Quick reference guide: Affidavit of service
Work Comp Campus has been built to facilitate the serving of documents and filings when required and
allows service to occur both via paper and electronically. During registration, all users within Campus
will be prompted to select a default method of service: electronic or mail.
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2.
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7.

Click Submit a Filing in
the header of the
Campus dashboard.
Select a filing that
requires service.
For example, a Motion
to Intervene or an
Initiate a Dispute
webform.
Complete all of the steps
of the webform up to
the final step, Affidavit
of Service.
In the Serve Parties
step, all parties on the
dispute will be
displayed. 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.

8.

9.

Enter all the required
information, indicated
with an asterisk.
Click Save to add the
recipient.

10. All of the boxes must
then be checked to
declare and confirm, and
your Electronic
Signature must be
entered exactly as it is in
your Campus profile.
11. Click Submit Form.
12. Campus will generate a
document and
electronically serve the
parties being served via
email.
13. Navigate to your My
Forms queue on the
dashboard.
14. Click on the submitted
form in the Form Type
column.
15. Download, print and
mail the form to the
parties being served via
mail. Address labels
have been generated for
these parties and will be
attached.

Helpful tips
•

•
•

External users will also be served documents by Campus. Users with entity group administrator
permissions for their firm can assign users to the role of service of process designee. Users with
this role will be listed in the recipients table (see step 5) for documents being served to their
firm.
After submitting a filing, you are able to see the submission on the My Forms queue on the
dashboard.
Not all filings require legal service; Campus is set up to require the affidavit of service only for
filings that require it.

