
1. Select the DOL Image Search profile from the 
Profile drop-down menu.

2. Select the Go button.

The WCMBP System Home page will open.

Legacy Documents Search List Option
Documents that providers submitted in the legacy system or generated by the legacy system are referred to as legacy 
documents.
Providers enrolled with the legacy system and migrated to the WCMBP System are referred to as legacy providers.
This section outlines the process to search and view such legacy documents.

1. From the top of the WCMBP System page, 
select the Admin tab.

2. Select the Legacy Documents Search List 
option from the Admin menu. Initially, the 
system doesn’t display any records.​

The remainder of this section will 
highlight a search for RVs for a specific 
provider.

3. Select the Filter By drop-down menu to 
select a filter criteria option. For this example, 
we will select the WCMBP Provider 
ID filter option.​
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4. Enter the WCMBP Provider ID in the 
blank field to the right of the selected 
filter option.

5. In the next drop-down field, select the 
Image Title filter option.

6. Enter the Image Title as Remit% in the 
blank field to the right of the selected 
filter option.

Note: The percent symbol (%) is a “wildcard” 
character that allows you to substitute one or 
more characters in your search. In
this case, the use of the percent symbol at the 
end of “Remit” will search for all Image Titles 
that begin with Remit. This
wildcard character is especially useful if you 
are unsure of the full search term. The 
percent symbol can also be used in the
beginning or middle of typed characters.

7. By default, the system retrieves all 
documents received. In order to view 
document received within the last 6, 12, 
or 24 months, select a different value for 
the Received In filter.

8. Select the Go button.
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9. Select the DCN hyperlink to view the RV.

Mailroom Documents Search List Option
This section describes the process of using the Mailroom Documents Search List option to search and view 
documents processed through the mailroom.

1. From the top of the WCMBP System page, 
select the Admin tab.

2. Select Mailroom Documents Search List 
option from the Admin menu. The system 
will display mailroom documents that are 
available to you.​

3. You will utilize the filters if you need to 
narrow the list of results. For this 
example, we will utilize the Created Date 
filter option.
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4. Enter date or date range in the blank 
fields to the right of the selected filter 
option.

5. Once all filter choices are selected, select 
the Go button.

6. Select the DCN hyperlink to view the 
Mailroom Document Imaging Search 
Summary.

The Mailroom Document Imaging Search 
Summary displays. It lists the Source, Form 
Name, Program Name, District Office, TCN 
number, Attachment Image name, Case 
Number, Page Count, Scan Date, Received 
Date, WCMBP Provider ID, Applicant ID, 
Provider Name, Claimant Name, PA Request 
Number, and Image Meta Data.

7. Select the Attachment Image blue 
hyperlink to open the scanned image.

8. Select the WMBP Provider ID blue 
hyperlink to view the provider details.

CaseFile Documents Search List Option
This section describes the process of using the CaseFile Documents Search List option to search and view Case Create 
or Case Supporting documents.

1. From the top of the WCMBP System page, 
select the Admin tab.

2. Select the CaseFile Documents Search 
List option from the Admin menu. The 
system will display CaseFile Documents 
that are available to you.​
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3. You will utilize the filters if you need to 
narrow the list of results. For this 
example, we will utilize the Scan Date 
filter option.

4. Enter a date or date range in the blank 
fields to the right of the selected filter 
option.

5. Next, we will use the Case Number filter 
option.

6. Enter the Case Number in the blank field 
to the right of the selected filter.

7. Once all filter choices are selected, select 
the Go button.

8. Select the DCN hyperlink to open the 
document.
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