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The following steps may be used to complete forms WC-102B, Notice of Representation, and/or 
a WC-102C, Attorney Leave of Absence: 
 

1. Under Attorney Functions select My Claim Files on the home page 
 Step 1 
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2. Click Attorney Documents tab 
3. Select New Forms tab 
4. Select appropriate form 

 
 

 
 

Step 3 
Step 4 

Step 2 
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Complete these steps for a WC-102B: 
  

5. Fill in mandatory fields, such as first and last name, SSN, DOI and then select Search. 
 
 

 
 

Step 5 
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6. Select the check box  for the appropriate claim and click Select and Continue 
 
 

 
 

Step 6 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



ATTORNEY DOCUMENTS 

 
 
 

7. Enter Firm name.   
8. Select from Counsel for Party Name drop down box and select the appropriate party you 

will be representing.  If you represent both employer and insurer select the check box for 
Representing Employer/Insurer.  However, if you represent only one party employer or 
insurer/claims office DO NOT check the box for Representing Employer/Insurer. 

 
Click certification check box and Submit then you will be shown as a party to the claim. 
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Step 7 
Step 8 
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To file a form WC-102C, complete the following steps: 
 

 Click Attorney Documents tab 
 Select WC-102C link 
 Your information will auto-populate based on what’s on file 
 Enter from and to dates, then Add and click Save 
 After each entry, continue these same steps until all dates are entered  
 Review requested leave details prior to submitting, if there are any days that need to be 

removed you will have the option to delete and re-enter 
 Click Submit  

 
 

 
 
 
 
 
 
 
 
 


