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Quick reference guide:
Responding to a request for information (RFI)

Request for information

“Request for information” covers a broad number of topics, but is used by DLI to formalize the process
when it requires information or documentation from any individual or entity who is a part of the
workers’ compensation system.

Requesting information by email or webform

When an internal user sends a request for information to an external user, they will receive an email
(below) message with instructions about how to respond, as well as the number of days they are
expected to respond within.
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Navigation to the response is possible in two ways:
1. navigate from the email link which was sent in the email message, and do not use the PIN; or

2. navigate via the Submit a Filing drop-down menu in the dashboard (see screenshot below).
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Access a Case or Claim

My Overview

VRU Rehabilitation Consultation Request ‘ Notifications
Trading Partner Profile Registration No notifications.
nitiate a Dispute
Open Cla | mS U F Request for Guidance with an Unreported Injury ! DOCU ments
View Open Appeal/Petition
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Submit Election To Exclude

My Queues

My Disputes My Forms
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My Events

May 2020 < >
O Include Inactive Y

Su Mo Tu We Th Fr Sa

Campus File... Employee Employer Claim Admin Date of Injury Status 1 2

No data found

This will prompt you to enter a PIN, which will link responses to the correct request for information.
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Dashboard Request For Information

Request For Information

PIN Validation Resy e Deta

A one time PIN has been provided via email or US Malil. Enter the PIN below to respond to the Request for Information

Pin*

Enter Cance
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Clicking the link in the email message, will not require you to enter a PIN. The login page will display and,

from there, the user will go directly to the webform submission. (If you are already logged into Campus,
the webform will display.)

There are two buttons on the next page: Download and View Document. The Download button allows
the download of the actual request for information; the View Document button allows you to view the
document in the browser. To respond to the request for information, click Upload Document.

Request For Information

PIN Validation Response Details

Read the details of the request in the document below and attach all requested information and supporting documents,

RFI Test Template.pdf

Supporting Attachments

4 Upload Document
File Name File Type Description Remove
RFI Response.docx  Supporting Attachment for Response 1o Request for Information Supporting Attachment for Response to Request for Information [}

| :
i Submit Form Back Cance

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

Supporting Attachments

4 Upload Document

File Name File Type Description Remove

RFI Response.docx Supporting Attachment for Response 1o Request for Information Supporting Attachment for Response to Request for Information '

Submit Form Back cance:

After a response has been submitted, the process is complete. The user who submitted the response
can view it on the My Forms queue on their dashboard.
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My Overview
A Notifications

0 0 o No notifications.

Open Claims Upcoming Events New Documents
View detalls associated to your View and edit the detalls of your Review documents in the
claims in the My Queue portal events in the Events portal Notifications panel to ensure
accuracy

My Queues -

yQ My Events = 0

My Claims My Disputes UVAL I
< >

Form Type Associated To Associated ID Last Updated Status Confirmation ... ) 6 May. 2020

Su Mo Tu We Th Fr Sa

Request for Info Complaint Inve... C€S-03-4329-220 5/27/2020 Submitted 1936

Showing (1-1) of 1 1 Items per page 10 i

Specific requests

DLI may also request specific information, which may follow a different process than the standard
requests for information. Several examples are laid-out below.

Prompt action

DLI can send alerts to claim administrators when their first action is past due. The claim administrator
will receive an email message indicating what is needed and with a link that will take them to the
associated claim. In the claim, the claim administrator can view the details of the request and take the
necessary action. Any filing can be done by using the Submit a Filing button and choosing the
appropriate submission.
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Work Comp Campus: Prompt First Action on Claim D e « s 2
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I you nesd futher sesstance, please contact | EDI Team Email Address |
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443 Lafayetie Road N St Paul, MN 55155

Web: www,dlmin ooy

oo

o Twitler L0ga Lo Subscriber Logo
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& Reply » Forward

Missing benefits webform

Campus can be used by external parties to submit missing benefits. To file, go to the External Claim
Details page and click the Submit a Filing button.

Craig Robinson: Injury on 6/01/2020
; Defantt Status Paceroider "~ Submit Filing
Campas File Number @ Imployee Date of Infury Part of Body Injured
059191531 Craig Robinson 6/1/2020 10: Multiple Head Injury
Employer Insurer Claim Administrator @

Taylor Tools New Brighton insurace New Brighton Insurace

Claim Overview -

Clam invoived in Dispute Claim Denied by Insurer Employee Returned Yo Work Employee Consuited for Vocational Rehab

Employee Recening iIndemnity Benefits

Claim Details a

Campus File Number @ Claim Type @
059191531

Date of injury Time of Injury
6/1/2020 12:00 am

Employee * tmployer *
EE-02-5696-957: Robinson. Craig ER-02-5696-950: Tavior Tools

In the Filing Name drop-down menu, select Missing Benefits. Click Save when complete.
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Submit a Filing

Please indicate the type of filing you wish to make. Note that these Filing options are specific to Claims, will use data from this transaction, and will be
associated to this transaction

Craig Robinson: Injury on 6/01/2020: CL-05-9191-531

Please indicate the type of filing you wish to make.

Name
issing Benefits -

TN

Select the Benefit Period for where to file missing benefits. Click Next.

Benefits Addendum

Benefit Period Selection Benefit Addendum Additional Details

The Benefit Addendum webform i used to submit more specific benefit information upon request by the Department. The information submitted will not override benefit information submitted via EDI or eSROI

Associated Claim
CL-05-9191-531: Robinson, Craig

Select the existing beneft segment(s) from the st of Denefics below related 1o the sefected dasm Mhat you would ke 1o submt this benefit addendum for

Benefit Period *

Cance Save as Draft

After the benefits and benefits period are selected, input the changes that should be made by editing
existing benefits or adding new benefits, and click Next.

Benefits Addendum
o ] 5]
Benefit Period Selection Benefit Addendum Additional Details
Benefits
Next Back Cancel Save as Draft

Provide any attachments or additional details and click Submit Form.
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Benefits Addendum

Benefit Period Selection

Benefit Addendum
Prosde arvy 30000ral explaranon 10r The reaton behrnd submAnNg Mes Benett Addendurm
Explanation
Supporting Attachments
ATLICN 3fry SUDDOTDNG (X eNLADON TRAL yons Debeve will 25451 10 The review Of This bossion
Flle Name File Type Description
WSt De created 10 submit the missing benefit addendurr
Cance Save as Draft
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