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Introduction
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Registering as the appropriate user role ensures 
efficient and effective case management within a law 
firm.

Why roles matter to law firms

Selecting the correct role provides data security and 
allows multiple users to take separate actions on 
the same Claim.

Why roles matter in WCAIS

A role is a set of permissions or responsibilities 
assigned to WCAIS users. A role determines what a 
person can see, do, or change within the system. 

What is a role?
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User Roles Overview
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Attorney

Licensed by the Pennsylvania Supreme 
Court. The primary case manager, 
responsible for all aspects of claim 
management. Can grant access to law 
firm users for support and collaboration.

Law Firm Administrator

Handles the law firm in terms of 
approving access when roles associate 
to the firm. Can also perform mass 
entries of appearance and withdrawals 
of appearance with personnel changes 
within the firm. 

Law Firm User

Other workers at the law firm can easily 
switch between attorneys directly from 
their WCAIS dashboard. This role is 
perfect for paralegals completing 
actions on behalf of multiple attorneys 
and attorneys managing others in the 
firm.
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Key Processes 
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• Law firm 
administrator provides 
registration PIN to law 
firm user 

• Law firm user registers

• Law firm 
administrator 
approves law firm 
association

• Attorney provides 
access to law firm 
user to matters to 
which the attorney is 
associated

• Law firm users may 
perform an entry of 
appearance on behalf 
of attorneys

• Law firm users 
perform actions on 
attorney matters 
(WCAIS considers the 
action to have been 
done by the attorney)

• Law firm users see all 
matters and events in 
which the attorney is 
a party

Registration Matter Access Collaborate on 
Claims

Review 
Correspondences

• Law firm users receive 
all notices and 
correspondences the 
attorney receives
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LF Admin | Law Firm PIN
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user1234

11-11111111 1111111111

A law firm administrator needs to provide 
the law firm’s PIN to a law firm user:
1. Select the click here link in the yellow 

section at the top of the WCAIS 
dashboard.

2. Find the WCAIS user registration PIN for 
the law firm and provide it to the law 
firm user which needs to register.

1

2
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LF User | Registration
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A law firm user needs to register in WCAIS:
1. Select the Are you a New User? link on the WCAIS homepage.
2. Select the I am a Law Firm, or I am a Law Firm’s representative radio button.
3. Press the Register button. 

1

2

3
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LF User | Registration (Cont’d)
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4. Select the I am a non-administrative law firm 
user (requires registration pin provided by 
WCAIS administrator of your organization) 
radio button.

5. Enter the User Registration PIN provided by 
the law firm administrator. Enter all remaining 
details to register in WCAIS.

4

5
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LF Admin | Registration Approval

REV 9-2025

Why Your Law Firm Should Register as a Law Firm User in WCAIS 

A law firm administrator needs to approve the law firm user’s registration:
1. Navigate to admin > pending approvals in the WCAIS Menu.
2. Select pending from the approval request status drop-down menu.
3. Press the search button.

4. Select the radio button for the approval request. 
5. Press the select and continue button. 

2 3

4 51



10

LF Admin | Registration Approval1
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111111111

name@email.com 6. Enter a reason for 
approver’s decision in the 
text field. 

7. Press the approve button. 

6

7
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Attorney | Manage Access of Law Firm Users
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An attorney can select law firm users to have access to their matters:
1. Navigate to My Matters > Manage Access of Law Firm User on the WCAIS Menu bar.
2. Check the box to confirm your understanding that the law firm user can perform actions on your behalf.
3. Check the box(es) of the appropriate law firm user(s).
4. Press the Submit button. 

1

2

3
4
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LF User | Act on Behalf of Attorney
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Attorneys who have provided access to the law firm user will display 
in a drop-down menu on the law firm user’s WCAIS dashboard. Law 
firm users may only work as one attorney at a time. 

Prior to performing actions on behalf of an attorney, 
check that the attorney’s name displays in parentheses 
in the upper-right hand corner of the screen.

Note: Until an attorney is selected, no matters will 
display in a search, the dashboard will not include 
any matters, and the calendar will be empty.
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LF User | Complete EOA on Behalf of Attorney
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Using the WCAIS Menu, navigate to My 
Matters > Request for Entry of Appearance. 

Law Firm Users can request Entry of 
Appearance for any Attorneys for 
whom they have been provided access. 
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LF User | Access Attorney’s Correspondences
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When law firm users log in to WCAIS, no 
correspondences will display. Once an attorney is 
selected, that attorney’s correspondences will 
display on the WCAIS dashboard. 
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LF User or Attorney | Filtering Correspondences
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A law firm user or attorney needs to view all correspondences for a specific 
claimant:
1. Press the gear icon to display the settings for the grid.
2. Check the show filter box.
3. Enter the claimant’s name into the filter results field.

1
2

3
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LF User | Upcoming Events

Law firm users can view the upcoming events for the 
selected attorney on their WCAIS dashboard. 
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LF User | WCOA Dashboard

Law firm users can view the WCOA dashboard of the 
attorney that they are working for by selecting the WCOA 
dashboard link within the quick links menu. 

The WCOA dashboard displays the selected attorney’s:
• Upcoming briefs
• WCOA petitions / answers
• WCOA requests
• Judge communication
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What role should I choose?
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Attorney Law Firm User Law Firm Administrator

Entry/withdrawal of Appearance   

File on behalf of an attorney   

Easily see all matters associated to a particular attorney   

Easily see all events associated to a particular attorney   

See all correspondence on the dashboard    

Manage access to matters (sharing)    

Disassociate attorney with law firm   

Approve association with the law firm during registration   

Reset password for law firm users and attorneys    

Modify law firm profile    
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Additional Considerations

• When completing actions for an Attorney, double-check the name in 
the upper right-hand corner of your screen to confirm that it 
displays the correct Attorney name. 

• If the Attorney’s name does not display, WCAIS will view the action 
as the Law Firm User performing it instead of the Attorney. 

Caution When Completing Actions for Attorneys

• When completing tasks for multiple Attorneys, the best approach is 
to complete actions for one Attorney at a time. 

• If Law Firm Users act as multiple Attorneys across multiple browser 
tabs, it causes data issues. 

Completing actions for multiple attorneys

• One individual may register for multiple roles within WCAIS – each 
role would have a different Keystone ID

• Senior Attorneys may choose to register as a Law Firm User to 
monitor case management

Using Roles to Your Advantage
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Access WCAIS Online Help WCOA Resource Center

Session Q&A Time BWC Helpline

• Direct specific questions to the WCOA 
Resource Center for personalized support 
regarding WCOA-related matters.

• Questions?  The hyperlink to the questionnaire is 
found in the chat. 

• For additional step-by-step instructions please find 
the Attorney Comprehensive WCAIS Survival Guide.

• Questions regarding how to complete WCAIS 
registration and resetting passwords should be 
directed to the BWC Helpline.

• WCAIS Online Help is available for detailed 
instructions on various Law Firm and Attorney 
actions.

Why Your Law Firm Should Register as a Law Firm User in WCAIS 
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Q&A and Resources

https://www.pa.gov/content/dam/copapwp-pagov/en/dli/documents/businesses/compensation/wc/claims/wcais/documents/wcais-forms/attorney%20comprehensive%20survival%20guide.pdf
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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 

mailto:ra-li-bwc-helpline@pa.gov
mailto:wcoaresourcecenter@pa.gov
mailto:ra-li-wcab@pa.gov
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