN needed for each of my policies listed under 
the parent company? 

  
A. WCAIS registration is set up for organizations per FEIN.  Each organization is assigned a WCAIS 

registration PIN per the administrator type.  Then once an administrator profile is registered, 
they will have access to their respective PIN. They will then use that PIN to register users and 
access their electronic assessments.  The log in and password is set up per user and is 
associated to the organization’s FEIN.  We will continue to internally discuss how we can 
improve this process. 
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