


 

To begin the process of E-Filing Answer to a CP, go to the 
menu item “E-Filing”, select “E-File a Document” and then 
select Answer. 



 

Enter in the Year, Case Number and the SSN of the petitioner. Hit SEARCH. 

Note: If your firm previously submitted an Answer on this 
same case, a list of those documents will be displayed on 
the next screen for your reference to ensure that you are 
not duplicating this filing. 
 
Also, If your firm has already created an Answer document 
for this case but has not had the chance to submit it yet, 
that “draft” document will be displayed on the next screen 
as well. This will help you avoid creating duplicate 
documents, which can get confusing to manage once you 
are ready to submit.  
 
If none of the above, then you will go straight into the 
Answer template. 



 

This is the Answer to Claim Petition wizard  – 
General Notes:   
The appropriate document type (Answer to CP, DCP, MCP) 
or ARM) will be based on case type and status  that is 
associated with the original CP filing. 
 
The template is designed like a case folder, with the Case 
Party Info appearing on the first tab, the Details on the 
second and the Print and Submit options on the last tab.  
 
Every time you navigate between the tabs, the system will 
save the template and run data validations on certain 
fields to help you avoid errors. Required fields are denoted 
by an asterisk. The question mark sign will provide you 
with data format hints. 



 

Respondent: This 
block will be pre-
filled with 
respondent data. If 
there are multiple 
respondents, you 
will have to select 
from the drop-
down.   

Attorney for Respondent: This 
block will be pre-filled with your firm 
name, registered address and 
telephone number. You may change 
the data  for purposes of this filing but 
this will not change the registered 
address. You will have to contact us 
directly to make such account 
changes. 

Answer to Claim Petition Wizard: Party Info tab 

Respondent: you cannot directly change 
the respondent name or address on the 
form, but you may supply the correct 
name of the respondent if incorrect. 

Petitioner: This 
block will be pre-
filled with 
petitioner data. 
The data is locked 
down. 



 

Insurance Carrier: The names of the 
insurance carrier(s) already on the case will 
be presented in a drop-down for you to 
select. You also have the option of searching 
for a new insurance carrier if it is not in the 
list.   
In this example, we will select “New”. 



 

Insurance Carrier: After selecting “New” 
from the drop-down, hit the Search widget 
(the button with the 3 dots) to search for a 
new insurance carrier or a Self-insurer. 



 



 



 

Note: After searching for a carrier name, you 
can select the carrier from the results below 
by clicking on the hyperlinked ID #, and then 
hitting OK. The name and address of that 
carrier will pre-fill into the template. 



 

Note: Hit OK. The name and 
address of that carrier will pre-fill 
into the template. 



 

Adding TPA: If you want to identify the 
name of a TPA that is handling the selected 
carrier (or self-insurer’s) cases, click on the 
button “Add TPA”. 



 

TPA: Hit the Search widget next to the Name 
field (the button with the 3 dots) to search 
for the name of a Third Party Administrator. 



 

TPA: The TPA identified will now be a part of 
this Answer document.  They will have access 
to the case via COURTS on-line if they are an 
established participant of the program. 
 
If you wish to remove the TPA, click on the 
“Remove TPA” button. 



 

Save & Continue:  
At this point, you are done with the 1st tab. 
You  should hit the “Save and Continue” 
button at the bottom of the form to save the 
data entered thus far. You can also hit  the 
“Details” Tab at the top and it will also save.  



 

Save & Continue: After hitting the “Save and 
Continue” button at the bottom of the Party Info tab, 
you will be taken to the “Details” Tab. During the Save 
process, a draft version of this document will be created. 
A Draft Document # will also be assigned. 
 
If you wish to end your session at this point, you may do 
so without losing the data. Note the Draft Document # 
for your reference. 
 
To get back to the form to continue with your filing, go 
to the Draft Documents menu item and select this 
document. The system will bring you back into the 
template. (Refer to the Draft Document section for 
further details about this process). 



 

Details: This is the main part of the Answer 
to claim petition form. Enter data as 
appropriate. Take note of required data 
formatting (for further help, hover over the 
question mark icons). 



 

Other Pertinent Information: The new 
Answer form will no longer have a 
supplemental information page. In its place, 
the “Other Pertinent Information” field will 
accommodate additional text.  Entering in 
additional text into this field may increase 
the size of the Answer form to a 2 page 
Answer. 



 

Save & Continue: After you are done 
entering data into this page, you  should hit 
the “Save and Continue” button at the 
bottom of the form or hit  the “Print & 
Submit” Tab at the top of the form to save 
the data entered thus far.  
 
In addition to saving the data, validations will 
take place to ensure that the required fields, 
if any, are complete and that data is 
formatted correctly. Any errors found will be 
displayed at the top of the page in red. 



 

View & Print: Once the document is saved and has 
passed data and formatting validations, it will be ready 
to print. Hit the View & Print button. This will launch 
the report in another window. See next slide. 



 

View & Print: Print this document by using your 
Browser Print option. You can then close the pop-up 
window. You may also leave the e-filing flow without 
losing any data. 
 
Review the form for errors and have it signed. Once you 
have a signed form in hand, you will then be ready to 
submit the document to the Division.   
 
If you are still in the e-filing flow, simply Hit the Submit 
button on the screen (see next screen). 
 
If you have left the e-filing flow, go to the Draft 
Document list, select the document that you saved and 
you will be returned to the template so that you can 
Submit the document to the Division  



 

Submit: Once the document has been printed and 
signed, the electronic version is ready to be Submitted to 
the Division. Hit the Submit button.  



Submit: You will get a prompt asking you if the 
document has been printed and signed. Hit OK to 
continue.  



Submit Confirmation: Once the document has been successfully submitted, you will get 
a confirmation message  as noted above. 
 
The message will advise you on whether the Division is sending a courtesy copy of this 
filing to the petitioner (Applicant) Attorney and the carrier/TPA identified on the Answer 
form. Parties that are participants of the e-filing program will get this courtesy copy. For 
others, you will have to manually send them a copy of the Answer. 
 
You may print this page for your records if you wish. There will also be a link to the e-filed 
version of the document (this is the version that is served on the Division). Click on “View 
Filed Document” . 

You are now done with E-Filing an Answer to Claim Petition. You can file another 
document (click on File Another Document) or leave the wizard altogether by clicking 
on any other menu item. 
 
The following screens will explain Draft Documents, how to retrieve a saved document 
so that it can be submitted at a later time. 



ANS CP 

Draft Documents: During the process of creating a 
document for e-filing, you will be required to Save that 
document. The saved document will be stored in a 
folder called “Draft Documents”. Doing this will allow 
you to leave the e-filing flow (before Submitting) 
without losing your data.  
 
The Draft Documents listing is available as a link from 
the home page or from the top menu under E-Filing. 
 



ANS CP 

Draft Documents: This is the Draft Document listing for your firm. 
 
To get back to a specific form to continue with your filing, click on the link for that 
document. The system will bring you back into the template.  

Draft Documents - Filter:  If you have a lot of documents in your firm’s Draft 
Documents list, you may wish to use the Filter option, which will allow you to see a 
shorter listing of the saved documents based on some criteria.  



 

Print and Submit: Clicking on the draft document # will take you 
back into the e-filing wizard (the template). Complete the 
template if it is incomplete. If you are done, hit View & Print, 
have the form signed (if you have not done so previously) and 
then hit Submit and the document will be submitted to the 
Division. 
 
You are now done with e-filing an Answer to  
Claim Petition. 
 



Filed version of the 
Answer to Claim Petition:  
This is the e-filed version of 
the document that is 
submitted to the Division. 
 
It differs slightly from the 
version that was printed  
prior to submitting. It has 
the date of e-filing, and the 
signature lines are replaced 
with legal language to 
indicate that the original has 
been signed. 
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