FAQ’s for Web Portal
**If you need additional support, please contact us at 855-PORTAL4 and we will be happy to assist.**
1.) Can I submit a referral through the portal?

a. Yes.  We have tabs located on the main screen that link  you to the workers’ compensation referral form, as well as the liability referral form.

2.) When I submit a referral form through the portal, will I be notified?

a. Yes.  If you populate your email address at the bottom of the referral form, you will receive an automatic notification of the referral as soon as you submit.

3.) Can I change my password?
a. Yes.  Located at the top right corner of the portal is a Change Password link.  Once you click on that you will be able to reset your password to one of your choosing.

4.) Can I search for a claimant by something other than the claim number?

a. Yes. We’ve also provided search fields for the claimant’s Social Security Number, First Name and Last Name.
5.) How do I find the documents associated to a claimant?
a. After searching for the claimant you will be provided with a link to their information.  Click on the claimant’s name and you will be taken into a list of their services that have been requested, along with details regarding that service.  Located at the top there is a tab labeled Case Documents.  All documents available for that claimant will be listed under that tab.
6.) Can I print my documents from the portal?

a. Yes.  Once you have located the Case Documents associated to a file, you can click on the link provided for each document.  Your document will then pull up in PDF format, and you can print or save it from there.
7.) Can I import documents from the portal?

a. Yes.  After you have submitted a referral to our company and we have created a case in our database, you can upload the claimant’s file information through the portal.  Once the file has been created you will see that claimant’s link available under your log in.  After clicking the link, you’ll see an Upload Document tab located at the top.  Once you are in the Upload Documents section, you can browse your database and select the file that needs to be included with the claimant’s information.  Once the file that you want to include is listed in the Name section, click the Upload button.  You should see a confirmation note pop up if the upload was successful.

8.) I have a document that would not successfully upload.  Why?

a. There is a maximum size limit of 100 MB for uploading files.  Please check the file you are attempting to upload to see if it is over the max.  If it is, we suggest splitting the larger file up into several smaller files that fit under the max MB allowed.  If you are still unable to upload, please contact our support team at 855-PORTAL4.  
