
1. Select the applicable profile from the 
Profile drop-down list and select Go.

Note: Users who have access to one of 
the following profiles can access Legacy 
Documents under Admin menu. This list 
has all legacy documents that can be 
searched using TCN or Provider ID.
• DOL Bills Resolution Specialist
• DOL WCMBP View Only

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

The next section will provide two different examples of how to utilize the filters on the Legacy 
Documents Search List page to retrieve legacy documents.
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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 document outlines the process to search and view such legacy documents, like correspondences and 
attachments for bill/authorization in the WCMBP System. It describes the required profiles and steps to be followed 
for Legacy Providers, CNSI Operations Staff, and DOL staff.

Legacy Documents Under Admin Menu
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1. Select the Filter By drop-down to select 
filter criteria option. For this example, we 
will select the WCMBP Provider ID filter 
option.

2. Enter the WCMBP Provider ID in the 
blank field to the right of the selected 
filter option.

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

4. Enter the Image Title as Remit% in the 
blank field to the right of the selected 
filter option and then select the Go 
button.
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EXAMPLE 1 – Search for RVs for a specific Provider.
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5. 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.

6. Select the DCN hyperlink to view the RV.
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EXAMPLE 1 Continued – Search for RVs for a specific Provider.

1. Select the Filter By drop-down to select 
filter criteria option. For this example, we 
will select the Image Title filter option.

2. Enter the Image Title as 1099 in the blank 
field to the right of the selected filter 
option and then select the Go button.

EXAMPLE 2 – Search for 1099s.

1

2

5

6



3. Select the DCN hyperlink to view the 
1099.

The next section will explain how to view legacy documents at the Provider Level.
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EXAMPLE 2 Continued – Search for 1099s.

3



1. Select a profile from the Profile drop-
down list and select Go.
• DOL Provider Enrollment View Only

2. Select the Provider List menu option 
under the Provider tab.

1. Select the Filter By drop-down to filter 
criteria option. For this example, we will 
filter by OWCP ID.
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Legacy Documents at Provider Level

DOL Staff who are responsible for tasks related to provider enrollment or authorization review may not have access 
to the required profiles in order to view documents under the Admin menu. These users can access legacy 
documents at the provider level, as demonstrated in the steps below.
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EXAMPLE 1 – Search for RVs for a specific Provider.
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2. Enter the OWCP ID in the blank field to 
the right of the selected filter option and 
then select the Go button.

3. Click the OWCP ID hyperlink. The system 
displays the provider’s basic information.

4. Select the Retrieve Correspondence
button. 

5. The system displays the Correspondence 
Retrieval (provider letters) grid and 
Images/Attachments (RV, ACH form, 1099 
form, bills/authorization attachments) 
grid.
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EXAMPLE 1 Continued – Search for RVs for a specific Provider.
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6. In the second grid select the Image Title 
filter option.

7. Enter the Image Title as Remit% in the 
blank field to the right of the selected 
filter option and then select the Go
button.

8. The system displays Remittance 
Voucher(s) for this provider. Select the 
Repository Key hyperlink to open/view a 
RV.

The next section will explain how to view legacy documents from the Provider Portal.
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EXAMPLE 1 Continued – Search for RVs for a specific Provider.
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1. After logging into the WCMBP System and 
selecting the Provider ID, select a profile 
from the Profile drop-down list and select 
Go.

Note: You can use one of the following 
profiles:
• EXT Provider Bills Submitter
• EXT Provider Super User

2. Select the Correspondences hyperlink 
under the My Interactions menu. 

1. Search can be performed using TCN, 
Image Title or Case Number. 
In the second grid (Images/Attachments 
Retrieval Page), select the Image Title
filter option. 
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The Provider can view legacy documents via the Provider portal.
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EXAMPLE 1 – Search for RVs for a logged-in Provider.
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2. Enter the Image Title as Remit% in the 
blank field to the right of the selected 
filter option.

3. The system displays remittance vouchers. 
Select the Repository Key hyperlink to 
open/view an attachment.
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EXAMPLE 1 Continued – Search for RVs for a logged-in Provider.
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