Filing a CA-1 in ECOMP - Instructions for Employees

Please use the instructions below to fill out a CA-1 in ECOMP. Since the completion of a CA-2 in ECOMP is similar to a CA-1, these
instructions can also be followed in the case of an occupation disease claim.

To file a new workers’ compensation claim, visit the ECOMP homepage at: https://www.ecomp.dol.gov/#.

If you have already registered for an ECOMP account, click on “Sign In” in the upper right corner of the ECOMP
homepage.

If you have not registered for ECOMP, select “Register with ECOMP” or visit https://www.ecomp.dol.gov/#Register and
complete the information required to establish an account in ECOMP. Once this has been completed, please return to

these instructions to file a workers’ compensation claim with the Department of Labor.
Information about filing a form in ECOMP can be found at:

e Overview: https://www.ecomp.dol.gov/content/help/HowToFile.html| and

e Training Slides/Videos: https://www.ecomp.dol.gov/content/help/FilingFormsAsAninjuredWorker/index.html

For additional assistance with ECOMP, please contact NOAA’s workers’ compensation contractor, Managed Care
Advisors, Inc. (MCA). MCA can be reached on 1-844-DOC-CLAIM (1-844-362-2524) or
DOCWCClaims@managedcareadvisors.com.
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Clicking on “Sign In” brings up a pop-up window. Type in the email address and the password you established when you
registered for ECOMP. Click on “Sign In.”



If this is your first time signing in to ECOMP, you will be directed to the Rules of Behavior screen. Note that the
checkbox and Continue button to indicate agreement with the rules are still greyed out. The entire Rules of Behavior
must be reviewed by scrolling down before you can indicate agreement with them.

See Page 6 of this document if you have already signed in to ECOMP during an earlier session.

Scroll bar for
Rules of Behavior

Checkbox




Once all of the Rules of Behavior have been reviewed, click in the checkbox to indicate agreement and then click
“Continue.”



The next screen brings you to your Employee Dashboard.

Click on “File an OSHA-301, CA-1 or CA-2” if you want to file a new workers’ compensation claim with the Department of

Labor. If you want to file a CA-7 for a case that has not yet been entered into ECOMP, select “File New CA-7 for a Case
Not Listed.”

Note that the remainder of these instructions are directed at the completion of a CA-1 in ECOMP.
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Selecting “File an OSHA-301, CA-1 or CA-2” brings you to the following screen. The information is pre-populated based
on the registration information you provided. If the information is correct, click on “File a CA-1 or CA-2.” If the
information is not correct, use the drop-down menu to select the correct Duty Station (your Line or Staff Office). Then
click on “File a CA-1 or CA-2.”

*Note: Do not use the “Filter by State” function because NOAA’s offices are not organized this way in ECOMP. All of
NOAA’s claims appear in ECOMP as if the Duty Station is in Maryland despite the physical location of your office.



The following screen appears. Click on “File a CA-1 or CA-2.”.
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Determine which is the proper form to use to file a claim for your injury and click on the appropriate button. In this
example, we will choose “Select CA-1 & Continue.”
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The following screen appears requesting personal information.
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All of the fields except “Grade” and “Step” are required. You will receive an error message if the required fields are not
completed. Please note that it is important to check that your name and mailing address are in upper/lowercase and are
punctuated correctly. This information establishes your permanent record at the Department of Labor.

If you are an employee covered by the Commerce Alternative Personnel System (CAPS), type the number (not Roman
numeral) of your grade (i.e., “4” instead of “IV”) and the number of your interval as the step. If you do not know your
interval, you can leave the step field blank.

**Under Who should review this form?**

Please make sure that you have provided your supervisor’s correct email address, particularly when it could be a
common name. Please make sure that you include the dots (periods) in the email. For instance, the correct email
address is jane.smith@noaa.gov not janesmith@noaa.gov. Please ensure that you include your supervisor’'s middle
initial in the email address if that is how it is listed in the NOAA Staff Directory: https://nsd.rdc.noaa.gov/.

If you believe you have made an error or need to change supervisors once your CA-1/CA-2 has been submitted, please
send an email to DOCWCClaims@managedcareadvisors.com with the name and email of the new supervisor to whom

you want to re-route the form.

Click on “Continue” once all of the required fields have been completed and the “Continue” button turns green.
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The following screen appears requesting the details of the injury. All of these fields are required except for the second
line under “9 Place where injury occurred.” The “Address,” “City,” and “State” are also not required, but the Zip code IS
required.
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On Line 10 “Date injury occurred”, the “Time” section can be tricky. You must first click on the clock to the right of the
box in order for the time drop-down menu to appear. Make sure you select “AM” or “PM” before selecting “Continue.”

$=mmmmmm Clock
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At any time, you can select “Save Progress for Later” on the left side of the ECOMP screen. Doing so brings up the
following pop-up window.
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After hitting “Continue” on the previous screen (see Page 13), you will see the Witness Statement Screen.

If someone witnessed your injury, please provide as much information as possible about that person. If there was no
witness, you can leave this section blank and select “Continue.”
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If you have any medical information or a witness statement that you would like to add to your claim, select “Attach New
Document.” You do not have to attach any documents and can simply hit “Continue” here if appropriate.
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If you select “Attach New Document,” the document folders on your computer will open. Find and select the
document(s) you would like to attach and hit “Open.”

17



The following screen appears requesting information on the type of document you are uploading (Medical or Non-
Medical) and the day the document was authored. Select “Upload Document” when you are done.
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The next screen allows you to review the information you just added to your CA-1. If it is correct, select “Continue.” If it
is not correct, you can edit it by selecting “Go to Field” when you hover over each line item. Correct the information and
click “Back” to return to this screen and “Continue” to return to filing your form.

Mary L Fisher

National Marine Fisheries Service — C/O MCA, Inc.
Bethesda, MD 20824
John.adams@noaa.gov

19



The next screen is the final process before forwarding the CA-1 to your supervisor.

You can place a check in one or both of the options below (a. or b.) or leave both boxes blank if you do not anticipate
being disabled for work. You can always change your mind later regarding the type of leave you use or if it is
determined that you are, in fact, disabled for work. More information about Continuation of Pay (COP) can be found in
Chapter 5 of the CA-810: http://www.dol.gov/owcp/dfec/regs/compliance/DFECfolio/CA-810.pdf.

Questions about COP can be directed to NOAA’s workers’ compensation contractor, Managed Care Advisors, Inc.
(MCA). MCA can be reached on 1-844-DOC-CLAIM (1-844-362-2524) or DOCWCClaims@managedcareadvisors.com

Select “Sign & File Form” when you are ready to submit the CA-1 to your supervisor for the completion of his/her section
of the form.

Marv Fisher
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The following pop-up message appears. Review and click on “I Agree.”
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The following screen will appear showing that the form is pending review by your supervisor. Once your supervisor has
completed his/her section of the form, you will receive a confirmation email to this effect. The form will then be
forwarded to an Agency Reviewer who will then submit it to the Department of Labor via ECOMP. You should receive a
claim number within 24 to 48 hours of the claim being submitted to the Department of Labor, sometimes even earlier.

Marv Fisher
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When you sign in to ECOMP again, you will see your Employee Dashboard that lists all of the claims you have filed. You
can use this screen to file CA-7s (if necessary) for any claim already initiated in ECOMP. This screen can also be used to
file CA-7s for claims that were not initially filed via ECOMP.

Additional questions about ECOMP or workers’ compensation in general can be directed to NOAA’s workers’
compensation contractor, Managed Care Advisors, Inc. (MCA). MCA can be reached on 1-844-DOC-CLAIM
(1-844-362-2524) or DOCWCClaims@managedcareadvisors.com
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