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Authorization Subsystem

This section covers: 

• Accessing the WCMBP Authorization Subsystem 

• Viewing Authorization Requests

• Reviewing Authorization Requests

• Reviewing Correction Authorization Requests

• Viewing and Resolving Error Codes

• Adding a New Authorization Request

• Questions



Authorizations Overview

The WCMBP Authorization Subsystem supports timely and 

accurate processing and review of authorization requests by 

adhering to the guidelines defined by the Department of 

Labor (DOL) staff.

The WCMBP Authorization Subsystem performs 

validations on Authorizations and provides the list of 

errors to the Authorization Worker. 

The proper vetting of authorizations reduces backlogs 

of medical bills, speeds up payments to providers for 

approved services, and reduces the potential for fraud 

and abuse. 
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Authorizations Overview

The WCMBP authorization solution supports a prompt and accurate review 
process for authorization requests received by CNSI.

We will discuss the process in which authorizations are reviewed and approved 
by DOL Staff via the Authorization Requests List after the automated workflow 
has queued the request for review and processing.

Authorization Requests may be received in 
paper form via fax (to mailroom) or standard 

mailing (mailroom), via Direct Data Entry 
(DDE- (WCMBP portal) in cases of emergency 

via phone calls to the WCMBP Call Center.

Paper authorization requests and associated 
attachments are linked to the authorization 
record in the system. Automated workflows 
will queue these requests for processing in 

the order in which they were received.

The WCMBP System processes authorization 
interface files and provides a platform for 

Providers, Authorization Workers, and DOL 
staff to view and review authorizations.
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Authorization Request Levels

Authorization Requests can be classified into three different levels.

Level 1
Authorization is not required

Level 2
Authorization is reviewed by CNSI 

staff

Level 3
Authorization is reviewed by Claims 

Examiner
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Authorization Requests Levels and Process

• If an authorization request has only Level 2 service lines, the system will assign 
the authorization to a CNSI Triage Nurse/Authorization Worker. 

• The CNSI Authorization Worker will review the authorization and 
can approve or RTP the authorization if CE intervention is not 
required.

• The CNSI Authorization Worker will escalate the authorization to a 
Level 3, if the decision needs further disposition by District Office 
Claims Examiner.

• If an authorization request has both Level 2 and Level 3 service lines, the 
system will assign the authorization to a District Office Claims Examiner/OWCP 
MBE User. 
*Note: CNSI Staff will not be involved in this authorization request review for 
Level 2 service lines.

• The entire authorization request will be marked as Level 3 instead 
of Level 2 and escalated as a Level 3 to CE.

• The System will generate a WCMBP Inbox Alert notification to the 
CE by looking at the eligibility feed.

• The CE will make the decision based on all service lines, including 
Level 2 service lines.

High Level Authorizations DOL Level 2 only

Authorization 
Requests Received

Claimant and 
Provider Eligibility 

Verified

IF Level 2 Service Lines only, the, 
assigned to CNSI Triage 

Nurse/Auth Worker

IF Level 2 and Level 3 Service 
Lines, assigned to District Office 

CE/OWCP MBE User

Level 2 Escalation Flow to District Office Claims Examiner as a Level 3 Authorization Request

Entire authorization request will 
be marked as Level 3

System generates WCMBP Inbox 
Alert notification to DO CE.

CE will make decision based on both 
Level 2 and Level 3 service lines and

proceed with review as a Level 3 
authorization request  

Yes

CNSI Authorization worker 
reviews authorization in 
accordance with DOL 

Guidelines

CE 
intervention 

required? 

No
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Accessing the Authorization Subsystem

Go to https://owcpmed.dol.gov
Select Login and select DOL Staff

*You will be taken to the DOL external application sign-on page after selecting DOL Staff.

https://owcpmed.dol.gov/
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Accessing the Authorization Subsystem

Select an appropriate profile by selecting the drop-down arrow then select Go.
Note: Only profile(s) assigned to you will be accessible.

For purposes of this training, we will be using DOL Authorization Worker

Demonstration
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Authorization Menu and Authorization Request List

Click the Authorization tab at the top of the screen. The Authorization Menu 
will be displayed. Menu options include Authorization Request List, Maintain 
Error Codes, and Interface Runs. 

Select “Authorization Request List" from the drop-down menu. The system will 
display the Authorizations Request List page. This is the primary page for 
Authorization Requests.

Demonstration



Viewing and Reviewing 
Authorizations
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Viewing Authorization Requests Details

The Authorization Requests List page displays all Authorization Requests assigned as ready for review based on program and 
user level. Some users may only have View permissions based on associated profiles and organizational units.

Search for Authorization Requests using the Filter By Field. Use various filter options to narrow the search. 

Select filter criteria from 
drop-down menu

Demonstration
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Saving Filter

Save Filter can be used to save the filter if this is a filter used often.
Saved filters can be accessed using My Filters button. 

Demonstration
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Viewing Authorization Requests Details

The Authorization Requests fulfilling the search criteria are displayed.

Demonstration
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Viewing Claimant Details

The Authorization Requests List page displays all Authorization Requests assigned and ready for review, based on program and 
user level. Some users may have view only permissions based on associated profiles and organizational units.

Click the Claimant Case ID hyperlink to view authorization request Claimant Details. 
The system will display the Demographic Case Details page. 

Demonstration
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Viewing Accepted Conditions for Claimant

If a Claims Examiner wants to view the accepted conditions for a claimant select the show button. Select Accepted Conditions
and a screen will populate showing all accepted conditions.

Demonstration
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Viewing Claimant Details (Alternative Way)
Demonstration

Claimant details can also be viewed under the “Claimant" header tab and selecting Claimant Search from the drop-down list
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Viewing Accepted Conditions for Claimant (Alternative Way)

Another way to view the Accepted Conditions is to use the Claimant Menu and select Eligibility Inquiry

Demonstration
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Viewing Provider Details

The Authorization Requests List page displays all Authorization Requests assigned and ready for review based on program and 
user level. Some users may have view only permissions based on associated profiles and organizational units. 

Select the OWCP Provider ID hyperlink to view authorization request Provider Details. 
The system will display the Provider Details page.

Demonstration
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Viewing Provider Details (Alternative Way)
Demonstration

Provider details can also be viewed under the “Provider” header tab and selecting Provider List from the drop-down list.
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Reviewing Authorization

Clicking on the hyperlink for the Authorization Request # opens the Authorization Request details page.

At the top of the Authorization Request details page are buttons that allow you to perform additional actions regarding the 
authorization request. The following steps will walk you through reviewing an authorization request. Once a request is submitted it 
is in “In Review” status after system routing.

Demonstration
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Reviewing Authorization Requests Details

After confirming that the authorization request is in the appropriate status to review, follow the steps below to review and update.

Select the Update button. 
Selecting the Update button will open a window allowing 
you to make updates to the Header Level details such as 
Provider, Claimant and Diagnosis information.

Adjust the information on this screen that is not grayed out 
and click Ok.
If no adjustments are needed, click Cancel to exit.

Demonstration
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Reviewing Authorization Requests Details

Follow the steps below to review correspondences / attachments.

Select the Retrieve Correspondence / Attachments button. 

Select the preferred attachment under “Images / 
Attachments Retrieval Page” by clicking on the hyperlink in 
the “Image ID” column.  The attachment will open.

Select the preferred correspondence under 
“Correspondence Retrieval Page” by clicking on the 
hyperlink in the “Correspondence ID” column.  The 
Authorization letter will open.

Demonstration
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Reviewing Authorization Requests Details

As mentioned earlier, during the request review process, comments may need to be added during processing or notations added as to 
why a request decision may need to be set to Pending/Further Development. Follow the steps below to review and update.

Select the Comments button. 
Selecting the Comments button will open a window that 
will allow you to add comments and view previously made 
comments on this authorization.

Click Close when finished to return to the Authorization 
Request page.

Demonstration
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Reviewing Authorization Requests Details

Additional options include Viewing History, Error History, Show Duplicate Authorizations and Show Correction.

Select the View Error History button to view 
the Authorization Error History page.

Select the Show Duplicate Authorization button to 
view the Duplicate Authorizations page.

Select the Viewing History button to view 
the Authorization Header Data History page.

Demonstration
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Reviewing Authorization Requests Details

Select the Upload/Retrieve Attachment button to upload or retrieve an image.

Demonstration
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Reviewing Authorization Requests Details

The Authorization Requests details page shows sections which displays information about the authorization request.

Demonstration
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Reviewing Authorization Requests Details

Scroll down to see the Service Line Information section.

Demonstration
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Reviewing Authorization Requests

Authorization review must be completed individually at the Service Line Level.

Select the line number hyperlink to update a service line.

Demonstration

For bulk updates, select multiple lines or all lines by clicking on the checkboxes and Select the Update button and update multiple 

service lines at once.
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Approving Authorization Requests

Authorization Approvals must be completed individually at the Service Line Level.

To access the service line update page, select the line number. The Update Service Line page will be displayed.

Change Line Status by selecting an option from the drop-down list. Enter Authorized Units and/or Authorized Amount  

Demonstration
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Denying Authorization Requests

Authorization Denials must include a Denial Reason.

To access the service line update page, select the line number. The Update Service Line page will be 
displayed.

Change Line Status by selecting an option from the drop-down list. Enter Denial Reason.  

Demonstration



Reviewing Correction 
Authorizations
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Searching In Review Authorizations

Use the Filter By field to search for In Review authorization requests, then Select Go.

Demonstration
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Viewing Authorization Utilization Screen

Clicking on the notepad icon opens the Authorization Utilization Screen.

The Authorization Utilization screen provides information about used units and used amount for the authorization.

Demonstration
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Viewing Bill History Screen

Clicking on the Bill History button opens the Bill History Screen.

The Bill History screen provides information about the billed units and amounts for each TCN.

Demonstration
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Selecting Authorization to Review

Select the Authorization Request hyperlink to start reviewing the Correction Authorization Request.  

Demonstration
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Viewing Authorization Request Details page

The system displays the Authorization Request Details page. Under the Requestor Information section, the Original Authorization hyperlink 
can be selected to view the original authorization. Select Original Authorization hyperlink.

Demonstration
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Viewing Original Authorization Request Details page

A read-only original authorization details page opens. Select Close to return to previous screen.

Demonstration



43

Reviewing Service Lines

The authorization correction displays again. Scroll down to the Service Line Information section. Select the Line number hyperlink to 

update the service line status.

Demonstration
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Updating a Service Line

A window opens showing the service line information.  

The From date cannot be greater,

and the To date less than the 

dates of service listed on the 

original authorization if 

previously-submitted bills have 

utilized the authorization. 

Demonstration
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Approving a Service Line

Make the required updates to the service line. If approving a service line, enter the Authorized Units or Authorized Amount or both. 

Select Approved from the Line Status drop-down menu.

Demonstration
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Approving a Service Line

Enter Authorized Units and Select Ok.

Demonstration
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Approving a Service Line

The system displays the following message: Click OK to update the original authorization with the correction requested under this 

correction authorization. Select OK to update the service line.

Demonstration
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Approving a Service Line

The service line status in the correction is updated to Cancelled: 

The service line status on the original authorization will stay as Approved and the system will add units from correction to the original 
authorization line :

Demonstration
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Denying a Service Line

If the Authorization correction needs to be denied, select Denied from the Line Status drop-down menu and enter the Denial Reason,

then select Ok.

Demonstration



50

Denying a Service Line

The service line status in the correction is updated to Denied:

The original authorization is not updated:

Demonstration
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Changing the Line Status to Pended Further Development

If further information is required for final decisions for the Authorization Correction, change the authorization to Pended Further 

Development Status. 

Select Pended Further Development from the Line Status drop-down menu then select Ok.
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Setting the Line Status to Pended Further Development

The system displays the following message: System will not copy the pended further development authorization line to the Original 

authorization. Update the line in this correction authorization when you are ready with the decision then select OK.
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Setting the Line Status to Pended Further Development

The service line status in the correction is updated to Pended Further Development:

The original authorization is not updated:



WCMBP System

Error Codes
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Error Codes

The Error List must be reviewed and resolved prior to approval of Authorization Requests. The Error Type indicates the line entry with the 

error. Error Code column provides the error code. In this case it is 70863 which is a common error you will see. 

To get more information about the error “Maintain Error Codes” can be used.

Demonstration
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Error Codes

The Maintain Error Codes function allows authorized staff to view the list of Error Codes and descriptions that are used for 

Authorization Edits.  *This screen is view only for DOL Staff.

To access, select Authorization Tab and Maintenance Error Codes. The Error Codes page will be 
displayed.   

Demonstration

Select Error Code and enter error code number. Select Go.

Select Error Code hyperlink.



58

View Error Code from Error Code List

Select Error Code Number to view error code details. The system displays the Error Code Detail page.

Select Close when finished.

Demonstration

Note: The first four characters of the Diagnosis code must match the code given in claimant accepted conditions. If the first
four characters do not match, this error will be generated.
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Error Codes

Error Code: 70865

Service not covered – Treatment Suite packages found but no rule for the service was found within a package. 

Demonstration
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Accessing Treatment Suite

The Treatment Suite function can be accessed through the External Links drop-down list. 

After updating the Treatment Suite, Run Edit must be selected. Note: changes will not be reflected until after 24 hours. 

Demonstration

Note: Please email dfec-medical@dol.gov if you are unable to resolve errors.

mailto:dfec-medical@dol.gov
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Adding a New Authorization Request

To add a new authorization request, select the Add New Request button.
The Add New Request window is displayed.

Select the applicable Program from the Program drop-down. The available Authorization Request Types associated with each 
program will be displayed in the Authorization Type drop down menu. Select Authorization Type.

Demonstration
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Adding a New Authorization Request
Demonstration

Authorization Request fields display, and details can be added.
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Add New Authorization Request

This is an example of a Travel Authorization Request. The Required fields, denoted by an asterisk(*) must be completed to 
create a new authorization request. Select Save when finished.

Demonstration
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Adding a New Authorization Request

When complete, select Save Authorization. The authorization request status then appears as in an Initial Request status. 
Submission process is not complete. 
If duplicate information appears, there may be a warning that a duplicate PA already exists in the system to check 
information.

Demonstration

Note: If an authorization request has not been saved or a submission process is not completed, it will appear in the 
Authorization Request List as “Entering” to denote that the authorization request creation is still in progress but not completed. 

Any authorization request that is in “Entering” status for more than 28 days will be cancelled by the system.
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Add New Authorization Request

The next step is to upload any associated documents. 
Select Upload/Retrieve Attachments. The system displays 
the Attachments page.

Select Ok to upload. The system displays the 
attachment in the Attachment List below. 
*Add additional documents as needed by repeating 
steps. 

Select from the Document Type drop-down 
to upload the associated document. 

Select Browse to search for the file location or 
type in the file address and add the file. 

Demonstration
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Add New Authorization Request

The final step is to submit the authorization request. 
Click Submit Authorization. 
The status will now appear as In Review and Auth Request 
Type will display Initial Request.

Demonstration
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Bills Subsystem

This session covers: 

• Accessing the WCMBP Bills Subsystem 

• Viewing Bills 

• Retrieving Bill Images

• Questions



Accessing WCMBP Bills 
Subsystem
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Accessing the Bills Subsystem

Select an appropriate profile by clicking on the drop-down arrow then select Go.
Note: Only profile(s) assigned to you will be accessible.

For purposes of this training, we will be using DOL Bills View Only.

Demonstration
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Accessing the Bills Subsystem

Select the Bills tab.

Select Inquire Bills.

Demonstration
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Inquire Bills Page

The system displays the Inquire Bills page.

Demonstration
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Using Filters to Search for Bills

Filter By search can be used to search for bills. Search can be narrowed down by using multiple filters.

Demonstration
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Using Filters to Search for Bills

Select search criteria from the Filter By drop-down menu.

Demonstration

Range of date can only be used in the first filter.
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Saving Filters

The Save Filter button may be used to save the Filter By search criteria to make it easier to search in the future. 

Demonstration
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Saving and Accessing Filters

Enter Filter Name and select Save.

Demonstration

To Access saved filters, select My Filters and select the required filter.
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Using Filters to Search for Bills

Select Go. 

Demonstration
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Search results

The system displays the search results.

Demonstration
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Viewing Bill Details

Select the TCN hyperlink to view bill details.

Demonstration
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Bill Details

The system displays the Bill Details page. The first section shows Errors posted (if available) and the second section shows 
Header details.

Demonstration
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Bill Details- Errors Posted Section

The Errors Posted section displays the following columns:
TCN: Shows the TCN number.
Run Number: The number of times the bill has been recycled while in suspense.
Error Code: Provides the error code posted in the run cycle. This hyperlink may be selected to view more details about the error code.
Error Description: Short explanation of the error.
Adjustment Reason Code: Displays the adjustment reason the code associated with the error code, as displayed in the RV.
Disposition: Displays the disposition of the error: Pay and Report/Suspend/Super-suspend/Deny.
Forcible: Displays if the error can be forced to pay the bill: Y or Blank (forcible)/N (not forcible).

Demonstration
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Bill Details- Errors Posted Section

Deniable: Displays if the error can be denied or not: Y or Blank (deniable)/N (not deniable).
Suspended Date: Date when bill was suspended.
Erroneous Data: Provides any additional information about the error such as the data that is causing the error.
Bill Location/Business Unit: Location of the bill while in suspense.
Error Location/Business Unit: Location associated with the error.
Assignment Date: Date when error was assigned.
Action Type: Manual action taken by the resolution worker for the error code.
Source: Source of error: Adjudication Posted/Manually Added

Demonstration
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Bill Details- Header Details Section

The Header Details section provides details about the TCN such as Bill Date, Adjudication Date, Claimant details, Provider details etc. The 
Remittance Voucher (RV) Number is also displayed here.

Demonstration

RV Number will be used to search for RV payment details later in this training session.
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Bill Details- Show button

Select the Show button to view more details.

Demonstration
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Viewing Denied Reasons

Select the Show button. Select Denied Reasons from the show menu.

Demonstration



90

Viewing Denial Reason Information

The system displays the Denial Reason Information page. This page provides more details about why the line was denied.
Error Code hyperlink may be selected to view more information about the error code.

Demonstration
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Viewing Service Line List

Select the Show menu then select Service Line List. 

Demonstration
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Viewing Service Line List

The system displays the Service Lines Page. The columns show information about Billed Amount, Allowed Amount, Paid Amount and Line 
Status for each TCN.
Select the TCN hyperlink to view service line details.

Demonstration
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Viewing Service Line List

The system displays the Service Line Detail page where the errors posted as well as more information about the service line is displayed. 
Select Cancel to return to previous screen.

Demonstration

The Service Line Detail page can also be accessed by selecting Service Line Details from the show 
menu on the Bill Details page. 



Retrieving Bill Images
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Retrieve Bill Images
At the top of the Bill Header page, select the paper clip icon. 

Demonstration
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Retrieving Bill Images

The system displays the Correspondence Images List page. Select the Image ID hyperlink to view the Bill image.

Demonstration

The image will open in a new window. The window can be closed after review.
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Retrieving Bill Images

Another way of retrieving bill images is to select Retrieve Bill Images under the Bills drop-down menu. 

Demonstration
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Retrieving Bill Images

Enter the TCN Number, then Select Go.

Demonstration
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Retrieving Bill Images

The system displays the Correspondence Images List page. Select the Image ID hyperlink to view the Bill image.

Demonstration

The image will open in a new window. The window can be closed after review.



Summary
Key Points: 

• Authorizations are received via paper and DDE.

• Authorization Requests can be classified into three 
levels: Level 1, level 2 and level 3. 

• Level 1 authorizations do not require an 
authorization. 

• Level 2 authorizations are reviewed by CNSI 
staff.

• Level 3 authorizations are reviewed by Claims 
Examiners (CEs).

• CEs can use the WCMBP system to review 
authorizations and authorization corrections using the 
DOL Authorization Worker profile.

• Multiple filters are available to search for an 
authorization.

• CEs need to resolve any errors before they can 
approve or deny any service lines.

• Authorization Utilization screen and bills history screen 
can be viewed to get more information about utilized 
units/amount and billed units/amount.



Summary

• CEs can view bills using the DOL Bills View Only 
profile.

• Multiple filters are available to search for bills.

• Bill Details page provides details about the bill and the 
errors associated with it.

• Additional details about bills can be viewed using the 
Denied Reason and Service Line list options in the 
show menu on the bill details page.

• Bills Images, if available, can be retrieved using the 
paper clip icon on the bill details page.
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