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External Portal Overview  
Definition  
The CARDS application includes a portal for External Administrators and Users to manage data and 

process claims. External Users must be authorized personnel of registered Insurers and licensed TPAs in 

the State of Nevada. Each Insurer or TPA must have an External Administrator setup to facilitate the 

setup and authorization of other External Users.   

Permissions  
The External Admin is the only user that has permissions to add new External Users for that Insurer or 
TPA and can grant or revoke privileges of those External Users. External Administrators can only be setup 

by state employees once requested by authorized personnel of the Insurer or TPA.  

  

Registration Page  
Definition  
The first step required to be setup as an External User is to Register on the CARDS External Portal. The 

Home Page of the CARDS External Portal has a link titled ‘Register Now’ which will direct you to the 

CARDS Registration Page.   

 

Permissions  
A Registered User can only access the CARDS External Portal if an Insurer or TPA has granted access and 

privileges specifically to the user or globally to the TPA. If you’re an authorized External Admin review 
the section on User Management to learn more about how that operation works.  

    

Page Layout  
The Registration Page requires an Email Address and Name be entered and a Password be set up 

and confirmed before you can Register. An email will be sent to the Email Address submitted on 
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the CARDS Registration Page which must be confirmed to be activated as an authorized user to the 

CARDS External Portal.  

 

1. Click the Register Today button or the Register Now click on the CARDS External Portal.  

 
2. Enter a valid Email Address that belongs to the user.  

3. Enter the Name information  

  

How To:  Register as a  New External User   
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4. Choose a password that meets the site requirements.  

5. Click the Register button.  

 
6. Open the registration email and select the link to activate your account.   

 
7. Login to the CARDS External Portal with the credentials you used to register.  
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Login Page  
Definition  
The CARDS External Portal Login Page requires an Email Address and Password to authenticate the user.  

Permissions  
Any Registered User can log onto the CARDS External Portal but only users authorized by an Insurer or 
TPA can access any information or features of the portal.  

Page Layout  
The CARDS External Portal Login Page has a section for the user to log in to the application as well as a 

link to facilitate resetting the user’s password if necessary. It also contains links to the Registration Page 

for new users to register.  

 

    

How To: Login to CARDS External Portal  
1. Enter the Email Address.  

2. Enter the Password.  

3. Click the Log In button.  
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Forgot your password Feature  
Definition  
If an External User is unable to log in to the CARDS External Portal, a password reset can be done by 

clicking the Forgot Your Password link on the Login Page.  

Permissions None.  

Page Layout  
The Forgot Your Password page accepts the Email Address of a registered External User and sends an 

email to the account on file. The External User will need to click the link in the email to be directed to 

the Reset Password Page.  

    

How To: Reset your password to CARDS External Portal  
1. Click the Forgot Your Password link on the CARDS Login Page.  

2. Enter the registered Email Address.  

3. Click the Email Link button.  
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4. Click the link in the Email.  

 

    

5. Enter the Email Address.  

6. Create a new password in the Password field.  

7. Re-enter the password in the Confirm Password field.  

8. Click the Reset button.  
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9. Click the Return to Home button.  

 

10. Login with the new password on the CARDS External Portal Login Page.  

    
Home Page  
Definition  
The Home Page of the CARDS External Portal is the first page that an authenticated user will see after a 

successful login. The Home Page allows the user to choose an action using the Forms and Tools button or 
to choose a direct action for an associated TPA.  
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Permissions.  
All authenticated users associated with an Insurer or TPA can access this page.  

Page Layout  
The External Portal Home Page for Insurers and TPAs has 2 sections:  

1. Header that includes the menu   

2. Associated TPAs (on Insurer’s Page)  OR  Associated Insurers (on TPA’s Page)  

 

    

Special Functions  
The External Home Page for Insurers and TPAs includes a Forms and Tools button that allows you to 

access the functions that you have privileges for. The full list of functions for Insurers is:  
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• Insurer Information Form – Information about the Insurer that is required to be sent to the State 

of Nevada’s Worker’s Compensation Section upon becoming certified and on regular intervals as 

required by Nevada statute.  

• D-38 Create Claim – To register a new claim with the State of Nevada.  

• D-38 Update Claim – To update a claim that has already been submitted to the State.  

• Claims History Form – To retrieve any claims related to an injured employee that the insurer has 

a claim for.  

• Reports – A suite of reports for comparison of an Insurer’s performance in relation to the 

industry statistics.  

• User Access – A feature for External Administrators to administer access and privileges for 
External Users.  

 

For TPAs the Forms and Tools list includes:  

• TPA Information Form – Information about the TPA that is required to be sent to the State of 

Nevada’s Worker’s Compensation Section upon becoming licensed and also on regular intervals 

as required by Nevada statute.  

• User Access – A feature for External Administrators to administer access and privileges for 

External Users.  

    

TPAs can also be granted a global privilege that allows all users associated with the TPA to manage claims 
for Insurers that it’s contracted to do business with. These privileges appear on the External Portal Home 

Page as buttons in line with the Insurer that granted the privileges.  
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User Management – Insurers and TPAs  
The CARDS External Portal allows External Administrators to manage the privileges of the External Users 

associated with Insurers and TPAs on the User Management Page.  

Insurer User Management  

Definition  
The CARDS External Portal allows External Administrators to manage the privileges of the External Users 

associated with an Insurer on the User Management Page.  

Permissions  
Only External Admins can access the User Management Page on the External Portal.  

Page Layout  
The User Management Page for Insurers is organized in 3 sections:  

1. Header  

2. TPA External Access Management (only on Insurer’s User Management Page)  

3. Individual External Access Management  
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Header  

The header shows the user the purpose of the page and which Insurer is being worked. The navigation 
panel includes a link to the Home Page of the External Portal.  

  

TPA External Access Management  

This section allows the External Administrator to view and set the global permissions for any TPAs that 

are related to the Insurer. If the Global TPA Access privilege is set to Yes for a TPA, then all of the 
registered users associated with that TPA can submit and view D-38 Claim Forms on behalf of the related 

insurer granting the privilege as well as obtain claims history reports. There are no capabilities in this 

section to change the relationship between the Insurer and TPA only to grant the Global TPA Access 
privilege.  

  

This section only appears on the Insurer User Management page but is hidden on the TPA User 

Management page.  
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Each TPA relationship will have the Global TPA Access privilege set to ‘No’ as the default. The 

Admin should use the Edit button to change the settings of that privilege.  

  

Individual External Access Management  

An Insurer may grant specific privileges to external users for processing claims or submitting insurer 
information to CARDS. To do so there is an Add User button that allows you to enter the email address 

and organization of the external user. Once entered the individual will be displayed in the Active Users 

section if the user’s account is registered with CARDS or in the Open Invitations section if the account 

has not yet been registered. For active users, this section will also display which of the privileges are set 

to Yes and which are not.  
  

The external user will need to be sent a manual email stating that the individual should 

register with CARDS to gain access to the CARDS External Portal.  
   
Each individual user added to the CARDS External Portal will have every privilege set to ‘No’ as 

the default. The Admin should use the Edit button to change the settings of the privileges.  

  

    

The following privileges are available to the External Administrators for Insurers:  

• Insurer Reports  

• Insurer Information Forms  

• D-38 Claims Indexing Form  

  

 

  

 The Admin Access checkbox cannot be accessed by External Admins. It can only be modified 
by Worker’s Compensation Section, Research & Analysis employees.  
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The Administrators for the Insurer can view the settings for each privilege as well in this section.  

  

 

    

TPA User Management  

Definition  
The CARDS External Portal allows External Administrators to manage the privileges of the External Users 

associated with a TPA on the User Management Page.  

Permissions  
Only External Admins can access the User Management Page on the External Portal.  

Page Layout  
The User Management Page for TPAs is organized in 2 sections:  

1. Header.  

2. Individual External Access Management.  
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Header  

The header shows the user the purpose of the page and which TPA is being worked. The navigation 
panel includes a link to the Home Page of the External Portal.  

  

Individual External Access Management  

A TPA may grant specific privileges to external users for processing claims or submitting the TPA 

Information Form to CARDS. To do so there is an Add User button that allows you to enter the email 

address and organization of the external user. Once entered the individual will be displayed in the Active 

Users section if the user’s account is registered with CARDS or in the Open Invitations section if the 

account has not yet registered. For active users, this section will also display which of the privileges are 

set to Yes and which are not.  
  

The external user will need to be sent a manual email stating that the individual should 

register with CARDS to gain access to the CARDS External Portal.  
   
Each individual user added to the CARDS External Portal will have every privilege set to ‘No’ as 

the default. The Admin should use the Edit button to change the settings of the privileges.  

  

The following privileges are available to be granted to individual External Users by the External 

Administrators for TPAs:  
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   TPA Information Form  

  

 
  

 The Admin Access checkbox cannot be accessed by External Admins. It can only be modified 
by Worker’s Compensation Section, Research & Analysis employees.  

  

The Administrators for the TPA can view the settings for each privilege as well in this section.  

  

 

    

How To: Invite a New External User  
1. Login to the External Portal.  

2. Click the User Access button.  
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3. Click the Add User button.  

 
4. Enter the Email Address.  

5. Enter Organization of the user.  

6. Click the Submit button.  
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7. Verify that the external user is setup in the Active Users or the Open Invitations table.  

 

    

How To: Add the Additional Privileges to a Registered External 

User  
  

1. Choose the External User to modify.  

2. Click on the Edit button of the External User that you want to update.  

3. Check the checkbox of the privilege that needs to be modified.  

4. Click the Submit button.  
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5. Verify that the appropriate privilege has been modified.  

 

    

How To: Delete a Registered User  
1. Find the proper External User account to delete from the User Access page.  

2. Click on the Edit button of the External User that you want to update.  

3. Click the Delete button.  
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4. Click the Confirm button.  

 

Insurer Information Form  
Definition  
The CARDS External Portal has a feature that provides a way for the Insurers to submit address and other 

critical information to the State to meet the existing statutes.  
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Permissions  
Only External Users with the Insurer Information Form privilege set to ‘Yes’ can access the Insurer 

Information Form Page on the External Portal.  

Page Layout  
The Insurer Information Form for Insurers is organized into 5 sections:  

1. Header  

2. Contact Information – made up of 8 separate address blocks (not all shown in image below):  

3. Related TPA Section  

4. Claims Office and Optional Contacts Section  

5. Individual Completing Form Section  

 
Header  
The header shows the user the basic information for the Insurer. This information cannot be updated 

through the CARDS External Portal. To make a correction to any values in this section you must 

contact the Worker’s Compensation Section.  
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Contact Information  
This section contains the 9 contact blocks that must be submitted to the WCS and include:  

1. Main Physical  

2. Main Mailing  

3. Corporate Contact  

4. State Statutory Reporting Contact  

5. Location of Physical Records  

6. Location of Electronic Records  

7. Compliance Contact  

8. Coverage Verification Contact  

9. Proof of Coverage Contact  

  

There is a checkbox in each contact block after the first one to assist you in filling out repeating 

fields with the same content in each contact/address section.  

  

Related TPA Section  
An Insurer may use a Third Party Administrator to handle claims management. If this is the case, the 

form will require that this be stated and the TPA must be chosen from the list of licensed TPAs in the 

State of Nevada.  

  

Claims Office Section  
If an Insurer indicates that it does not currently use or plan to use a Third Party Administrator to manage 

its claims, the form will require that the Insurer indicate the address of the Insurer’s claims office located 

in the State of Nevada.  
  

Individual Completing Section  
This section contains the contact information for the user filling out the Insurer Information Form. It will 

pre-populate some of the data fields based on the information related to the logged in user accessing 

the form.  
  

    

How To: Enter an Insurer Information Webform  
1. Login to the CARDS External Portal.  

2. Click on the Insurer Information Form on the Forms and Tools menu button.  
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3. Enter all of the required data into the Insurer Information Form.  

4. Click Submit.  

    
TPA Information Form  
Definition  
The CARDS External Portal has a feature that provides a way for the authorized users from licensed TPAs 

to submit address and other critical information to the State to meet the existing statutes. Once the TPA 

Information Form is submitted it will need to be processed by internal State personnel before the data 

changes will be committed to the system.  

Permissions  
Only External Users with the TPA Information Form privilege set to ‘Yes’ can access the TPA Information 
Form Page on the External Portal.  
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Page Layout  
The TPA Information Form for TPAs is organized into 4 sections:  

1. Header  

2. Contact Information   

3. Secondary Contacts Section  

4. Location of Records Section  

   



 

  

  
Workers’ Compensation Regulatory Software System  
Proprietary and Confidential • ©2025 CapTech Ventures • All Rights Reserved  26 

    

          Confidential (Client)  

Header  
The header shows the user the basic information for the TPA. This information cannot be updated 

through the CARDS External Portal. To make a correction to any values in this section you must contact 
the Worker’s Compensation Section.  

  

Contact Information  
This section contains the 2 contact blocks that must be submitted to the WCS.  

1. In-State Physical.  

2. In-State Mailing.  

  

There is a checkbox in each contact block after the first one to assist you in filling out repeating 
fields with the same content in each contact/address section.  

  

Secondary Contacts Section  
This section contains the 2 checkboxes that expand 2 contact blocks.  

  

 

These contacts can optionally be submitted for TPAs that have more than one physical and/or mailing 

address.  

  

1. Secondary In-State Physical  

2. Secondary In-State Mailing  

Location of Records Section  
This section contains the contact information for the TPA to submit the location of either physical or 
electronic records.  

  

    

How To: Enter a TPA Information Webform  
1. Login to the CARDS External Portal.  

2. Choose the TPA Information Form from the Forms and Tools button.  
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3. Fill in the required fields.  

4. Click the Submit button.  

    
D-38 Claim Webform  
The CARDS External Portal allows Insurers and TPAs to Create and Update D-38 Claims through the D-38 

Claim Create / Update Webform. The specific process and requirements for each are described in the 

sections below.  

D-38 Claim Form - Create  

Definition  
The CARDS External Portal allows Insurers and TPAs to submit D-38 Claims through the D-38 Claim 

Webform. This Webform will capture all of the critical claim information for processing by internal State 

personnel.   

Permissions  
Only an Insurer’s External Users with the Claims Indexing privilege set to ‘Yes’ and a TPA’s External Users 
with the Global TPA Access privilege set to ‘Yes’ can access the D-38 Claims Webform.  

Page Layout  
The D-38 Claims Webform is organized into 5 sections as displayed on the following page:  

1. Claim Information  

2. Related Entities  

3. Claim Closed/Reopened  

4. Private Carrier Information  

5. Injury Information  
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Page Layout  
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Claim Information  

This section contains the Claim Number and other claim information, Submitter information, and Injured 

Employee information. Additionally, there’s an optional section that allows the submission of specific 
date periods indicating when the Inured Employee received benefit payments under the worker’s 

compensation policy related to the claim.  

  

 

  

The Benefit Period table on the D-38 Claims Webform will allow multiple benefit periods to be 

created but will not allow benefit period date ranges to overlap.  

  

 

    

The submitter information will be pre - populated in the D - 38  Claim Webform based on the  

information of the authenticated user of the CARDS External Portal.   
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Related Entities Section  

The Related Entities section contains areas for the External User to enter information about the 

Employer, the Insurer and the TPA.   
  

The Employer information is required and will be compared to known Employers in the system using the 

FEIN entered. If the entered FEIN matches a known FEIN then the Claim will be linked to the existing 
Employer in the system. The system will retain the submitted Employer information for comparison in 

the event that an incorrect Employer match occurred.  

  

 

  

The Insurer information will be pre-populated in the D-38 Claim Webform based on the related 

Insurer information of the authenticated user of the CARDS External Portal.  

  

The TPA information can be optionally selected from a set of TPAs related to the established Insurer.  

    
Claim Closed / Reopened Section  

This section stores any dates related to the closure and/or re-opening of the claims as well as the NRS 

Code related to the closure and the total cost of the claim at closure.  
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Private Carrier Section  

The required information for the Private Carrier section is the policy number and the policy effective and 
expiration date. This section will not appear for self-insured employers.  

  

 

Injury Information Section  

This section provides a button that enables a pop-up window for the External User to use to lookup the 

injured body part(s) of the injured employee.   
  

 

    

Additionally, the External User can optionally indicate more specifics about the injured body part such as 

which side (or bilaterally) was affected and whether the injury has been rated and accepted.  
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The Body Parts can be filtered using the four-digit alphanumeric Code or by using the Name or 

Category values to assist in looking up the desired body part.  

  

 
D-38 Claim Form – Update  

Definition  
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The CARDS External Portal allows Insurers and TPAs to update D-38 Claims through the D-38 Claim 

Update Webform. This update will require the External User to submit the Claim Number to retrieve the 

processed Claim from the system. The External User can then review and modify information related to 
the Claim and submit the changes to the system for processing.  

Permissions  
Only an Insurer’s External Users with the Claims Indexing privilege set to ‘Yes’ and a TPA’s External Users 
with the Global TPA Access privilege set to ‘Yes’ can access the D-38 Claims Update Webform.  

Page Layout  
The D-38 Claims Update Webform requires input of the Claim Number and once retrieved it follows the 
same format as the D-38 Claims webform. The Claim Number must be related to the Insurer FEIN 

associated with the External User’s Insurer of record.  

  

If a valid Claim Number is not found, an error message stating ‘The claim was not found. Please enter a 

valid claim number.’ will be displayed.  

 

    
Claims History Request  
Definition  
The CARDS External Portal allows Insurers and TPAs to request D-38 Claims through the Claim History 
Request.  

Permissions  
Only an Insurer’s External Users with the Claims Indexing privilege set to ‘Yes’ and a TPA’s External Users 

with the Global TPA Access privilege set to ‘Yes’ can access the Claims History Request.  

Page Layout  
The Claims History Request page is broken into 2 sections:  

1. Requestor Information  

  



 

  

  
Workers’ Compensation Regulatory Software System  
Proprietary and Confidential • ©2025 CapTech Ventures • All Rights Reserved  35 

    

          Confidential (Client)  

2. Claim Information  

  

 

Requestor Information  
This webform requires the submitter’s phone number be entered. All other submitter information will be 
pre-populated by the application based on the information from the login use account on the CARDS 

External Portal and cannot be changed.  

    

Claim Information  
The Claims are accessed by entering the SSN of the Claimant. Claims can only be accessed by 
authenticated users related to an Insurer that has previously submitted a Claim for that same Claimant. 

Multiple Claims can be retrieved with one request. You can add more SSNs by pressing the Add ID 

button.  
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Every Claim for that Claimant’s SSN will be returned with the request. Even Claims made 

against other Insurer’s policies.  

  

Report Download  
The report will be provided as PDF file that can be downloaded to the user’s local computer. Click the 
Download Report Now link to execute the download.  

 

    

Report Output  
The report format will be grouped by Claimant SSN followed by the details about the Claim including the 

injured body parts and the benefit periods.  
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Reports  
Definition  
The Reports feature allows the External Users of an Insurer to execute the Insurer comparison reports. 

The Reports include:  

1. Claim Denial and Injury (NRS 616) / Occupational Disease (NRS 617) Report – this report provides 
comparisons of Claim processed counts between an individual insurer and the rest of the 

industry within each Claim Type category.  

2. Claim Closure and Average Cost per Claim Report – this report provides comparisons of Claims 

closed and their respective costs between an individual insurer and the rest of the industry.  

Permissions  
Only an Insurer’s External Users with the Insurer Reports privilege set to ‘Yes’ can access the Reports 

feature of the CARDS External Portal.  

Page Layout  
The Reports Page is broken into 2 sections:  

1. The Report Criteria Section  

2. The Legal Terms Section  
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Report Criteria Section  
The reports can be run using a Start and End Date for 3 different Date Types. The Date Types available 
differ slightly based on the type of report being executed.  

1. Claim Denial and Injury (NRS 616) / Occupational Disease (NRS 617) Report:  

a. Date Accepted/Denied  

b. Date of Injury/Disablement  

c. Date C-4 Received  

2. Claim Closure and Average Cost per Claim Report:  

a. Date Claim Closed  

b. Date of Injury/Disablement  

c. Date C-4 Received  

The Reports can be created in 2 formats for downloading:  

1. PDF  

2. Excel  

Legal Terms Section  
The Legal Terms section contains specifics about the accuracy of the data and the responsibilities of the 

user regarding the use of the information:  
Information provided on WCS web sites is intended to provide immediate access to public information. While all 

attempts are made to provide accurate, current and reliable information we recognize the possibility of human and/or 
mechanical error. Therefore, the State of Nevada, its employees, officers, and agencies expressly deny any warranty of 
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the accuracy; reliability or timeliness of any information published by this system and shall not be held liable for any losses 
caused by reliance upon the accuracy, reliability or timeliness of such information. Any person who relies upon such information 
obtained from this system does so at his or her own risk.     
Report Output  

1. Claim Denial and Injury / Occupational Disease Report (as a PDF):  

 

2. Claim Closure and Average Cost per Claim Report (as a PDF):  
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 CARDS (Claims & Regulatory Data System)  

External System Updates  
 CARDS 2.0 Enhancements  
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External Portal Overview 

Definition 

The CARDS application includes a portal for External Administrators and Users to manage data, run 

reports, submit forms, handle payments, and process claims. External Users must be authorized 

personnel of registered Insurers and licensed TPAs in the State of Nevada, Attorneys, or Clinical 

Practitioners. Each Insurer, TPA, Attorney, or Clinical Practitioner must have an External Administrator set 

up to facilitate the setup and authorization of other External Users. 

Permissions 

The External Admin is the only user that has permissions to add new External Users for that entity* can 

grant or revoke privileges of those External Users. External Administrators can only be set up by state 

employees once requested by authorized personnel of the Insurer or TPA. 

*Entities are the parent account that external users can be linked under. CARDS has the following entity 

types:  

(1) Insurer, (2) Third Party Administrator, (3) Clinical Practitioner, (4) Law Firm 
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Registration 

Definition 

The first step required to be setup as an External User is to Register on the CARDS External Portal. The 

Home Page of the CARDS External Portal has links titled ‘Register Now’ which will direct you to the 

CARDS Registration Page. 

 

Permissions 

A Registered User can only access the CARDS External Portal if they have been granted access and 

privileges specifically to the user or globally to the TPA. If you’re an authorized External Admin, review 

the section on User Management to learn more about how that operation works. 

Page Layout 

The Registration Page requires an Email Address and Name be entered and a Password be set 

up and confirmed before you can Register. An email will be sent to the Email Address submitted 

on the CARDS Registration Page to activate your account. 
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How To: Register as a New External User 

1. Click the Register Today button or the Register Now click on the CARDS External Portal. 

 

2. Enter a valid Email Address that belongs to the user. 

3. Enter the Name information.  

4. Choose a password that meets the site requirements.  

5. Click the Register button.  

 

 

 

 

 

 1 
 1 

 2 

 5 

 4 

 3 
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6. Open the registration email and select the link to activate your account. 

 

7. Login to the CARDS External Portal with the credentials you used to register. 

8. Ensure your account is associated with an Entity. If you have not been added to an entity group 

prior to activating your account, upon login, the homepage will appear like the following: 

 

Note: Reach out to the account administrator of the entity you wish to join to be added to the group. 

The External Users module will review adding users and setting permissions for each user. If you are the 

administrator of the account and have not been added to the entity group, reach out to WCS 

(CARDS@dir.nv.gov or call 702-486-9080) to be added to your entity 

 

Login 

Definition 

The CARDS External Portal Login Page requires an Email Address and Password to authenticate 

the user. 

 6 
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Page Layout 

The CARDS External Portal Login Page has a section for the user to log in to the application as well as a 

link to facilitate resetting the user’s password if necessary. It also contains links to the Registration Page 

for new users to register. 

  

How To: Login to CARDS External Portal 

1. Enter the Email Address. 

2. Enter the Password. 

3. Click the Log In button. 

Forgot Your Password Feature 

Definition 

If an External User is unable to log in to the CARDS External Portal, a password reset can be done by 

clicking the Forgot Your Password link on the Login Page. 

Page Layout 

The Forgot Your Password page accepts the Email Address of a registered External User and sends an 

email to the account on file. The External User will need to click the link in the email to be directed to 

the Reset Password Page. 

How To: Reset Your Password in CARDS 

1. Click the Forgot Your Password link on the CARDS Login Page. 
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2. Enter the registered Email Address. 

3. Click the Email Link button. 

 

4. Click the link in the Email. 

5. Enter the Email Address. 

6. Create a new password in the Password field. 

7. Re-enter the password in the Confirm Password field. 

8. Click the Reset button. 

9. Click the Return to Home button. 

10. Login with the new password on the CARDS External Portal Login Page. 

  

 1 

 2 

 3 
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My Dashboard 

Definition 

My Dashboard on the CARDS External Portal is the first page that an authenticated user will see after a 

successful login. The Dashboard allows the user to choose an action using the Forms and Tools menu, 

view entity information, and take actions related to their account. 

Page Layout 

The Dashboard layout is dependent on the entity type of the user. The general layout has three sections: 

1. Entity Selection – dropdown menu to access all entities the user account is linked to 

2. Entity Detail Block – displays entity name, general information, and the Forms and Tools menu 

3. Tabs – records for entity-specific submissions and transactions 

 

User Management 

Definition 

Each Entity group will have a designated admin user who will be responsible for setting permissions for 

each user that is added to the group. Admins can only be set up by the internal WCS staff, which will be 

done when the Entity is added to the CARDS application. Setting user permissions allows account 

admin to control what CARDS functions individual accounts can access based on their role. 

Entity Selection 

Entity Detail Block 

Tabs 
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Permissions can be set or updated from the User Management Page accessible through the Forms and 

Tools menu on the homepage. 

 

Page Layout 

The User Management page allows account administrators to control user permissions and add new 

users to their entity. The page is organized into three sections: 

Header 

The header shows the user the purpose of the page and which Insurer is being worked. 

TPA External Access Management  

This section allows the External Administrator to view and set the global permissions for any TPAs that 

are related to the Insurer. If the Global TPA Access privilege is set to Yes for a TPA, then all of the 

registered users associated with that TPA can submit and view D-38 Claim Forms on behalf of the related 

insurer granting the privilege as well as obtain claims history reports. There are no capabilities in this 

section to change the relationship between the Insurer and TPA only to grant the Global TPA Access 

privilege. This section also allows permissions to altered for individual TPA users for Insurer Reports, D-

38 Claims Indexing Form, Claims Expenditure and Premium Data, D-35 – PPD Rating Request, Updated 

Treating Provider List, Audit-Claim, and Subsequent Injury. 

Individual External Access Management 

An Insurer may grant specific privileges to external users for processing claims or submitting insurer 

information to CARDS. To do so there is an Add User button that allows you to enter the email address 

and organization of the external user. Once entered the individual will be displayed in the Active Users 

section if the user’s account is registered with CARDS or in the Open Invitations section if the 
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account has not yet been registered. For active users, this section will also display which of the privileges 

are set to Yes and which are not. Each individual user added to the CARDS External Portal will have every 

privilege set to ‘No’ as the default. The Admin should use the Edit button to change the settings of the 

privileges. The Admin Access permission can only be modified by Worker’s Compensation Section, 

Research & Analysis employees. 

 

  



 

  

  
Workers’ Compensation Regulatory Software System  
Proprietary and Confidential • ©2025 CapTech Ventures • All Rights Reserved  51 

    

          Confidential (Client)  

How To: Invite a New External User 

1. Login to the External Portal. 

2. Open the Forms and Tools Menu. 

3. Clink the User Access link. 

4. Click the Add User button at the top of the Individual External Access Management section or 

Active TPA Users section for a TPA user. 

 

5. Enter the Email Address of the new user (for TPA users under an Insurer, this will be a select 

option from a table of associated TPA users). 

6. Enter the Organization of the user. 

7. Select the desired permissions. 

8. Click the Create button. 

 4 
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The new user you have just created will populate in the table of Unregistered Users until they complete 

the registration process. 

 

  

 5 

 6 

 7 

 8 
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How To: Update User Permissions 

1. Login to the External Portal. 

2. Open the Forms and Tools Menu. 

3. Click the User Access link. 

4. Click the ellipses for the individual account you want to modify. 

5. Click Edit. 

 

6. Select or deselect desired permissions.  

7. Click the Update button. 

 

  

 4 

 5 

 7 
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How To: Delete a Registered User 

1. Login to the External Portal. 

2. Open the Forms and Tools Menu. 

3. Click the User Access link. 

4. Click the ellipses for the individual account you want to modify. 

5. Click Delete. 

6. Click the Confirm button on the Remove External User Confirmation pop up. 

 

  

 6 
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Insurer Information Form 

Definition 

Information forms are an efficient method of collecting necessary contact information from insurers and 

TPAs. This form must be updated on an annual basis. Entities that do not comply could become eligible 

for a fine. The following contacts may be included on the Insurer Information Form: 

• In-State Physical Office Location 

• Corporate Contact 

• Compliance Manager 

• Coverage Verification Contact 

• Statutory Reporting Contact 

• Proof of Coverage Contact 

• Location of Claim Records  

• WC Safety Fund Assessment Contact 

• Receipt of Claim Documentation 

 

Permissions 

The Insurer Information Form is accessible from the Forms and Tools menu for users with proper 

permissions. 

Page Layout 

The Insurer Information Form is organized into three sections: 

1. General Information – pre-populated Insurer information associated with the entity. 

2. Claims Administration – related TPA and self-administered claims information. 

3. Contact Information. 
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How To: Submit Insurer Information Form 

1. Login to the External Portal. 

2. Open the Forms and Tools Menu. 

3. Click the Insurer Information Form link. 

 

4. Enter all of the required data into the Insurer Information Form. 

5. Click Submit. 

6. View the submitted information in the Filing History tab on the Dashboard. 

 

 3 
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How To: Link a TPA User 

TPAs will be linked to an Insurer account using the Insurer Information Webform. If an Insurer has an 

active relationship with a TPA, external users who belong to the TPA can be added as authorized users on 

the Insurer group.  

1. Navigate to the Insurer Information Form. 

2. Select Yes to the Related TPAs question. 

3. Click the Add TPA button. 

4. Select a registered TPA from the dropdown menu. 

5. Enter an Effective Date and an Expiration Date (if applicable). 

6. Click the Add Button. 

 

7. Finish entering all required data into the webform. 

8. Click the Submit button or Update button if this is not the first submission.  

  

 4 

 5 

 6 
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TPA Information Form 

Definition 

Information forms are an efficient method of collecting necessary contact information from insurers and 

TPAs. This form must be updated on an annual basis. Entities that do not comply could become eligible 

for a fine. The following contacts may be included on the TPA Information Form: 

• In-State Physical Office Location 

• Compliance Manager 

• Location of Claim Records  

• Receipt of Claim Documentation 

 

Permissions 

The TPA Information Form is accessible from the Forms and Tools menu for users with proper 

permissions. 

Page Layout 

The TPA Information Form has two sections: 

1. General Information – pre-populated information associated with the entity. 

2. Contact Information. 
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How To: Submit TPA Information Form 

1. Login to the External Portal. 

2. Open the Forms and Tools Menu. 

3. Click the TPA Information Form link. 

4. Enter all of the required data into the TPA Information Form. 

 

5. Click the Submit button. 

6. View the submitted information in the Filing History tab on the Dashboard. 
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Complaint Webform 

Definition 

One of the new features of CARDS is the ability to file an online complaint. The form will gather basic 

information about the complainant and the details of the complaint, as well as asking a series of 

questions to determine the nature of the compliant. Once the complaint form is submitted, it will be 

routed to the proper department to be worked depending on what the complaint relates to.  

There are two complaint forms available within CARDS. For users with CARDS accounts, the complaint 

form is accessible using their Forms and Tools menu. For others who do not have an account, there is a 

publicly available complaint form located in the navigation ribbon on the login page.  

 

Users will be provided with a Complaint confirmation number that can be used for any future 

communications with the investigator assigned to the complaint. 

Permissions 

Users must be registered and associated with an entity in order to submit a complaint webform with any 

attachments. 

How To: Submit a Complaint in CARDS 

1. Login to the External Portal. 
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2. Open the Forms and Tools Menu. 

3. Click on the Online Complaint link. 

4. Search for a claim on the “Claim Search” step. 

5. Click “Continue with a Claim” if a claim is found or “Continue without a Claim” if one is not. 

 

6. Fill out required information in the “Complaint Information” step. 

 

7. Upload any attachments in the “Supporting Documentation” section. 

 

8. Click the Submit button. 

9. View the complaint submission in the Filing History tab. 

 4 

 5 
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D-38 Webform 

Definition 

The D-38 webform has been updated to include a field for the NAICS (North American Industry 

Classification System) code. An Employer may already have their NAICS code associated with their 

profile. Data is provided to the State by DETR (The Department of Employment, Training & 

Rehabilitation), on a quarterly basis to provide the related NAICS Industry Title and Code based on the 

FEIN of the employer. To search for the NAICS code on the employer, enter the FEIN of the Employer in 

the NAICS Lookup section. If a successful match is made, the user can then copy the information on the 

D-38. 

Permissions 

The D-38 Webform can be accessed by Insurer or TPA users with the correct permissions. Permissions to 

access the D-38 can be granted by an admin user selecting the “D-38 – Claims Indexing Form” option. 

How To: Add a NAICS Code to the D-38 Webform 

If the NAICS code does not exist on the Employer, the NAICS code can be added manually with the help 

of the NAICS Code Lookup modal. The user can select the “+ NAICS Code” button and filter on the 

different NAICS Industry to select the most appropriate industry for the Employer on the claim. 

1. Login to the External Portal. 

2. Open the Forms and Tools Menu. 

3. Select the D-38: Create Claim or D-38 Update Claim link.  

4. Scroll down to the NAICS section of the webform. 

 

5. Enter the FEIN of the employer and click the Lookup by FEIN button. 

6. If a successful match is made, click the Copy button to add the NAICS code onto the webform. 
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7. If a NAICS code does not exist, select the + NAICS Code button. 

8. Filter the list to find the most appropriate industry for the employer on the claim.  

9. Click the Add button. 

 

  

 5  6 

 9 
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OD-8 Webform 

Definition 

External users with the proper permissions will be able to search on an indexed claim to either submit an 

initial report, an update, or submit a statement of inactivity for the calendar year. 

Permissions 

Permissions to access the OD-8 can be granted by an admin user selecting the “D-38 – Claims Indexing 

Form” option. 

How To: Submit the OD-8 Webform 

1. Login to the External Portal. 

2. Open the Forms and Tools menu. 

3. Select the Occupational Disease Forms link. 

 

4. Click the OD-8 Create or OD-8 Update button. 

 3 
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5. Search for a claim with the Occupational Disease (617) loss type. 

6. Select the Next button. 

 

7. Fill out the webform with the required data. 

8. Click the Submit button (the Save button can be used to come back later). 

9. View the submission in the Filing History tab. 

  

 4 

 4 

 5 

 6 
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How To: Submit a Statement of Inactivity 

1. Login to the External Portal. 

2. Open the Forms and Tools menu. 

3. Select the Occupational Disease Forms link. 

4. Click the OD-8: Statement of Inactivity button. 

 

5. Select the Calendar Year from the dropdown menu. 

6. Click the checkbox certifying the statement. 

7. Click the submit button.  

 

 

  

 4 

 5 

 6 

 7 
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D-37 Webform 

Definition 

The D-37 (subsequent injury) webform allows users to submit initial and supplemental subsequent injury 

data. Some things to note about the D-37: 

• It is only available to Insurer, TPA, and Attorney user types  

• To initiate the form, the user must link to an existing claim 

• The D-37 consists of 8 parts, collecting information about the request along with multiple 

document uploads 

• Once the request is submitted, the Subsequent Injury Unit will begin reviewing the request to 

determine the amount allowed versus disallowed 

• The Ticket Number (TK-0000-000) will be linked to the request and can be used for 

communication with the division if additional documentation or information is requested once 

the review of the request has begun 

Permissions 

Permissions for the D-37 webform can only be set by an account administrator. Account admins can set 

or change permissions for any active user from the User Access Management page, available from the 

Forms and Tools menu by selecting the Subsequent Injury permission. 

How To: Submit the D-37 Webform 

1. Login to the External Portal. 

2. Open the Forms and Tools menu or open the action menu for a claim in the Claim Submissions 

tab and select D-37: New Request. 

 

 2 

 2 
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3. Search for an existing claim. 

4. Click Next. 

5. Fill out required data in parts 1 – 8 of the webform. 

6. Review the webform. 

7. Click the Submit button. 

Note: The D-37 Webform is long and requires a significant number of documents. Be sure to use the 

Save button to come back to the webform later. 
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How To: Upload Documents 

1. Click the Upload Document button. 

 

2. Add the document from the file location.  

3. Select the Document Type using the dropdown menu. 

4. Enter a Description of the document being uploaded. 

5. Click the Proceed or Add button. 

 

  

 1 

 2 

 3 

 4 

 5 
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D-35 Webform 

Definition 

The D-35 webform allows users to submit data for a PPD (Permanent Partial Disability) Rating Request on 

behalf of an injured worker. Some things to note about the D-35: 

• The webform can be submitted by attorneys, insurers, and third-party administrators 

• All PPD Requests must be linked to an approved claim* 

• Once the request has been submitted, the internal staff will review the request, and a rating 

physician will be assigned to the request   

• If the rating physician decides to decline a request, updates can be made on the D-35 form 

• After a rating physician has been assigned, and the rating has been performed, the rating 

physician will submit the rating report via CARDS 

*IMPORTANT: A claim must be indexed prior to the submission of a D-35 webform. If you attempt to 

submit the D-35 webform, but the claim has not been indexed at that time, you will be unable to 

continue the form.  

Permissions 

Permissions for the D-35 and PPD Rating webforms can only be set by an account administrator. Account 

admins can set or change permissions for any active user from the User Access Management page, 

available from the Forms and Tools menu. 

Communication 

When an assignment has occurred on the request, the submitter of the form and the assigned physician 

will be notified via email of the assignment. The contact information of the physician will be provided in 

the email. 

When an assignment has occurred on the request, request will remain in the “Pending” status until the 

physician choses to either decline a request, mark themselves as ineligible to perform the request, or 

two days have elapsed since the assignment. Once the two days have elapsed, the request will be 

accepted, and the rating appointment can be completed. 

If the assigned rating physician chooses to decline a request or mark them as ineligible to perform the 

rating, the status of the request will update to reflect the action taken. You will have the ability to update 

the rating for a new assignment, or a random assignment will occur automatically after 6 days. 

The rating process is complete once the rating has been submitted. An email will be sent to all involved 

parties including the requestor, the clinical practitioner, and any additional emails provided in the PPD 

transaction. 
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When a request is withdrawn, an email will be sent to all involved parties including the requestor, the 

clinical practitioner, and any additional emails provided in the PPD transaction. No additional action can 

be taken once a request is withdrawn. 
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How To: Submit a D-35 to Request a Rating Physician 

1. Open the Forms and Tools menu and click the D-35 PPD Rating Request link, or click D-35: New 

Form on the action menu on a claim in the Claim Submissions tab. Note: attorneys cannot access 

the webform from the Claim Submissions tab. 

 

2. Search for a valid claim number. 

3. Click the Next button. 

4. Fill out the webform with the required requestor and claim information. 

 1 

 1 
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5. Select the Add button to add any body parts that were included on the approved claim. 

 

6. If the request is court ordered, select the Next button. 

7. Upload the court ordered document. 

 5 
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8. Click the Submit button. 

  

 7 
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How To: Respond to a PPD Request 

1. Login to the External Portal. 

2. Open the PPD Rating Requests tab. 

3. Click on the action menu for the specific claim. 

4. Click View PPD. 

5. If you cannot complete the rating: 

a. Click on the action menu for the specific claim. 

b. Click Decline/Mark as Ineligible. 

c. Select a Statement of Ineligibility or Statement of Decline on the Request Decision 

Webform. 

 

d. Click the Submit button. 

e. Note: This option is available the first two days after the assignment notification. 

6. If you are able to complete the rating: 

a. Click on the action menu for the specific claim. 

b. Click Submit Rating. 

c. Fill out the necessary information based your evaluation of the injured worker. 

d. Upload the PPD Report document. 

e. Click Submit. 

f. Use the Filing History tab to view the submission. 

Claims Activity Report 

Definition 

The Claims Activity Report must be submitted annually by each insurer entity. For insurers with related 

TPAs, the TPAs will send their data to the insurer to submit. The submission window is open from July 

15th through September 1st each year. Users who do not submit the data within the allotted timeframe 

can become eligible for fines.  
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Insurers can elect to report no claims activity for the previous fiscal year. If there was claims activity for 

the fiscal year, the webform includes six parts as follows:  

1. Part 1 – Claims Information 

2. Part 2 – Compensation Expenditures  

3. Part 3 – Medical Expenditures  

4. Part 4- Rehabilitation Expenditures  

5. Part 5 – Recoveries  

6. Part 6 – Summary 

Permissions 

The Claims Activity Report webform is available through the Forms and Tools menu for insurers only. 

Only users who have been granted access by their admin user will be able to see the option. 

How To: Submit a Claims Activity Report 

1. Login to the External Portal. 

2. Open the Forms and Tools menu. 

3. Click the Claims Activity Annual Submission link. 

4. Select a submission status (if you select no claims activity, submit after this step). 

 

5. Fill in the required data for parts 1 – 6 of the form. 
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6. Click the Submit button (or Save button to return to the form later). 

7. View submission in the Filing History tab. 
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Reports 

Definition 

Reports are available to Insurer and TPA users within CARDS. The reports include:  

• Claims Denial and Injury (NRS 616)/Occupational Disease (NRS 617) Report 

• Claim Closure and Average Cost per Claim Report 

• Claims Expenditure & Premium Data Report 

• Claims Activity Report 

• Claims Report 

• Invoices & Payments 

• Complaints Report 

• Occupational Disease (OD-8) Report 

• Subsequent Injury (D-37) Report 

• PPD Rating (D-35) Report 

Permissions 

For some reports, users need permissions granted to them by the account admin in addition to having 

the correct user type, including: 

• Claims Expenditure and Premium Data 

• Monetary Assessment Review (Invoices & Payments) 

• D-38 – Claims Indexing Form 

• Subsequent Injury 

Page Layout 

Reports can be navigated to from the Forms and Tools menu. Based on the report you wish to create, 

use the filters on the screen to select the report type. Additional filters can be applied depending on the 

type of report. 
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How To: Download Reports 

Larger reports may take longer to download. If a report is taking a longer time to download, you can 

choose to be notified via email when it is ready. Smaller reports tend to download more quickly. They 

will typically be saved to your “Downloads” folder. 

1. Login to the External Portal. 

2. Open the Forms and Tools menu. 

3. Click the Reports link. 

4. Use the filters to select the correct report type. 

5. Click the Submit button. 

6. Wait for the report to download or click the Notify Me Later button. 

 

 

Audit Process 

Definition 

Insurers who are selected for the 5-year Audit process will have the ability to submit all documentation 

for their Audit using the CARDS application. Here are a few things to note about the process:  

• An Insurer can be selected for an Audit every 5 years  

• Claims with an incident date (date of injury) within the audited fiscal year may be selected using 

the following criteria:  

o 6% of insurers claims with a maximum of 20 claims selected 
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o 20% indemnity denials  

o 30% indemnity accepts 

o 25% medical only denials 

o 25% medical only accepts 

• Insurers must provide the proper documentation with 30 days of being selected for the Audit. If 

all documentation is not submitted in a timely manner, they may be eligible for a fine  

After the internal WCS staff have reviewed the Audit Response Webform, they will make a final 

determination on the audit-claim. A certified letter will be sent with the results. Depending on the 

determination, the insurer or TPA may have to pay a fine or will be sent a notice of correction with a 

request to submit a corrective action plan.  

The details of the Audit, including the determinations made will be summarized in the Final Audit report, 

once the Audit has been completed. This includes the findings made on all claims and the information 

that was provided by the Insurers in response to each of the findings. 

Communications 

Once selected for the audit, Insurers will be notified by email when they are being required to 

participate in a compliance audit. The email will include a link to CARDS to submit the requested claim 

documentation. The Audit Entrance Letter will be attached to the initiation email, providing the Insurers 

additional context on what information and documentation should be provided for each of the selected 

claims.  

If an insurer has not responded to the audit within 30 days after receiving the initial audit email, they will 

receive a reminder email. If the insurer does not submit the required information within 5 days of the 

reminder email, another email will be sent, and they may be subject to fines. 

Permissions 

To access the Audit features on the external application, users must have the Audit permission set by an 

admin user. Only insurer users can grant audit access. These permissions can be viewed and updated on 

the User Access Management page available from the Forms and Tools menu. For insurer users, the 

permission is titled “Audit” and will grant access to the Audit Dashboard and all related webforms. 

For TPA users, permissions can be granted by the insurer admin to allow TPAs to upload documentation 

on specific claims that were selected for the Audit. The permission is titled “Audit-Claim” and will grant 

TPA users access to the Audit Dashboard and the Audit-Claim webform for specific claims the TPA is 

linked to. 

How To: Submit an Audit Response Webform 

1. Login to the External Portal. 
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2. Navigate to the Audits tab. 

3. Click the action menu for an audit in the Not Started Status. 

4. Click Open Form. 

 

5. Upload a document for all policies and procedures and enter the total number of claims for the 

fiscal year. 

 

6. Click the Submit button. 

The Audits tab will be updated with a Submitted status once the webform has been submitted. The user 

can then begin submitting documentation for each of the claims selected for the Audit. 

How To: Submit an Audit-Claim Webform 

1. Login to the External Portal. 

2. Navigate to the Audits tab. 

3. Expand an Audit with a Submitted status. 

4. Click the action menu for an audit-claim in the Not Started Status. 

5. Click Open Form. 
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6. Upload documentation with proof of receipt. 

 

7. Click the Mark As Complete button. 
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How To: Submit the Audit-Claim Findings Response Webform 

1. Navigate to an audit-claim with the status Findings Available. 

2. Open the action menu and select Review Findings. 

 

3. Review the findings and select Agree or Disagree. 

4. Add a comment for any findings you disagree with and upload supporting documents. 

 

5. Click the Submit button. 
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Claims Expenditure & Premium Data Reporting 

Definition 

The Insurer Claims Expenditures & Premium Data Webform provides a way for insurers and TPAs to 

submit bi-annual claims expenditure and premium data for the purpose of calculating assessments. 

Some things to note about the webform: 

• Data call windows open twice a year to collect expenditure data over a six-month period 

• Data collected for the July-December period is collected from January 31st – February 28th  

• Data collected for the January-June period is collected from July 31st – August 31st  

• Verification period opens at the end of the year, allowing users to validate the previous fiscal 

year’s data prior to the assessment calculations. The verification window is open from October 

31st – January 1st  

• The webform collects claims expenditure and earned premium data, categorized between 

mining and non-mining data 

• TPAs can only enter claims expenditure and premium data as a registered user of the insurer 

they are associated with 

Communications 

When the Claims Expenditure and Premium Data webforms become available, either on January 31st or 

July 31st, insurers will be notified via email to submit the claims expenditure and earned premium data. 

If an insurer has not submitted the webform when the data call window is active, a reminder will be sent 

to the insurer 30 days and 45 days after the initiation of the data call window. 

Permissions 

Insurer users with admin access can grant the Claims Expenditure and Premium Data permission to give 

access to the webform. Permissions can be set from the User Access Management page available from 

the Forms and Tools menu. 
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How To: Submit Claims Expenditure and Premium Data Webform 

1. Login to the External Portal. 

2. Open the Forms and Tools menu. 

3. Click on the Claims Expenditure and Premium Data link. 

4. Use the action menu for a Data Window to select Open Form. 

 

5. Enter required data for earned premiums and claims expenditure information. 
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6. Confirm information is correct and select a submission statement. 

 

7. Electronically sign. 

8. Click the Submit button. 
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Invoicing and Payment Process 

Definition 

Using the data submitted on the Claims Expenditure and Premium Data webform, assessments will be 

calculated for the insurers and invoices issued to collect payments on each of the three assessments. 

Some important notes about the Assessment process: 

• The three assessment types are: Estimated, Final, and COLA 

• The Estimated Assessment is calculated based on an average of the previous 3 years' worth of 

claims expenditure data 

• The estimated amount will be split into installment payments that will be paid over a four-month 

period (December – March)  

• The Final Assessment will determine whether the estimated payments resulted in under or over 

payments, and either an additional amount will be invoiced, or a refund will be processed for the 

Insurer  

• The COLA Assessment determines the Cost-of-Living Adjustment  

• Invoices that are not paid in a timely manner may become eligible for a fine or penalty 

Communications 

Once the internal process of calculating the Estimated, Final, and COLA assessment occurs, invoices will 

be generated, and Insurers will be notified of the assessment payment via email. The invoice attached to 

the email will include the cover letter and invoice for the associated assessment. 

You will receive a confirmation email with a receipt when your payment is complete. 

Permissions 

Insurer users with admin access can update user permissions to view invoices by selecting the Monetary 

Assessment Review permission on the User Access Management page. 
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How To: Make a Payment in CARDS 

1. Login to the External Portal. 

2. Open the Forms and Tools menu. 

3. Click on the Invoices link. 

4. Expand an individual invoice record and select Pay Now or click Select All to pay all invoices. 

 

5. Click the Pay Now button at the bottom of the Invoicing Details page. 

 

6. Click the Pay Now button in the Secure Acceptance pop up modal. 

 

7. Enter Billing Information and Payment Details. 
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8. Select the Pay button. 

9. Confirm payment details. 
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Treating Panel Enhancements 

Definition 

Updates have been made to the Treating Provider List page and the Find a Treating Provider search page, 

as well as a new Update Treating Provider List Webform has been added to the CARDS application. The 

formatting and functionality of these pages remains largely the same with enhancements and updates to 

the data filtering between insurers and TPAs to improve the search and update capabilities. 

Permissions 

Insurer admin users can grant permission to update the Treating Provider List by selecting the Update 

Treating Provider List permission for a TPA user on the User Access Management page via the Forms and 

Tools Menu. 

  

The Insurer admins can also apply the Treating Provider permission to the TPA users on their User Access 

Management Page.  
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How To: Submit the Treating Provider List Update Webform 

The webform includes separate uploads for the treating provider list and the auxiliary treating provider 

list. Instructions are included for the correct document type and format. Submitted information will 

replace any currently stored information and the list that is publicly available will reflect the changes. A 

list should be uploaded for each Insurer/TPA combination 

 

TPA users that were granted permissions to edit the treating provider lists from the Insurer will be able 

to navigate to the Update webform, but in the TPA drop down, they will only see the TPAs that user is 

directly linked to, rather than all the TPA entities the Insurer is linked to.  

 

Once the document has been submitted, users will be taken back to the external dashboard. There is no 

filing status maintained for the Treating Provider Update Webform.  



 

  

  
Workers’ Compensation Regulatory Software System  
Proprietary and Confidential • ©2025 CapTech Ventures • All Rights Reserved  92 

    

          Confidential (Client)  

 

Edit Treating Provider List 

The Treating Provider List is available from the Forms and Tools Menu. The information shown will be 

based on the entity the user has selected from the Entity Selection dropdown on the dashboard page. 

 

Selecting a TPA for a given insurer will return the providers that are associated with the selected 

combination. If the user selects ‘None’, the results will display the list of providers that are associated 

only with the Insurer.  

 

TPA users that were granted permissions to edit the treating provider lists from the Insurer will be able 

to navigate to the edit page, but in the TPA drop down, they will only see the TPAs that user is 

directly linked to, rather than all of the TPA entities the Insurer is linked to.  
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Once a TPA has been selected from the dropdown menu, users can export a CSV file of the treating 

provider list or add a new provider to the list. 

 

After selecting the Add New button, users will be prompted to enter a Provider ID for the provider they 

wish to add to the list and then press the Lookup button. If a treating provider is located, they will then 

be able to confirm that their name is correct based on the entered ID. 

 

 

 

 

 

 

 

 

Once a user selects Confirm, they will be brought to a detail page for the selected provider and enter in 

the certified adjuster name before saving the provider to the list. Updating an individual record brings 

the user to the same page, with the saved information populated on the form.  
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Once a user hits the Save button, they will be brought back to the Treating Provider List and will be able 

to see the new provider they have just added. Note: Newly added providers will populate at the top of 

the list. 

There may be additional treating providers that do not populate on the list that are considered auxiliary 

treating providers. By clicking the link above the results table, a PDF will be downloaded with a list of 

these providers. Note: This link will only be displayed if the information is available for the selected 

insurer. 

 

 

Find a Treating Provider 

The Find a Treating Provider search page now includes a TPA Name dropdown for additional filtering. 

Results will show only providers that match both the Insurer Name and TPA Name selected. 
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.

 

A list of the treating providers found for a given search can be downloaded as a CSV file using the Export 

button. The file now includes the fields of Certified Adjuster Name and Certified Adjuster License 

Number.  

 

 

 

 


