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TRAINING OBJECTIVES

FILING A WC-12

WC-12 PART A SELECTION

FULLFILLED WC-12

WC-12 PART B SELECTION

PAY WITH CARD

PAY WITH ACH



LOG-IN PROCESSLOG-IN PROCESS
• Users will log into ICMS using their current credentials

• Underneath the claim menu select Search Existing Claim

 

 



LOG-IN PROCESSFILING A WC-12
• Users must search for claims using at least one search criteria: SBWC Claim Number, Date of Injury, Claimant 

First Name, Claimant Last Name, Date of Birth, and/or County of Injury. 

• Once user has entered appropriate search criteria, results will be displayed below. Locate the Claim 
Number and click on Submit Forms.



LOG-IN PROCESSFILING A WC-12

• Click on WC-12 Request for Copy of Board Record



FILING A WC-12

• A statement will appear informing users not to file a WC-12 for 

the same claimant within a 45-day period as this may incur 

duplicate invoicing.

• Select OK



WC-12 PART “A” 
SELECTION – 

TYPE OF COPIES

• If part “A” is selected, users must choose Yes/No to certify the 

document question.

• Users must then select the type of copies they are requesting; 

Current Case, Priors, Subsequent or Other. 



WC-12 PART “A” 
SELECTION – 

CERTIFY FORM

• Certify the form 

• Select the Party that is making the request from the drop-down 

menu

• Click Submit



WC-12 PART “A” 
SELECTION

• After submitting the form, a confirmation message box will appear.

• Select Close.



LOG-IN PROCESSPROCESSED WC-12 (PAYMENT NEEDED)

• Once the Board has processed the WC-12 request, the user will receive an invoice via email and a scrolling 

message after login, making them aware of the outstanding invoice

• If invoices are not paid before the 10th day, the WC-12 request will be canceled



LOG-IN PROCESSPROCESSED WC-12 (PAYMENT NEEDED)

• Users must select Board Invoices to view any outstanding, paid or in progress invoices

• Invoices can be searched by Claim Number, Invoice Number, Date, Invoice Type or Invoice Status



LOG-IN PROCESSPROCESSED WC-12 (PAYMENT NEEDED)

• Once invoice has been found, users may view the invoice, Pay with Card or Pay with ACH



WC-12 PART “B” 
SELECTION

• If user selects part “B”, all required information must be completed 

& user must choose a payment method.



WC-12 PART “B” 
SELECTION – 

PAY WITH CARD

• If Pay with Card is selected, a Terms and Conditions document will 

appear.

• Please review and then click Accept to move on to the payment 

site.

• Note: A service fee will apply to all credit cards



WC-12 PART “B” 
SELECTION – 

PAY WITH CARD

• IF PAY WITH CARD IS SELECTED, A TERMS AND CONDITIONS 

DOCUMENT WILL APPEAR.

• PLEASE REVIEW AND THEN CLICK ACCEPT TO MOVE ON TO THE 

PAYMENT SITE.

• Please complete all the 

required fields

•  Click Next



WC-12 PART “B” 
SELECTION – 

PAY WITH CARD

• Review your order

• Make any needed changes via 

• Edit Address

• Edit Details

•  Click Pay



WC-12 PART B 
SELECTION – 

PAY WITH CARD

• A Payment Confirmation page will appear

• Notate Acknowledgement Number & 

Transaction ID for future reference

• Once complete, click Go Back to ICMS



WC-12 PART “B” 
SELECTION – 

PAY WITH ACH

• If Pay with ACH is selected, a Terms and Conditions document will 

appear.

• Please review and then click Accept to move on to the payment 

site.



WC-12 PART “B” 
SELECTION – 

PAY WITH ACH

• IF PAY WITH CARD IS SELECTED, A TERMS AND CONDITIONS 

DOCUMENT WILL APPEAR.

• PLEASE REVIEW AND THEN CLICK ACCEPT TO MOVE ON TO THE 

PAYMENT SITE.

• Please complete all the 

required fields

•  Click Next



WC-12 PART “B” 
SELECTION – 

PAY WITH ACH

• Please complete all the 

required fields

•  Click Next



WC-12 PART “B” 
SELECTION – 

PAY WITH ACH

• Review your order

• Make any needed changes via 

• Edit Address

• Edit Details

•  Click Pay



WC-12 PART “B” 
SELECTION – 

PAY WITH ACH

• A payment confirmation page will appear

• Notate Acknowledgement Number & 

Transaction ID for future reference

• Once complete, click Go Back to ICMS



THE END
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