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Campus 101 for Law Firms

Course Description

This course will cover the complete functions available to External Attorney and other Legal staff in
Campus and provide an overview of how an Attorney will interact with DLI.

Audience

*Attorneys using Campus

Course Length Prerequisites

2.5 hours * None
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Campus Overview & Benefits 5 min

Getting Started With Campus 60 min
Group Management 20 min
Claim Access 20 min
Claim Overview 20 min
Electronic Service 20 min
Requests for Information 20 min
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Campus Overview

Welcome to the Minnesota Workers’ Y 2EET A W s
Compensation Campus! My Overview

Initiste 3 Dispute

The Workers” Compensation Campus (Claim Access 4 0

and Management Platform User System), is your Open Claims st 2w DOCUMeNtS
new hub for all workers’ compensation claims and

claims in the My Queue portal.

filings with the Minnesota Department of Labor &
| n d ust ry. m" ?;E@;_Y:iq?uo\:usmv Submit a Filing v

Dashboard » Claim: CL-02-9919-98¢

Submit Election To Exclude

Megan Johnson: Injury on 6/10/19

Defauit Stawus Placshoider  Assignee:
Qwner:

Campus allows easy access for all parties to a Sl
workers' compensation claim. Quicker access to ' i T
claim information online will ensure work injuries
are reported and compensated in a streamlined Claim Overview - |
process. com e

wwwwwww

lpen/Not Contested

fault Status Place...

Claim Details

Key Dates

Injury Details
Accident Details
Employment Details

Benefits and Payment Details
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Entities vs. Transactions

Entities Transactions
Entities are the parties that exist in the system to Transactions are the “things” that will be worked
which transactions can be associated on

Injured Worker TPA Appeal/Petition to Penalty

Employer QRC Firm Vacate Rehab Case

Insurer Health Care Provider Claim Settlement

Trading Partner State Agency Dispute Case Service Funds

Law Firm Event Prepaid Cards

Receivables

Reimbursement Medical Policy Violation

Covera.age | Outgoing Payment
Investigation Payment/Adjustment
Election Intervention Case
Compliance Audit Job Placement Case

Compliance Case
m DEPARTMENT OF
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m !

Details Pages allow internal users to
create, view, and edit new entities &
transactions and allow external users to
view and submit forms to entities &
transactions

« Each Transaction and Entity has a
Details Page

« Some transactions are viewable by
external users

DEPARTMENT OF
LABOR AND INDUSTRY
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Fineley & Barge Insurance v

Insurer: IR-90-1230-029

Insurer Overview

Details Pages

Example of a Details Page

Q

Comany Name NAIC Assessment SWIFT Constomer Number
Finley & Barge Insurance 72312309 Assessed/ Actively License d 029374920384029098
FEIN NCCI Insurer Prompt Action SWIFT Sequence Number
938382 90430 398273 9829209
Type
Insure
Insurer Status
Start Date Bankrupt

5/2017

. - o~ 123 4th Street B
(518) 321-4567 dbrown(@gmail.com Troy, NY 12180 Active




m

Common Elements of Entity Details Pages

ENTITY NAME | ENTITY ID
* All entities will receive a system-

Entity Details generated unique identifier

Entity Supporting Information * Format of unique identifiers will be

determined in Cycle 1
Addresses/Locations Documents
* Entity Names are captured as Legal
Related Claims Notes Name and DBA Name, and name
— changes are shown in the History Tab
Audit Trail

* Related Claims display all the claims

where that entity is referenced as a
Users User Invites pa rty

Group Supporting Information

DEPARTMENT OF
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Campus will put the workers’ compensation claim

information you need at your fingertips

4 Y4 N\ )

Self-service Securely send e- Securely send M|n|(r:1rLz()er:Ia|m
onllne access documents and receive data throuch data
dtgcz';'g‘nst'sreészen‘:s to the parties to between DLI, accﬁracy

and outcomes. the claim. OAH and WCCA. verification.

\§ J\ J J
PN CZ50k AND iNDUsTRY ndlimngor :




Campus Overview & Benefits 5 min

Getting Started With Campus 60 min

Group Management 20 min
Claim Access 20 min
Claim Overview 20 min
Electronic Service 20 min
Requests for Information 20 min
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Getting Started with Campus|

Before we get started...

You’ll notice that screenshots in this deck are annotated with red numbers and text...
* These are from the User Manuals which are available to you outside of this training.

» After this course, we’ll provide these Manuals, which are your step-by-step guides to
completing the actions in this presentation

m DEPARTMENT OF
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Getting Started with Campus|

Registering in Campus

As a new user to Campus, you will need to register your account to access the system.

1. Go to the Campus website:
https://b42tawappsvc002.doli.stat
e.mn.us/user/login.

Select Sign Up.

3. Complete fields marked with an *
in the About Me and Contact
sections.

4. Enter avalid email address and

create password.

Click the required boxes.

6. Click Sign Up to register your
Campus account.

N

o

*A verification email will be sent to the
email address that was used to sign up.
You will need to access the email and
confirm prior to logging into Campus.

m
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WORK COMP CAMPUS

Sign In

Email *
Email

Email is required

Password *

Password is required
Forgot password?

5] Login

Please read our Terms of Service & Privacy
Policy to get more information about our
system.

Register for Work Comp Campus
About Me

1am Registering as a *

First Name * Middle Name

Date of Birth

Contact Information

Phone Country *
Phone Type * ~  United States (+1)

Phone Number *

Address 1+

Address2

O outside us

Postal Code * city*

State Province *

Country

- United States

www.dli.mn.gov

My Account
Fnail Address * Confirm Email Address * Password Requirements
naladaress Comilm EwEll LS x Must be at least 8 characters
Email Address is required long
x Must include an uppercase
assword * Confirm Password * letter

x Must include one number
x Must include one special
character

Password is required

| have read and accept the Terms of Service & Privacy Policy
| have read and accept the Access Requirements

i agree to accept legal service, including notifications and documents, electronically via CAMPUS

™

1eCAPTCHA
Friiacy-Tems

D I'm not a robot

tl cancel

11



https://b42tawappsvc002.doli.state.mn.us/user/login

Getting Started with Campus |

Logging into Campus
If your account is already registered in Campus, follow the steps to log in.

1. Enter the registered email and m DEPARTMENT OF
LABOR AND INDUSTRY
password. WORK COMP CAMPUS
2. Click Login. Sign In

3. Click I Agree.

Email *

Access Requirements Acknowledgement
DLITestExt1+TP90@gmail.com

By using this system, you affirm that:

Password * * You are accessing a restricted government information system.
* System usage may be monitored, recorded, and subject to audit.

* You consent to such monitoring and recording.

+ Unauthorized use of the system is prohibited and may be subject to criminal and/or civil penalties.
| | Agree | | Don't Agree

Forgot password?

E | 5] Login sign Up

Please read our Terms of Service & Privacy
Policy to get more information about our
system.

m DEPARTMENT OF
LABOR AND INDUSTRY www.dli.mn.gov 12



Getting Started with Campus |

Campus User Profile
You can easily edit required information in Campus via the Your Profile page.

m1 DEPARTMENT OF
1. Click Forgot Password. A R I MRUEERY
2. eqer your email address. sign In
3. Click the reCAPTCHA box.
4. Click Submit to continue. sl _
DLITestExt1+general15@gmail.com
Password *
S = DEPARTMENT OF
* .

The email address that you entered B —
will then be sent an email with HORK CoME CAMPUS
directions on how to create a new Please enter the email associated with your account
password. Campus passwords expire —
every 90 days and you Wi” be DLITestExt1+general15@gmail.com
prompted to reset at login. \9

" Im nota robot e ﬂ
m DEPARTMENT OF 4)
LABOR AN D I N DUSTRY WWW.dli.mn_gov . < 13




Getting Started with Campus

Campus User Profile
You can easily edit required information in Campus via the Your Profile page.

You have access to your profile at ALL times in the
upper right of the screen. Your profile page is

Your Profile

W h e re yO U : About Me - Contact Information .
R [Eaga. S W W

* Provide or update your contact information I d
* Provide any personal information relevant to y count

yo u r. reg i St r.a t i 0 n Wit h Ca m p u S DLITestExt1+TPI0@gmail.com DLITestExt1+TP90@gmail.com

i . . Reset Password |f th " *, th O outside Us
* Update any information to be included on a meane the information | westeoe —
. is required. 55555 Young America Carver
Claim o

m DEPARTMENT OF
LABOR AND INDUSTRY 14
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Demo

. . In this demo, you
~ s Will see how to...

Sign up for Campus

Log in to Campus

Navigate to and Edit a
user profile

m DEPARTMENT OF
LABOR AND INDUSTRY




Getting Started with Campus |

Campus Dashboard
The Dashboard is the starting point for users to be able to navigate and perform all necessary job functions.

Thee Submit & Filing drop-down COALAING & Iigt of COMmMon Tatis that Your User Name i3 linted here along with & drop- down menu with
o Can click & depanding on D e SCTIOn e the Tollowing 0ptions: Edit Profile, My Groups and Log Out.

The Campus Dashboard is where you
can see: )

e All related claims, upcoming events, | /‘,
and documents o s 1 0 0 x|
* Queues, which will organize all work ,gm?}"“* Open Claims Upcoming Events  New Documents |~
to be completed
* Notifications, which provide updates
on claims and cases in progress =
Y Queuss

Disputes My Forms

The My Queses 5o ind udes comman
absfor O mmi, Ons

Appeals along with the suse 0 sted detsls

e

My Events -

Su

Mo Tu We Th Fr

Campus File Number  Employee Date of Injury atus 1

*When in doubt, navigate to the
Dashboard-- what you need next may : 6 E i i &
be there. Click on the MN Logo from Showng(11011 oms gl ;
anywhere to go to the Dashboard. T o

m !

DEPARTMENT OF
LABOR AND INDUSTRY
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Getting Started with Campus |

Forms Queue
Found at all times on the Dashboard, the Forms Queue will show all forms that you have submitted related to any of the Claims or Cases you
have access to. Hardcopy forms are no longer required in relation to a Workers Comp Claim, as you can submit and see the status in Campus.

The Forms Queue is always on the ,__6\
Dashboa rd, and it will: My Claims My Disputes JUALIEE My Appeals
Form Type Associated To Associated ID Last Updated Status Confirmation ...| .Y
e Show all forms submitted to which 2
Access Case Or C (] B R S TR 4/14/2020 Submitted 1699
you have access
° ShOW re|at|0nSh|pS between the form Motion to Inten El i 4/2/2020 Submitted 1557
filed and the case to Which it was flled Claim Access Au s i 4/2/2020 Submitted 1528
* Show status of any filed form Annual Claim fo 41112020 Submitted 1493
¢ PrOVide aCCess to download COpIeS Injury Report 3/29/2020 Submitted 1405
Submit Election t " | " 2/25/2020 Submitted 710
Request For Assic &8 FRAL AT 2/24/2020 Submitted 618
Request For Assis AL e 2/21/2020 Submitted 413

m. DEPARTMENT OF
LABOR AND INDUSTRY www.dli.mn.gov 17



Getting Started with Campus |

Viewing Notifications
Notifications are system generated messages that can either be specific to tasks that need to be completed or simply an informational
message.

g @7 Darth Vader v Notifications are always on your screen, next to
your profile.

You’ll get a notification automatically when

2 . .
A Notifications A Notifications X Clear Al something happens to a case or claim you’re on,
o like:
Egﬁpond toscmdu”ng% g Eglsipond to Scheduling X
A scheduling pol i A r— * An event is scheduled or upcoming
response. This available for your * Aform has been approved
el e bivgipollai * A scheduling poll has been sent out
Gdys e talinh. be available for 7 * A document is uploaded. In some cases you can
. : C eymalierintiatan download a document right from the
| - “: notification!
Upcoming Event on X
3/16/2020 id

m DEPARTMENT OF
LABOR AND INDUSTRY www.dli.mn.gov 18



Getting Started with Campus |

Exporting Documents

Notifications Exporting Documents

* Some notifications will include a
down arrow icon in the lower
right corner of the notification.
This allows the user to export
documentation.

* Clicking the down arrow will take
you to the Download Documents
window.

* A notification screen will appear if
the submission was successful.

DEPARTMENT OF
LABOR AND INDUSTRY

m

A Notifications X Clear All

Respond to Scheduling X
Poll

A scheduling poll is
available for your
response. This
scheduling poll will

be available for 7

Download Documents

Select the documents to be downloaded.

@Downiaad All Documents

days after initiation.

[ S

www.dli.mn.gov

Employers @
Download Documents | [C.m:el
Successfully initiated download. You will receive a
notification when your Zip is ready to download
19



Demo

. . In this demo, you
~ s Will see how to...

 Submit an ad-hoc
Injury Report

m DEPARTMENT OF
LABOR AND INDUSTRY




Getting Started with Campus |

Groups In Campus

View Group Information Manage Group Information

mn—. DEPARTMENT OF
5 LABOR AMD INDUSTRY

e The My Groups screen lists the

group that you are associated [wTw:p: e
with. P ——— =
e Each group that you are mployer
associated with shows the [y e L
Permissions, Group Admins, and ' e - e
Date Joined.
== o
M); Pe..rm'sssians Group Admins Date Joined

jer | DLiTestixti+generall S@gmall.com

an Attorney | diitestext!sattorney@gmail.com

Wilson's Wands |©)

Employer

My Permissions Group Admins Date joined

4 | DUTestExt) sgeneral@gmaill com

& | DUITestiet) sgeneraliigmail.com

m DEPARTMENT OF oo e s
LABOR AND INDUSTRY www.dli.mn.gov 21




Getting Started with Campus |

Groups In Campus

View Group Information Manage Group Information

FYY) CEpanTaenT o
§ LaBOR AND INDUSTRY

* Groups in Campus allow for users o4 i owd
to be associated to claims and My Groups
cases that they need to access. - O

* Access to claims and cases will be o avenp Adniia
granted to the Group, and then e B i
your membership to that Group
will allow you to manage the
information as needed. :’in!;zl.:p:“ﬂil;n:gement -
* If you need to delete a member in
this Group, click the Remove
Member icon.

Date Joined —

& purth vide CLITesblad 1 egeneradifigmail . Cerers A1 438 B
ERawin git-1ial1 i
£ Darth Vader, General = b =1 | -

Permissions a, = Relationshnips ﬁ"{" 5 ]

m DEPARTMENT OF : I :
LABOR AND INDUSTRY www.dli.mn.gov 22




Getting Started with Campus

Groups In Campus
Groups in Campus allow for users to be associated to claims and cases that they need to access. Access to claims and cases will be granted to
the Group, and then your membership to that Group will allow you to view the information as needed.

Adding Member(s) to a Group Leave a Group

e Click the Add Member button to xS Group Management
My Groups

nter a valid Email Address for th -
enterava ddress for the = oo [ ctive members [
new member. :

. . . My Permissions Group Admins Date Joined OC

* Permissions are assigned by ki P RSy AR == 2 Ouhvader DLTestExt14generalisogmail.. Geners

clicking on the + icons. . gttt € < 2
* Permissions can be viewed in the

Add Member

SeIeCted Items COI umn. Enter the email address of the individual you wish to invite to this group.
* Click the Add button as needed to by L)

Save the informatiOn. c‘(:::mnsccc‘. a location for this Member. If no specific location applies, leave as All,

(Optienal) Assign permissions. These will be applied for the individual when he/she joins the group. If none selected, default
permissions will apphy

item Pool Selected Items 9

None selected.

nformation Requests fram

m DEPARTMENT OF
LABOR AND INDUSTRY www.dli.mn.gov 23




Getting Started with Campus |

Groups In Campus

Adding Member(s) to a Group

* Select Leave Group and click Yes, Employer LS5
Leave Group to confirm or Cancel My Permissions Group Admins Date Joined
to exit without leaving that group. s -

ttorney [ diitestext+attorney@gmail.com

L e

A L PR T N .
Employer

I Members

My Permissions d

r -~
Group Administrator |Are you sure you want to leave this Group?

Service of Process Designee

m DEPARTMENT OF
LABOR AND INDUSTRY
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Campus Overview & Benefits

Getting Started With Campus

5 min

60 min

Group Management 20 min

Claim Access
Claim Overview
Electronic Service

Requests for Information

m DEPARTMENT OF
LABOR AND INDUSTRY

20 min

20 min

20 min

20 min

25



Group Management |

Group Administration

Group Administration

Viewing/ Editing Entity Details

% DEPARTMENT OF

B LABOR AND INDUSTRY

e Group Administration tasks such

. . My Overview
as adding members, changing 7 '

A& Notifications

permissions, updating addresses, 0 0
etc. can only be performed as a 1

Group Administrator within Open Claims Upcoming Events New Documents

Campus.

* To access, at the top right of your
User Dashboard, click the drop-
down arrow to display the menu.

* The My Groups screen lists the My Groups
groups that you are associated iy 0o
Wit h . lthdb Provider Group .

* Please note that only Group IWRE— i D Se
Administrators can manage o ——— —
groups.

m DEPARTMENT OF
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Group Management |

Group Administration

Group Administration Viewing/ Editing Entity Details

* The Group Management page N CECR NS INTusrar
appears displays all Active
Members.

* The Open Invitations tab will show Group Management |_ 9 @[ + Add e

Group Management

any pending Members.

* Click the +Add Member button to m
add additional Members.

* Click the Edit icon to change Nerme Emad User Type Date joined b
Permissions and Relationships a DLITestExt1+QRCO0OEmaiL.com

* The Edit Location icon can be
used to update the business Tt . ' : :
address that the Member is & Andy Clark, Qualified Rehab Consultant (QRC) 9@
associated to. %

* Click on the Remove Member i o® S

icon to remove the selected
Member from the Group.

m DEPARTMENT OF
LABOR AND INDUSTRY
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Group Management |

Viewing/ Editing Entity Details

Group Administration Viewing/ Editing Entity Details

* All Entities (except for Employees My Overview
and Employers) can view/edit
Entity details. 1 0 0

* To access, at the top right of your
User Dashboard, click the drop-
down arrow to display the menu.

* The My Groups lists the groups
that you are associated with.
Click on the hyperlink for the
entity that you wish to view/edit.

* The +Add Address button adds
additional addresses for the
entity.

* A Group Administrator or a Profile
Management Designee can only e
perform these functions. o]

FYY) DEPARTMENT OF oy
LABOR AND INDUSTRY wwwdlimn.gov —

Open Claims Upcoming Events New Documents

e | 0 e - Torrrn T [ Ll

My Groups

Rehab Dm;" .w:p




Group Management |

Viewing/ Editing Entity Details

Group Administration Viewing/ Editing Entity Details

* |nformation marked with an
asterisk (*) is required to

continue. Address Type * e@

Address1*

Add Address

* Click Save to submit the new
address request or Close to exit
without saving.

Addross 2

O Qutside US
* Any edits made to the entity IO P —
name or address information will
be submitted to DLI and require . Country
approval prior to saving to the e
entity.

m DEPARTMENT OF
LABOR AND INDUSTRY www.dli.mn.gov 29
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Campus Overview & Benefit 5 min

Getting Started With Campus 60 min
Group Management 20 min
Claim Overview 20 min
Electronic Service 20 min
Requests for Information 20 min

DEPARTMENT OF
LABOR AND INDUSTRY
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Claim Access |

Filing a Notice of Representation

As an Attorney trying to gain access to a Claim, you will need to file a Notice of Representation.

Filing a Notice of Representation Claim Access Authorization Webform Exporting Documents to a Zip File

1. From the Dashboard, click on the
Submit a Filing drop_down and I:ééf\‘.!.'é."-i:.‘é!'é‘:ei FlEOratananan
select Access a Case or Claim from
the menu. (*Not Pictured) 3

2. Select File Notice of Appearance
or Representation from the drop

down. T S

3.  Click Next to continue. =
4. Enter claim identifying information S

and click next to proceed to

webform. *Next button will " @
highlight after information is

provided.

5. Select the Party you represent,
attach required documents, and
make necessary acknowledgments.

m DEPARTMENT OF
LABOR AND INDUSTRY

www.dli.mn.gov

Notice of Appearance or Representation

Locate o Gl
Representation

Whe éo yeu represent? What party da you represenct
Verification

Betainer Agreement

z

31



Claim Access |

Filing a Notice of Representation
As an Attorney trying to gain access to a Claim, you will need to file a Notice of Representation.

Filing a Notice of Representation Claim Access Authorization Webform Exporting Documents to a Zip File
ﬂ.ttorney Information @

6. Finish by populating the required i -
Attorney info and clicking Next. e I

7. Serve Parties Step — Select parties
to serve, check the Declaration
box, and digitally sign.

8. Click Submit Form.

Notice of Appearance or Representation

..............

*Submission Confirmation page will
display, the selected parties will be
served, and you will be taken to a
submission confirmation page. (Not
pictured)

m DEPARTMENT OF
LABOR AND INDUSTRY www.dli.mn.gov 32



Claim Access |

Claim Access Authorization Webform

Filing a Notice of Representation

* Users who are not parties to the
Claim (ex. Spouse of injured
worker, QRCs, representative of
Employee’s Estate, etc.) must
submit the Claim Access
Authorization webform to DLI.

e DLl will then review the
submission and determine
whether Claim access will be
granted.

DEPARTMENT OF
LABOR AND INDUSTRY

m

Exporting Documents to Zip File

Pverview H

A Notifications
0 0 0 F———
toopetten
form: 1438 o
. - Susatizcon
Open Claims Upcoming Events New Documents 7
your e
for PI——
serirvsy. e
ccess reques: cenied from
o suommaon 1457 ol
e Departmentof Labor and
sty < [appars Prace

Dashboard » Claim Access Authorization

Claim Access Authorization

Identification

IAuthorizing Individual Information I

wse | am the:

I'am authorized to sign this

Locate a Claim Submit Authorization

www.dli.mn.gov

33




Claim Access

Claim Access Authorization Webform

Claim Access Authorization Webform Exporting Documents to Zip File

T B e — |
AND INDUSTRY Submit a Filing v | () Tom Bombadil v

Requesting and Redeeming a Unique Access Code

*  Upon submission you will see a
confirmation screen showing a
Confirmation Number and the Associated
ID. You will also receive a confirmation (/]
email.

Claim Access Authorization Successfully Submitted!

* A DLl representative will then review your

submission, and either accept or reject.

o If Approved — you will receive an email to the
account on file informing you of access approval ) )
and you will now see the Claim dlsplayed on A confirmation email has been sent Lo DL\Te:(E;: n,;;epr:;:-,‘gr:?irg:yl,wm for your records. You may view your forms
your My Claims tab.

o If Denied — you will receive an email to the
account on file informing you of the access
denial and providing you with the Campus
support hotline information.

Confirmation Number: 1436

Associated 1D:CL-03-4328-571

*Access will be granted for a 6-month period
beginning on the approval date. Once your
access expires, you will receive an automated
email informing you of your access removal.

**If at any point during a Claim’s lifetime your

access is removed, you will receive an email
indicating your removal.

m DEPARTMENT OF
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Claim Access |

Exporting Documents to a Zip File
Documents relating to a Claim or other Case in Campus can be downloaded as a Zip file that will contain all of the files together.

Requesting and Redeeming a Unique Access Code » Claim Access Authorization Webform Exporting Documents to Zip File

* Documents relating to a Claim or
other Case in Campus can be
downloaded as a Zip file that will
contain all of the files together.

* When enacted, the Zip file will —
begin downloading to your —_— = 1§
browser.

(1 1 1 Fr i
LABOR AND INDUSTRY
Dashboard » Decument Export for CL-03-4328-571

Document Export
57

m DEPARTMENT OF
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WORK COMP CAMPUS

Iman - o

m D E PA R T M E N T o F Your document has been exported and is ready for download. Follow the following link to retrieve your documen
LABOR AND INDUSTRY wwwdli.mn.gov .




Claim Access |

Managing Claim Access
You can easily edit required information in Campus via the Your Profile page.

Managing Claim Access Claim Details Page Parties

e Click the kabob icon to select B g

. My Groups
Manage Case/Claim Access. ol ey Q.

Emplayer

* Use the Claims and Cases tabs to

specify the lists. e B e

* The Filter icon can narrow down i
the search. i

e The Bulk Edit button will allow
you to grant or remove Member ——————
Access to claims for multiple Group Case and Claim Access Management

members at once.

Ski & Shred, Inc.

Claims ]
Campus File Number
el Frad Flintstone: Injury on 01/01/2020 CL.01-7178.068 4 Empiloyer Open
m D E PA R T M E N T o F Fred Flintstone: Injury on 01/01/2020
Claim : CL-01-7178-068
LA B o R A N D I N D U s T RY WWW.dII.mn.gov Members with Access® s | Cases on this Claim®




Demo

. . In this demo, you
~ s Will see how to...

* TBD
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Campus Overview & Benefits 5 min

Getting Started With Campus 60 min
Group Management 20 min
Claim Access 20 min
Electronic Service 20 min
Requests for Information 20 min
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Claim Overview

Claim Details Page

The Claim Details page provides additional details about a Claim such as Key Dates, Injury, Accident, Employment, Benefits, and Payment. You
can navigate to any of the sections by clicking on the main headers to expand the information.

:Injury on 4/21/20

P —— tmerns

(R — o Bt e o Adane st (e b

Claim Overview

Claim Details

(I_Ej_ury °°E'i‘> Click on each Tithe to expand the
Hecident Detallsy ‘ detail for that secton

e —
CEmployment Details>

e ——
@:—nefils and Payment Details)

m DEPARTMENT OF
LABOR AND INDUSTRY
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Claim Overview

Parties

_ Submitting to a Claim Uploading Documents to a Claim

* The Parties tab shows individuals
and entities related to the claim.

* On the bottom of the Claim
Details page, you can find the
Parties tab on the far right.

* The only external users with
access to the claim are the users
listed as Parties to the claim.

* Click on Email All Parties to send
an email to the parties listed or
Cancel to exit without sending.

0 | | o=

Enciorer | lsarer | Clam A l Contact Parties

Administrator
Darth Vader
[ DLITestExt1+general

% (555) 555-5555

m DEPARTMENT OF
LABOR AND INDUSTRY
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Claim Overview

Submitting to a Claim

Parties

m

There are 2 ways a user can
submit a transaction to an existing
claim in Campus:

1. Via Electronic Data Interchange (EDI).

2. The other method is by eFORM
submission. If the external user has
the correct roles they will be able to
click the Submit eFROI eSROI /
Webform button.

Depending on the selections, you
will be directed to a webform to
fill out the remaining information

needed to continue.

DEPARTMENT OF
LABOR AND INDUSTRY

Claim Overvie
Clasm imneskendd if DG
tmgiayee Recesiog I

iigeind <

Cushiterd + Claim: CLE0-4128-190

Payment ETL

Payment ETL: Injury on 4/1/20 . signee:
Clanrmy CU-03-4328:353 O

Date of ingary
ANT020

§ sutima Flig I +mmmrml

Part o Bosty Irpres

Claim Details

Camaput Hibs ittt @
0343283593

Dute of njury

Claim Type
M: Medical Only

P of ingury

www.dli.mn.gov
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Demo

. . In this demo, you
~ s Will see how to...

Perform a Bulk Edit to
a Claim

Remove member
access to a Claim

Upload a document to
a Claim

m DEPARTMENT OF
LABOR AND INDUSTRY




m

Campus Overview & Benefits

Getting Started With Campus
Group Management
Claim Access

Claim Overview

Electronic Service

Requests for Information

DEPARTMENT OF
LABOR AND INDUSTRY

5 min

60 min

20 min

20 min

20 min

20 min
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Electronic Service|

Filing a Form with an Affidavit of Service

Filing a Form with an Affidavit of Service

Serving Documents Receiving Service Emails

s . Ry Cuerey Submit a Filing
*  The external user submitting a Motion to & Notifications X cesra
Intervene on a Dispute must require Iegal 1 1 0 Please indicate the type of filing you wish 1o make,
. g, Narme 1
service. Open Claims Upcoming Events New Documents Motion to Intervene - §0
5
*  After selecting the applicable Dispute ID o i

m

hyperlink, you will be taken to the Dispute
Details page.

Select Motion to Intervene from the drop-
down menu and Save. This will take you to the
webform, where you will go through the steps
of filing the motion.

In filling out the Intervention details, anything
with an asterisk (*) is required.

Add any Supporting Attachments by clicking the
+Upload Document button to continue.

DEPARTMENT OF
LABOR AND INDUSTRY

My Queues 0
My Claims [EUMIERICE] 1y Forms

My Events -

June 2020 <

Dispute Type Petitioner Employee Date of Injury

{D503-5028:397) (@ Medical Shawn Spencer

D5-03-5028.395 Rehabilitation

Su Mo Tu We Th Fr
Pending Review

E. 05/0412020 Pending Review

Start Date * ®  EndDate*

Deseription Remove

www.dli.mn.gov

Motion to Intervene

Locate a Dispute Intervenor Details
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Electronic Service

Serving Documents

Serving documents allows you to serve the intervention to select parties on the dispute.

Filing a Form with an Affidavit of Service Serving Documents Receiving Service Emails

* In the Serve Parties step, all
parties on the dispute will be
displayed. The user can click the
checkbox in the Serve Party
column to select who gets served.

* Each party will set their own
preferred Service Method, which
is how the motion will be served.

* You can also manually add service
recipients by clicking on the +Add
Service Recipient button.

DEPARTMENT OF
LABOR AND INDUSTRY

m

Locate a Dispute Intervenor Details
Affidavit of Service
Parties
=) service addresses for parties served via mall, C A Brice 2
Serve Party Nams Role Address service Methed

T Sp Employes 15 M
o Shawn Spen: Emplenyit Lone Tree, O 80124 us

Notice

Upan clickin

To s ar AfF
Declaration
O 1 dectare under penalty of perjury that everything that | havee stated in this document is true and correct. Minn. Stat, § 358,116

Electronic Signature

Flease type your First an ar on yo certily copies
Departrment of Labor an ta th

Full Name of Signatory *

O iunde 1 tha g this his anic Torr ] atien on t

Intervention Details

serve Parties

Service Date
Chosde & date *

6/272020 o] Edit Address

Jrer, any altorneyis), the

www.dli.mn.gov
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Serving Documents
Serving documents allows you to serve the intervention to select parties on the dispute.

Filing a Form with an Affidavit of Service Serving Documents Receiving Service Emails

Electronic Service

Add Service Recipient

* Infilling out the information, FRiS TV mln nk
anything with an asterisk (*) is
required.

« All boxes must be checked to v

declare and confirm, and your

Electronic Signature must be e -
entered exactly as it is in your ,
Campus profile. (=10 o

* Once the filing is submitted, you
can find a record of it by going to

My Queues

My Claims My Dispulzh) IR NN

the My Forms queue on the
dashboard and clicking on the
hyperlink under Form Type.

DEPARTMENT OF
LABOR AND INDUSTRY

m

www.dli.mn.gov

Asscciated To Associated ID Last Updated Status Confirmation Nu.. T
MNone 6212020 Submitted 2048
Request for Inform: Mone S/28/2020 Submitted 2024
Initiate Dispute Mone 5/28/2020 Submitted 2023
Initiate Dispute Submitted 2022
ployee, |
46




Electronic Service

Receiving Service Emails

Filing a Form with an Affidavit of Service Receiving Service Emails

¢« B0 F @ 0 ¢ O ® T .
* When you are served a document Waork Comp Campus: A new document is available ~ inexx & B
electronically, you will receive an T I—— i % % 1 e
email indicating that there is a o
document available for you to .
* This email will only contain basic Dspul : DS.IE026.428
information about the document e ©
and associated transaction. To swe s k] i B s oo thr e, oo e A Campersaton Holre o uppor el e (st sl
* Once you click the hyperlink to log R R R s s e e
in and enter your log in i G R
credentials, you will be taken to prevyrm e
the Document Details page in &
Campus. Pt Looo 2 Sisciber Logo
DA a5 15 o P s, s Tl 16 st of s sy sy by sl peimpmeisncivtin®

m DEPARTMENT OF
LABOR AND INDUSTRY www.dli.mn.gov 47



Electronic Service

Setting up Service of Process Designees
External users will also be served documents.

Setting up Service of Process Designees Document Details Page Demo

DEPARTMENT OF

WD CAa8a i ousar [omermre v ] ®

* Each external entity will have an

assigned group admin, and the

group admin can assign another 0

user, or themselves, as the Service of

Process Designee. I 2T D usrr
*  From the Dashboard, click on your

username on the top right and

My Overview
A Notifications

Mo notifications.

Dashboard » My Groups

My Groups
select My Groups from the drop- T
down menu. htis]
* To assign a Service of Process My Permissions Group Admins Date joined
Designee, click the kabob icon and e
choose Manage Group.
* On this page, it will show all Active b o e
Members and their roles. To assign a [ ctive wembers [
role to a user, click the Edit option in T
the Permissions box under their N et A PR e
name. Smdbgiiillyl ® § 3
N iin andian iy amcerator T esion B
Permissions O[7=]  reswonsns e

m DEPARTMENT OF
LABOR AND INDUSTRY www.dli.mn.gov 18



Electronic Service

Setting up Service of Process Designees

Setting up Service of Process Designees Document Details Page Demo

Manage permissions for Spencer Wilson, Insurance Carrier, Self-insured Employer, andfor Claim Administrator &

* Once this is done, if a document 0 A S e
needs to be served on the s = . e
entity, the user assigned to this e ¥ g
role will receive that document.

Manage permissions for Spencer Wilson, Insurance Carrier, Self-Insured Employer, andfor Claim Administrator &

Adjust the information below to add or remove permissions for the selected user, and click save to make any changes.

Item Pool Selected Items

Designated Contact for Informati sests. from DL Group Adminirator

+

m DEPARTMENT OF
LABOR AND INDUSTRY

www.dli.mn.gov 49



Electronic Service

Document Details Page

Document Details Page

Open Claims

* The Document Details page
shows additional information
about the document along with
related links to associated
transactions that can be viewed.

* To access the page from the
Dashboard, click on the My Forms
queue and click on the hyperlink
under Form Type.

* The Related Links section is useful
and shows any additional
transactions associated to the
document and can be viewed by
clicking on the hyperlink.

DEPARTMENT OF
LABOR AND INDUSTRY

m

Demo

My Overview

My Queues

Asscciated To

Maotion to Interven:

Request for Informs

Initiate Dispute

Associated ID

1

Upcoming Events

Last Updated

0

New Documents

Confirmation Nu...

Submitted 2048

Submitted 2024

Submitted 2023

www.dli.mn.gov

Dashboard » Dacument 50035593769

Document: DO-03-5593-769

xxxxx es oy
Spencer Wilsan

Created Date
622020

updated iy
spencer Wilson




Demo

. . In this demo, you
~ s Will see how to...

* Filing a Form with an
Affidavit of Service

m DEPARTMENT OF
LABOR AND INDUSTRY
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Campus Overview & Benefits

Getting Started With Campus

Group Management

Claim Access

Claim Overview

Electronic Service

Requests for Information 20 min

DEPARTMENT OF
LABOR AND INDUSTRY

5 min

60 min

20 min

20 min

20 min

20 min
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Request for Information |

Request for Info Email & Webform
When an internal user sends a Request for Information to an external user, they will receive an email with instructions on how to respond, as

well as the number of days they are expected to respond within.

Work Comp Campus: There is a Request for Information Awaiting Your & B2
Response o
Minnesota Department of Labor and industry - sorosrtenza g Tuee, Mary 26, 356 PM (16 how's ) ir =
EC-:".:'
A reguest for information has been sent on Compliance Case: CS-03-4370-220. Click hara to msp

0 C:3 3250 rerspnd e request theough the Submit 3 Flling drop-down on the C ity code 5159 The securit
code will sxpirs in 30 calendar days

hak

Mannesota Department of Labor and nchestry

Minnesota Department of Labor and Industry

443 Lafayetie Road N 5t Paul. MN 55155

o the sender This emal may contain confidential or privileged information i you
he intended recipiont p 2 Department of Labor and Industry
all copies of this emall and the atachments
i apdy [ ) ard

m DEPARTMENT OF
LABOR AND INDUSTRY www.dli.mn.gov 53



Request for Information |

Request for Info Email & Webform

Navigation to the response is possible in two ways:

1. Do not navigate from the email link and use the PIN, which was sent in the email.
2. Navigate via the Submit a Filing dropdown in the dashboard. (Screenshot below)

My Overview

0

Open Claims

A Natifications

0 No netifications.

anunrepored inuny | DOCUMENtS

My Queues

m My Disputes My Forms

My Events = 0

May 2020 < 2
Su Mo Tu We Th Fr Sa

Campus File ... Employee Employer Claim Admin Date of Injury Status

This will prompt to enter a PIN, which will link responses to the correct request for information. Clicking the link in the email,

will not require to entering a PIN. The log-in page will display, and from there, directly to the webform submission. If already
logged into Campus, the webform will display.

m DEPARTMENT OF
LABOR AND INDUSTRY www.dli.mn.gov 54



Request for Information |

Request for Info Email & Webform

On the next page, there are two buttons: Download and View Document. The Download button will allow the download of the actual request
for information, while the View Document button will be able to view it in the browser.

Request For Information
[ e

PIN Validation Response Details

RFI Test Template.pdf

Supporting Attachments

File Name File Type Description Remove

Submit Farm

The response cannot be submitted without a document uploaded. Once a document or multiple documents have been
uploaded, they click Submit to complete the response.

Supporting Attachments
<4 Upload Document

File Name File Type Deseription Remove

RFI Response.doox supparting Attachment for Response 1o Request for Information Supporting Attachment for Response to Request for Information [ ]

m DEPARTMENT OF
LABOR AND INDUSTRY
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Request for Information |

Request for Info Email & Webform

Once a response has been submitted, the process has been completed. The user who submitted the response can view it on the My Forms

Queue on their dashboard.

My Overview

0

Open Claims

My Queues

Form Type Associated To

Request for Info Complaint Inve...

My Claims My Disputes [IETET1GH

Associated 1D

5-03-4329-220

0

New Documents

0

Upcoming Events

|5 of your Review documents in the

Status Confirmation ... T

Last Updated

52712020 Submitted 1936

Showing (1-1) of 1 1

A Notifications

No notifications.

My Events

May 2020 £ 2

S5u Mo Tu We

DEPARTMENT OF
LABOR AND INDUSTRY

m

www.dli.mn.gov
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Demo

. . In this demo, you
~ s Will see how to...

* TBD

m DEPARTMENT OF
LABOR AND INDUSTRY




Congratulations in completing

Campus 101 for Attorneys!

Reach out with any questions to <placeholder support email>.

M MINNesOTA

WORKERS’ COMPENSATION
MODERNIZATION PROGRAM
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Thank you!

M MINNesOTA

WORKERS’ COMPENSATION
MODERNIZATION PROGRAM
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