
How to Add Party of Interest (POI) Representatives 
 

• The Case Party of Interest window allows eCase administrators to add party-of-
interest representatives and Third-Party Administrators (TPAs) to (or remove them 
from) specific cases. 

 
• The Party of Interest Representatives window allows eCase administrators for 

both insurance carriers and their Third Party Representatives to add party-of-
interest representatives and TPAs to (or remove them from) all the party’s cases 
within a district. 

 
• The Name Search window allows users to quickly find and enter the ID number 

associated with a representative they wish to add through the Case Party of Interest 
window or the Party of Interest Representatives window. 

 
• The Scheduled Hearings/Meetings window allows eCase users to view and print 

a list of all scheduled hearings and meetings, by district or by WCB service center. 
 

• The Related Materials tab on the Case Details window, allows users to see a list 
of case-related items such as physical evidence that cannot be scanned. 

 
Following are instructions for using each of the functions listed above. 
 
Case Party of Interest Window 
eCase Administrators use the Case Party of Interest window to add or remove carrier 
representatives or Third-Party Administrators as parties of interest in a specific case. 
Representatives and TPAs added through this window receive notices just as if they had 
been added by internal Board staff. Specifically, carrier representatives or TPAs added 
through this window receive the following notices: 
 

• Notice of Indexing 
• Notice of Hearing 
• Notice of Decision 
• Form letters (known as TFLs) 
 

To add a case party of interest, the person to be added must have a WCB-assigned ID (R 
number). 
 
 
 



To add a representative to or delete a representative from a specific case, the eCase 
Administrator takes the following steps: 

1. Log into eCase. 
 

2. From the icons on the toolbar, select the POI icon, second from left 

 
 

Or 
Select Case, then select Case POI from the drop-down menu. 

 
 

The Case Party of Interest window appears. 
 

3. In the Case ID field, enter the case number and press Enter. 

 



Note: If any TPAs or representatives of your party of interest are already 
associated with the case, the window displays the party of interest and the 
representatives’ or TPAs’ ID numbers, names, and types under Current POI 
Associations. You can toggle the icons to the left of these listings to show or hide 
them. 
 
 

 
 
To delete a party of interest representative or TPA from a specific case: 
 

4. Under Current POI Associations, click the checkbox next to the party of interest 
representative you wish to remove. 

 
5. To delete more parties of interest, click the appropriate checkboxes. 



To add party-of-interest representative to a specific case, the eCase Administrator 
takes the following steps: 
 

6. In the Existing POI field, click the down arrow, then select the party of interest 
the new representative will be associated with. 

 
 

7. In the New POI field, type the ID number of the party you wish to add 
Or 

 
From the icons on the toolbar, select the binoculars icon or press Alt-F to search 
by name for the party’s ID number.  

 

 
 



When the Name Search window appears: 

 
 

a. In the Name field, type the name of the representative you want to add. 
 
b. From the drop-down menu in the District field, select the appropriate 

district for the case. 
 
Note: The Type field defaults to RP Representative. 
 

c. Click the Search button. 
 
d. From the list of names displayed, click to select the name you wish to add, 

then click OK or press Alt-O to make your selection. 
 
The new representative’s or TPA’s ID number automatically floods the New 
POI field in the Case Party of Interest window, and the new representative’s 
name and address are displayed. 
 



e. Click Add POI to Current POI Associations to confirm your selection. 
 

 
 
 

8. In the POI Role field, select either CA Carrier Attorney, CR Carrier 
Representative, or T9 Third Party Admin to specify the type of representative 
you are adding. 

 
9. To add more party-of-interest representatives or TPAs to the case, you can begin 

again with step 8. 



To clear all fields of information that has been entered, the eCase Administrator 
does the following: 
 

10.   From the icons on the toolbar, select the pencil eraser icon, first on the left. 

 
 

All entries on the screen will be cleared. 
 

11.   To make new entries, follow the steps above, beginning with step 4. 
 
 
To save all changes, the eCase Administrator does the following: 

12.   From the icons on the toolbar, select the Save Changes icon, second from right, 
or press Alt-S. 

 

 
 

A message appears to tell you what representatives you have added or removed. 
 

 
 

Note: If the person added is not authorized for the district that has jurisdiction 
over the case, a message informs you that the name cannot be added. 

 



Party of Interest Representative Window 
 
Use the Party of Interest Representatives window to add a party of interest representative 
for all the party’s cases in a specified district. 
 
To add a representative for all cases within a district, the eCase Administrator 
takes the following steps: 
 

1. Log into eCase. 
 

2. From the icons on the toolbar, select the Rep icon, farthest to the right, or press 
Alt-P. 

 

 
 

3. From the drop-down menu in the POI: field, select the party of interest the new 
representative will be associated with. 

 
 



4. In the POI Rep: field, type the ID of the representative or TPA you wish to add 
 

Or  
 

5. From the icons on the toolbar, select the binoculars icon or press Alt-F to open the 
Name Search window. 

 
 

When the Name Search window appears: 

 
 

a. In the Name field, type the name of the representative or TPA you wish to 
add. 
 

b. From the drop-down menu in the District field, select the appropriate 
district for the case. 
 



Note: The Type field defaults to RP Representative. 
 

c. Click the Search button. 
 
d. From the list of names displayed, click to select the name you wish to add, 

then click OK or press Alt-O to make your selection. 
 

The new representative’s or TPA’s ID number automatically floods the POI Rep 
field in the Party of Interest Representatives window, and the new representative’s 
name and address are displayed. 

 
6. Click Add POI to Current POI Associations to confirm your selection and add the 

new representative or TPA. 

 
 

Note: The Start Date: field defaults to today’s date; the default for the End Date: 
field is none. Leaving the End Date field empty gives the Party of Interest 
Representative or TPA access to your cases in this district for an unlimited time. 
You can change the values in both fields, but keep in mind that Start Date: is a 
required field, and entering an end date means that the representative will have no 
access to cases or receive notices after that date. 
 



7. If appropriate, enter the beginning and end dates for the period you want the new 
representative or TPA to be associated with your Party of Interest for this district. 

 
8. To add more party-of-interest representatives or TPAs to the selected district, you 

can begin again with step 4. 
 

To update a representative’s access to cases by district, location, or dates: 
 

9. In the list of POI representatives that appears in the center of the screen, click to 
highlight the representative or TPA you want to update. 

 
 

10.  Select or enter the new information in the appropriate field. 
 

Note: Fields that can be updated are white; those that cannot be changed appear 
grey. 
 

11.  Click Update POI Rep in Current POI Rep Associations. 
 
12.  The new information will flood into all fields on the screen. (No message will 

appear.) 



 
To remove a party of interest representative from the selected district: 
 

13.  Under Current POI Associations, click the checkbox next to the party of interest 
representative you wish to remove.  

 
14.  To delete more parties of interest, click the appropriate checkboxes. 

 
To clear all fields of information that has been entered, the eCase Administrator 
takes the following steps: 
 

15.  From the icons on the toolbar, select the pencil eraser icon, first on the left. 

 
 

All entries on the screen will be cleared. 
 

16.  To make new entries, follow the steps above, beginning with step 4. 
 

To save all changes, the eCase Administrator does the following: 
 

17.  From the icons on the toolbar, click the Save Changes icon, second from right, or 
press Alt-S to save your entries. 

 
 

18.  A message appears to tell you what representatives have been added or removed. 
 

 
 



Scheduled Hearings/Meetings Window 
 
The Scheduled Hearings/Meetings window allows parties of interest to see all 
scheduled meetings and hearings for a selected WCB district or service center.  
 
To use this feature: 

1. Log into eCase. 
 

2. From the icons on the toolbar, select the Scheduled Hearings/Meetings (gavel) 
icon, second from right, or press Alt-H. 

 

 
 
The Scheduled Hearings/Meetings window displays your name, the name of the 
party of interest you are associated with, and your representative ID number. 
 

 
 

3. In the From Date: field, enter the date of the first hearings or meetings you wish to 
see. 

 
4. In the To Date: field, enter the last day of hearings or meetings you wish to see. 

 
 



5. In the District field, click the arrow to display a drop-down menu showing all 
WCB districts, and select the district whose hearings or meetings you wish to see. 

 
6. In the Service Center field, click the arrow to display a drop-down menu showing 

all service centers for the selected district, and select the service center whose 
hearings or meetings you wish to see. 

 
 

7. From the icons on the toolbar, select the magnifier icon, first on the left, to start the 
search based on the criteria just entered. 

 
 

eCase displays a list of hearings and meetings that match the search criteria you 
entered. 



 
 

a.  If a listed hearing or meeting has a document ID displayed (first column), you 
can click the document ID to see the document as it appears in the case folder. 

 
b. Clicking a case ID (second column) opens the Case Details window. 

 
To create a printable report of the hearings and meetings displayed: 
 

8. From the icons on the toolbar, select the Print icon, second from left, or click Alt-P 
to open Adobe Acrobat. 

 



Note: To use this feature, you must have Adobe Acrobat Reader installed. 
 

 
 
 

9. When the list is displayed in printer-friendly forma t, click File, then click Print, 
and when the confirmation window appears, click OK. 

 
10.  When the list has been spooled to the printer, click File, then Close to return to 

eCase. 



Related Materials Window 
 
To see a list of materials related to a specific case, such as physical evidence that 
cannot be scanned into the case folder, use the Related Materials tab. 
 

1. From the icons on the toolbar, select the case icon, first on the left, or select Case, 
then select Case Details from the drop-down menu to display the Case Details 
window. 

 

   
 

2. In the Case ID field, enter the number of the case you are interested in and press 
Enter. 

 

 
 



3. From the row of labeled tabs near the center of the window, select Related 
Materials.  

 

 
 

Note: The heading on the Related Materials tab shows the number of items 
displayed. If the number of items is 0, there are no non-electronic materials 
associated with the case. This tab is read-only; you cannot add items to the list. 

 


