Claim correspondence available through myWCB
We’ve got great news for employers—you can receive most of your claim correspondence online through myWCB.

Who can sign up?
Anyone in the Claims Administrator role in myWCB can sign up for this feature.

Who receives the electronic correspondence if you sign up?
The initial subscription is done on an operational level so all users in the Claims Administrator role with the same account and
industry are signed up at once to receive electronic claim-related correspondence. (With the exception of letters requiring
attachments, as noted below.)
Please doublecheck that the appropriate people are in the Claims Administrator role before signing up. Once you’ve selected this
electronic option, everyone in the role will have access to these online documents.

How can you sign up?
Signing up for electronic claim-related correspondence is easy:
1. Sign into your myWCB account.
2. Go to My Claims and Costs. Select Request Claim and Premium Reports. Choose Claims Correspondence.		
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3. Select a desired account/industry and click Add.

4. The subscribed account will appear in the bottom Selected Accounts window.
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5. Click Submit to create the subscription.

Once the subscription process is complete, you will see the following message:
Your request has been received. You will receive an email when claim-related correspondence is available, based on your
notification option.

Will all claim-related correspondence be sent out electronically?
If you sign up for this option, all claim-related correspondence will automatically be sent electronically. The exception is
correspondence with attachments (as noted below) and resends, which will still be sent by mail or fax.

I’ve signed up for electronic correspondence but I’ve called in to ask for a specific letter
to be faxed to me. Will a copy of the letter still be stored in myWCB?
No. If you phone in and request that a piece of correspondence be faxed to you instead of sent electronically, please keep in mind
there won’t be an electronic copy available in myWCB. This means no one else in your organization with the Claims Administrator
role will have access to an electronic copy either.

How soon after I’ve signed up will the claim-related materials be ready? How long will
the correspondence be accessible online?
The system is updated every hour. Most new claim-related materials created after you’ve signed up will be available online.
(Previous correspondence that has been sent by fax or mail isn’t available online.)
Claim-related correspondence will be available online for 90 days before it’s automatically deleted from myWCB. If you accidently
delete your copy of the correspondence, other people in your company with the Claims Administrator role will still have access to
it. (You’ve only deleted your copy, not everyone else’s.)
If you need to obtain a copy after it has been deleted by the regular 90 day clean-up, you must contact WCB’s Claims Contact
Centre so the letter can be resent. We encourage you to save the correspondence directly onto your own system as myWCB isn’t a
long-term archive.
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Are attachments included with the electronic correspondence?
Unfortunately attachments can’t be sent electronically. If there’s an attachment included with the correspondence, then the
correspondence will be sent out to you via mail or fax, even if you’ve chosen online as your default. It’s important to note that very
few letters include attachments. The next time correspondence is sent, it automatically defaults back to Electronic.

You’ve signed up for the online option, but now want to go back to receiving claimsrelated materials by mail or fax. How can you make the switch?
If you unsubscribe online and there are other people with the Claims Administrator role, it doesn’t mean you will automatically
revert back to the old method of receiving correspondence by print or fax. It means that going forward you won’t receive any
further claim-related correspondence at all.
To unsubscribe from electronic delivery, all users for the specific industry/account need to unsubscribe in order for the
delivery method to reset to mail or fax. You will need to make that change directly in your myWCB account.

Who should I contact with technical questions?
Please call WCB’s eBusiness Support at 780-498-7688 or toll-free at 1-866-922-9221.

www.wcb.ab.ca

•

contactcentre@wcb.ab.ca

•

1-866-922-9221 (within AB)

1-800-661-9608 (outside AB)
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