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The purpose of this note is to pass on to you additional information about the Department of Labor (DOL) EDI program. 

Electronic submission of CA-1 and CA-2 claims forms will be available starting June 10, 2002.  

Federal agencies continue to have difficulty submitting employee injury compensation claims within the regulatory time frames.  Claims that are untimely filed can delay the payment of compensation benefits to the employee as well as delay efforts by OWCP to assist the employee in returning to work.  To this end, the Office of Worker’s Compensation Programs (OWCP) is placing greater emphasis on the timely submission of claims by agencies and is taking a more proactive role in tracking timeliness statistics and communicating these figures to the upper level of an agency’s chain of command.  DoD Component claims usually only meet the regulatory filing requirements about 40% of the time.  DOL has developed a way to submit claims electronically through a program called EDI (Electronic Data Interchange). This program should prove invaluable in assisting Federal agencies meet the filing requirements imposed under the FECA.   

The EDI program will permit CA-1 and CA-2 Claim Forms to be electronically transmitted to DOL thus eliminating the delay caused by mailing the forms through the Postal Service.  Additionally, claim numbers will also be assigned and transmitted electronically to the employing agency by DOL, allowing for faster processing of medical bills and supplemental information regarding claims. This Service is available only to installation Injury Compensation Program Administrators (ICPA) who have DIUCS2000 accounts and are enrolled in the EDI Program. (If you are an installation ICPA and do not have a DIUCS2000 account, you can get the information you need to request an account at: http://www.cpms.osd.mil/icuc/icuc.htm (“Apply for ICUC Password” section).

In order to take advantage of this option made available by OWCP, the DoD Civilian Personnel Management Service (CPMS) has developed a secure Web-based program to transmit CA-1 and CA-2 forms to OWCP. This system will allow the supervisor and the employee to use a personal computer (with Internet access) to fill out the CA-1 or CA-2, as appropriate.  The claim is then submitted to DOL through the ICPA.

On June 10th we will provide you with two sets of Power Point slides to help you understand the EDI Process.  The first set describes how the employee and supervisor use the EDI claim form.  The second set discusses how the ICPA uses the EDI program.  We recommend that you use this information to brief your chain-of-command.  You are also welcome to use this presentation for the training you plan on giving.

SPECIAL NOTE:
The EDI Program will automatically put your DOL CPO Code in the claim form.  It can only associate the ICPA with one DOL CPO Code.  This code will be automatically included in all claims you prepare.  ICPAs who service more than one DOL CPO Code must confirm the Code’s appropriateness as part of their review process.  The appropriate code must be inserted if the default code is not appropriate. Please identify the DOL CPO Code that you want used as the default code.

“ALIAS” EMAIL ADDRESS:

The EDI email exchange depends on a unique, standard, email address for all ICPAs on an installation.  This email address is in addition to the one you now have.  This address is a "group" address that supports all ICPAs in your injury compensation office.  Email sent on this account is only for exchange of claim-related information.  This address is intended only for Email generated by the EDI program.  To open EDI email you use your DIUCS2000 account information.  

Ask your information systems office to establish a single email address for you, and any other ICPAs in your office that need EDI access.  The following example shows the necessary format:  "ICPA@INSTALLATION.COMPONENT.MIL".    

EDI ENROLLMENT:

To enroll in, and use, the EDI Program it’s necessary for you to take these steps:

1. Be officially designated as the installation ICPA.

2. Have a current DIUCS2000 account.

3. Email your EDI email address to peter.krah@cpms.osd.mil.

4. Include in your email-

a. Name(s),

b. Base name(s),

c. State(s)--listed in the same order as the bases,

d. Component,

e. Agency CPO Code(s)-- not the DOL CPO Code,

f. Individual email address(es),

g. EDI ICPA email address(es),

h. ICPA phone number(s),

i. Agency Chargeback Code(s),

j. Agency CCPO code(s), and 

k. DOL CCPO code(s)—if you service multiple codes, identify the default code.

FREQUENTLY ASKED QUESTIONS:

GENERAL:

1. When will the EDI Program will be available in DoD?  

The EDI Program will be available to DoD personnel beginning June 10, 2002.

2. Did DOL advise national union headquarters of their plan to implement EDI in the DoD? 
Yes, since DOL  “owns” the EDI program, it advised national union headquarters early in 2002 of its intent to deploy EDI.

3. Is there a charge for using the EDI Program?  
There’s no cost for using the EDI application.

4. How secure is the transmission of EDI information?  
The transmission of EDI data is done over a certified and accredited system, using secure web sites and state-of-the-art encryption.

5. How secure is the EDI data in the DOL database?  
The EDI data is very secure.  DOL has successfully safeguarded very large quantifies of sensitive personal and financial information for many years.  They have extended these same security features, and added new ones, to protect the EDI information.

6. What precautions are there to recover EDI information that’s lost for some reason?  
The chance of any EDI data being lost is extremely small.  But, if this should ever happen, EDI information is kept in multiple, geographically separated, locations.  If the record in one location is lost, the information can be recovered from one of the other locations.

7. What’s stopping just anybody from going into the ICPA’s EDI web site and seeing information on my claim?  
Access to the ICPA EDI web site is controlled.  Only authorized personnel, with the necessary password information, can get in the web site.  When an authorized individual is allowed in this web site, only the serviced records may be viewed.

8. Must I use the EDI Program for filing injury compensation claims?  

The EDI Program is a much quicker method for transmitting claims to DOL. While DoD and DOL strongly recommend using EDI, EDI is not a mandatory program.

EMPLOYEE/SUPERVISOR:

9. How can supervisors get a blank CA-1 or CA-2 claim form?  
DoD supervisors may pull down a blank claim form from this web site:  https://isdmid1.cpms.osd.mil/web_html/static_java_edi_sup.html.  The form is completed, and submitted to the ICPA, electronically.  (Supervisors may want to include this web site in their Internet “Favorites” so that the forms are readily available to them.)

10. Is there any special software or hardware the employee, or supervisor’s, computer must have to run EDI?  
For the employee or supervisor to access EDI, their computer must have access to the Internet.  (If the computer uses a modem, its speed must be at least 56 KB.)

11. What information must a supervisor have to create an EDI claim?  

The supervisor must have at least the injured employee’s SSN and Date of Birth to create an electronic claim.

12. How long does it take the EDI claim form to get from the supervisor to the ICPA?  
It’ll generally take no more than 15 minutes from the time the supervisor submits the claim. 

13. I tried creating an EDI claim for an employee but the system gives me a note telling me that information for the SSN and Date of Birth (DOB) I used is not available on-line.  What do I do?
There may have been a “typo” in the information you put in.  Put the SSN and DOB in again, making sure that it goes in exactly the way you want it to go in.  If you still get the note, it may be that:

a. There’s an error in the SSN or DOB information you have.

b. The employee’s SSN or DOB information was entered into the agency’s official personnel records incorrectly.  (Contact your ICPA.)

c. The injured individual is not a DoD employee (for example, the person may be a contractor, or the employee of another federal agency).  (Contact your ICPA.)

d. The injured individual is a recently hired DoD employee whose records have not been loaded into the agency’s official personnel files.  (See the next question.)

e. The individual is no longer employed at your agency.

14. I’m trying to create an EDI claim for a new employee but the EDI Program won’t let me.  What do I do? 
The EDI program probably won’t let you create an EDI claim because the new employee’s personnel record has not been loaded into your agency’s official personnel files yet.  EDI will let you complete and print the claim form on the computer.  The note will advise you to have the form signed by the employee and you; then manually send the claim to your ICPA.  This information is not submitted electronically.  The same thing will happen if you try to create a claim for a separated employee whose record no longer exists in your agency’s personnel files.

15. What do I do if my employee is injured twice in the same day, or during the same shift?  
Submit an EDI claim form for the first injury.  Use a “paper” claim form for the second claim.

16. I noticed that the block on “COP” (number 15) has three choices: COP, Sick/Annual Leave, and Unknown.  When do I use the “Unknown” category?  
“Unknown” is used when the injury happens to a person who is ineligible for COP. (For example, a student or a volunteer.) 

17.  How do I record the work hours for an employee who has an irregular work schedule?  
In a situation like where a firefighter is injured, you show the hours of work as scheduled for the week when the injury occurred.  Add a comment in either block 28, 35, or 38, indicating the specific and complete work schedule details so that the DOL Claims Examiner has a good understanding of the employees work schedule.

18.  Will DOL still send the injured employee claim confirmation in the mail?  

DOL still expects to confirm receipt of a claim—along with notifying the employee of the claim number—by mail.  The ICPA should inform claimants to look closely at the mailing label of the CA-14 DOL mails them.  The DOL Claim Number is printed on the CA-14 mailing label.

19. I can’t get to the EDI Forms web site.  What do I do?  
Contact your activity’s ICPA or Help Desk for technical problems related to your local computer system.  

20. I can get to the EDI web site but I’m having trouble making the program do what I need it to do.  Who can help me?  
If you can get to the EDI web site but some part of the program isn’t functioning

correctly, contact your ICPA.
INJURY COMPENSATION PROGRAM ADMINISTRATOR (ICPA):

21. Is there any special software or hardware the ICPA’s computer must have to run EDI?  
If the ICPA’s computer already accesses DIUCS2000, it can access EDI.

22. Can I elect to submit an EDI claim form that was generated manually by the employee or supervisor? 
Yes, we strongly recommend sending all claims electronically to DOL.  EDI gets the DOL review process started faster and it avoids potential mail service interruption.

23. How does the ICPA access the EDI web site?  

The ICPA uses their DIUCS2000 access information to log on to the EDI web site.

24. How does the ICPA know that an injury compensation claim has been submitted for review?  

When a supervisor submits a claim, the ICPA will get a message within 15 minutes from the time it is sent in.  The EDI Program will automatically send an email to the ICPA, saying that there’s a claim ready for review. 

25. How does the ICPA see the claim ready for review?  

The ICPA receives an automatic email from the EDI Program.  It tells the ICPA that:  

a. There’s a claim waiting for review and authentication.  And,

b. It tells the ICPA the claim form is available at this web site: https://isdmid1.cpms.osd.mil/web_html/static_java_edi_icpa_review.html   (ICPAs may want to add this web site to their Internet “Favorites” so that the forms are readily available).

26. What does the ICPA do with the EDI claim form when it’s received from the supervisor?
The ICPA reviews the claim for the same things a paper claim is reviewed (for example, make sure that the claim is accurate, clear and complete).  Additionally, the ICPA needs to at least:

a. Insert the COI, NOI, Anatomical Location, Chargeback and DOL District Office codes.

b. Consider inserting the Type, Source, and OSHA Site codes.

c. Verify that the DOL CPO code accurately reflects the DOL CPO code for the injured employee.

d. Insert an explanatory note in Block 36 if controverting. 

e. Print and keep a hard copy of the claim containing the information added.  (The claim form is a Department of Labor document and they can request it at any time.  The form is not to be destroyed.)

f. Submit the electronic claim.

27. Since the injury claims are all being sent to DOL electronically, why is our local office keeping the hard-copy claim form?  
DOL requires that the signed hard-copy claim form be kept in the agency’s official records for now.  It’s expected that this requirement will end when it’s possible to electronically submit the complete claim form.  If DOL ever needs a particular hard-copy claim form in the future, it will direct the ICPA to send it to them.

28. I’ve received the EDI claim form for review but I don’t have all of the supporting documentation.  Should I wait until I receive the additional information before approving and submitting the claim form?
The ICPA should not wait for supporting documentation to send the claim to DOL.  Submit the EDI claim as soon as possible.

29. The EDI process allows me to send DOL only the claim form.  How do I submit supporting documentation or controversion information?  
Hold this additional documentation until you receive the official claim number from DOL.  When you have the claim number, attach it to the additional documentation and send it to: DOL, PO Box 8300, London, KY 40742-8300.  (Review your local DOL guidance concerning the documents that are to be sent to your DOL District office, such as the CA-16.)

30. Do Lost Time/No Cost claims need to be reported now that we’re using EDI?  

Where it’s a “No Lost Time/No Medical Costs” injury, the ICPA keeps the hard copy in the Employee Medical Folder (EMF), just like before.  The electronic claim form is not submitted.  If later on this situation changes, send to DOL the hard-copy claim form that’s on file in the EMF, just like you do now.

31. Why is the Component not allowed to forward claims directly to DOL?  

DOL requires that all DoD EDI transactions be “batched” and submitted through a central clearing-house.  DoD CPMS is the Department’s EDI clearing-house.  

32. If the EDI is supposed to send all of the claim form electronically why does the employee and the supervisor have to sign the form by hand?  
This is a temporary requirement.  DOL is still working on an acceptable electronic signature (like a Personal Identification Number, or PIN, for a debit card).  Until an acceptable electronic signature is found, claim forms will have to be signed by hand. 

33. The first EDI claim form screen shows an “EDI Claim Number 100000197”.  Is this the DOL Claim number?
The EDI Claim Number is not the same as the DOL Claim Number.  The EDI Claim Number is used only to track electronic submissions within the EDI Program.  DOL assigns DOL Claim Numbers only after they’ve received the claim.  (The information inside the “Claim Information” block is for DOL and CPMS administrative use only.)

34. I noticed that the DoD is telling the ICPA to fill in some blocks—like the NOI and Type code blocks—that has always been filled in by OWCP.  Is this right?
Yes, that’s right.  The ICPA must fill in all white fields, and may fill in any yellow field, as appropriate.  While the DoD EDI application was being developed, OWCP and DOD agreed the ICPA, being the closest party to the actual injury, could put in the information considered most appropriate for the particular claim.  Inputting this data will also let you analyze your data better since these fields will have specific data rather than the generic codes (e.g., 99) that DOL has used.  Because of administrative considerations, the hard-copy claim form is not being changed.

35. Where can the ICPA find the description for codes like “NOI” and “COI”?
The ICPA can get the description for these codes (and others like the correct state abbreviations) by putting the cursor in the appropriate field.  Next, hold down the “Ctrl” and “L” keys at the same time.  Doing this brings up a list of all the codes for this field.  Select the appropriate code and then “click” on “OK” and the code you choose will automatically appear in the correct field.

36. How long does it take the EDI claim form to go from the ICPA to DOL?  
DOL will normally receive the claim form within 24 hours of the ICPA sending it.

37. Will the EDI Program perform a Quality Control (QC) check of the claim information before it’s submitted?
The EDI Program does a limited QC check before the supervisor and the ICPA submit the claim.  This review ensures that the mandatory fields contain information and some other checks—such as making sure that numbers are entered where numbers are required.  EDI doesn’t review the quality of the information—for example, it does not notify ICPA the employee’s home mailing address is incorrect.

38. Can I find out if DOL received the EDI claim that I submitted?  
Yes.  Within 48 hours of receiving the claim from the ICPA the DOL will let the ICPA know it was received.  If there were no transmission errors, DOL will send the ICPA confirmation that they received the claim, and also give the DOL Claim Number.  If there was a problem with the claim form transmission, DOL will send an email back to the ICPA, describing the technical problem.

39. How does the ICPA find out an EDI claim’s DOL number?  
When DOL creates a claim number they send it to CPMS in an electronic notice.  We will send the ICPA an email, which includes the claim number.  

40. Is the EDI claim information entered into the DIUCS2000 database when the supervisor submits the claim to the ICPA?  
No.  When the supervisor submits the claim to the ICPA the claim is still being processed.  The EDI claim information is entered into the DIUCS2000 database only after the ICPA authenticates and submits the claim to DOL.

41. When does the information submitted by the EDI program show up in the DIUCS2000 database?  
EDI information is in the DIUCS2000 database the day after it’s authenticated by the ICPA.

42. Will EDI eliminate my need to create a claim in DIUCS2000?
Yes.  EDI will automatically create the claim in DIUCS2000 for you once you’ve authenticated it.

43. Once EDI is in place, how do I search for claim information?  
If you want information before you receive the DOL claim number you may search using the employee’s DOD temporary claim number, SSN, DOI, or name.  Once you receive the DOL claim number, you can also search with the DOL claim number (and can’t search using the DoD temporary claim number).  

44. Does the fact that DOL sent me a claim number mean that they have accepted my claim?  
DOL assigns a claim number in order to track claims they have received.  It does not indicate one way or the other whether DOL will accept the claim.

45. I know that supervisors have submitted claims for my review but I haven’t received any “notification” emails.  Why not?  
If your information systems branch has already set up an Alias Email Address for you the problem may be that it’s expired.  Some security procedures automatically cancel an email address if it’s not used regularly.  Check with your information systems office to see if this has happened to you.  (For more information see the section titled “Alias Email Address”, above.)

46. Why does the ICPA have to keep two copies of the same EDI claim form (the one the supervisor sent and the one the ICPA printed out)?
Keeping the claim form printed by the ICPA is required.  Without this copy the ICPA does not have a complete record of the claim information she sent to DOL.

47. What happens if I still have questions about EDI?  

If your questions are about the actual claim (like “can I controvert COP”, or, “what’s the appropriate NOI code for this claim?”), please contact the DoD Injury Compensation Liaison that supports your office.

48. I can’t get to the EDI web site, or my ICPA EDI email.  What do I do?
Contact your activity’s Help Desk for technical problems related to your local computer system.  

49. I can get to the EDI web site but I’m having trouble making the program do what I need it to do.  Who can help me?  
ICPAs who can get to the EDI web site but some part of the program isn’t 

functioning correctly, call Pete Krah, at Commercial 703/696-1987, or DSN 

426-1987.
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