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Welcome

Welcome to the Minnesota Department of Labor and Industry (DLI) Work Comp Campus group administration
manual.

This manual focuses on the group administrator functions within Campus and is meant to guide users step by
step, using visual aids, to understand how to perform these functions in Campus.

All names and the data portrayed are fictitious and used only for demonstration purposes. No identification with
actual persons or entities is intended or should be inferred.



Workers' Compensation Division Help Desk

Contacting the help desk
You may contact the help desk in the following ways:

e by phone at 651-284-5005 (option 3) or 800-342-5354 (option 3); or
e by email at helpdesk.dli@state.mn.us.

The help desk team is available Monday through Friday, 8 a.m. to 4:30 p.m. If calling outside of office hours, you
may leave a voicemail message and a staff member will respond within 24 hours.

Tips for contacting the help desk

When contacting the help desk, be as detailed as possible in your messages, both in voicemail and email. It is
also helpful to the help desk staff to have as much identifying information as possible regarding your inquiry.

If you are having technical issues with Campus, such as receiving an error message while filing a claim, we
suggest you clear the cache and cookies of the internet browser you are using and then try accessing Campus
again.

If you continue to have issues, we encourage you to do the following.

e Take a screenshot of the error or issue.
e Make a note of the date and time the problem occurred.
e Send this information via email to the help desk at helpdesk.dli@state.mn.us.

Including the claim or dispute number on which the issue occurred is also important. This information will help
the help desk and the Campus technical team to assist and resolve the issue.


mailto:helpdesk.dli@state.mn.us
mailto:helpdesk.dli@state.mn.us

Group administration

Group administration tasks, such as adding members to a group, changing permissions, editing relationships and
more, can only be performed as a group administrator within Campus.

There are several actions needed for a group administrator to grant permissions or create relationships for users
within Campus.

1. The individual must register in Campus, making themself a Campus user.
A group administrator of the group adds the user as a member of the group. Only members of groups
can access claims in Campus with the exception of injured workers.

3. Agroup administrator can then assign specific permissions to any members within the group.

4. A group administrator can also link individual users within the group to share claim access with each
other, such as linking a paralegal to an attorney.

Viewing group information

At the top of the user T [swmaries v |

LABOR AND INDUSTRY

dashboard (homepage), click My Overview

A Notifications

the drop-down arrow next to

No notifications. Log Out
the user’s name. 1 0 0

Open Claims Upcoming Events New Documents

documents in the
ons panel to ensure
accuracy

Select My Groups.

View and edit the details of you Rev
events in the Events portal. Notificati

The My Groups page lists the

My Groups
groups you are associated Lund & Associates
Wlth. Law Firm
.
EaCh grou p you are aSSOCIated Group Administrator Marie Lund ( Crmpls.dli+Lund@gmail.com ) 10/16/2020
With ShOWSZ Service of Process Designee Debbie Pringles ( Craymond.dli+DebbiePringl: ail.com )
Designated Contact for Information Requests from DLI
e the number of members; profile Managerent Designee
° user permissions; Claim Access Administrator

e group administrators; and
e the date joined.




Viewing and editing entity details

An entity can be an individual user within Campus or a group, such as an employer, insurer, third-party
administrator, trading partner, law firm, rehabilitation providers or supplemental entities. Except for employees,
all entities can view entity details. To edit entity details, you must have the profile management designation.

Note: Any edits made to the entity name or address information will be submitted to DLI and require approval.
When the request is approved by DLI, the changes will be reflected in Campus.

At the top right of the user
dashboard (homepage),
click the drop-down arrow
to display the menu.

Select My Groups.

m DEPARTMENT OF
LABOR AND INDUSTRY

Submit a Filing v Andy dark(v ]

Edit Profile

A Notifications

No notifications.

My Overview
Log Out

1 0

Open Claims Upcoming Events

0

New Documents

View details associated to your
claims in the My Queue portal

View and edit the details of your
events in the Events portal.

Review documents in the
Notifications panel to ensure
accuracy.

The My Groups page lists
the groups you are
associated with. Click on
the hyperlink for the entity
that you wish to view or
edit.

Andy Clark w

My Groups
Test Rehab Provider Minnesota Tax ID

Rehab Provider Group

My Permissions Group Admins Date Joined

ark [ DUITestEXE1+QRCSOSEmail.com

The Entity Details page has
the name of the entity at
the top and relevant
information about the
entity below.

Lund & Associates
Laww Firm: LF-011-6164-798

Law Firm Details

Law Firm Type

Law Firm

Workers' Compensation Insurance Policy Information
Assoclated Emplayer

ER-01-6164-797: Lund Enterprises, Inc.

Law Firm Status

+ Add Address

Address 1 City Effective Range




5. From this page, the group
name can be updated by
clicking on the Edit button
next to the group name.

6. The Update Group Name
window will display. Under
in the text field, edit the
group name.

7. When complete, click the
yellow Save button to
confirm the changes or
click Cancel to exit without
any changes being made.

Lund & Associates
Lawv Firm: LF-01-6164-798

Law Firm Details

Law Firm Type Law Firm FEIN
Law Firm 150001145

Workers' Compensation Insurance Policy Information
Associated Emplayer

ER-01-6164-797: Lund Enterprises, Inc.

Law Firm Status
status

Contacts  Related Claims & Cases

+ Add Address

Address Type Address 1 City Effective Range

Update Group Mame

Make any needed changes to the information below.

Law Firm Name

Lund & Associates 6

8. To add an address for the
group, click on the yellow
+Add Address button.

9. The Add Address window
will pop up. Click on the
drop-down menu to select
the Address Type and fill in
all required information
marked with an asterisk(*).

Note: If no primary address
has been entered, the drop-
down menu in the Address
Type field will not be available.

10. Click Save to submit the
new address request or
Close to exit without
saving.

Contacts  Related Claims & Cases

Showing (1-1) of 1 1 items per page 10

Add Address
Address Type * %

Address1*

Address 2

O Outside US

Postal Code * city* County

Country

State Progimce - United States
0




11. Once submitted, a
Confirmation window will
pop up. Click the yellow OK
button to close the
window.

Note: The system will send
notification to DLI staff
members for review; if
approved, the address will be
visible on the Entity Details
page, under the Addresses tab.

Confirmation

x

All submitted changes have been sent to DLI for review and will be updated upon approved.

Lund & Associates
Lawv Firm: LF-01-6164-798

Law Firm Details

Law Firm Type
Law Firm

Workers' Compensation Insurance Policy Information
Associated Emplayer

ER-01-6164-797: Lund Enterprises, Inc.

Law Firm Status

Law Firm FEIN
150001145

Contacts  Related Claims & Cases

Address Type Address 1 City

Effective Range

+ Add Address




Viewing member information

1. Atthe top right of the user
dashboard (homepage), click the
drop-down arrow to display the
menu.

2. Select My Groups.

DEPARTMENT OF
LABOR AND INDUSTRY

m

My Overview

1

Open Claims

View details associated to your
claims in the My Queue portal

Submit a Filing v

Andy dark(v |

it Profile
A Notifications 2
No notifications. LogOut

0

New Documents

0

Upcoming Events

Review documents in the
Notifications panel to ensure
accuracy.

View and edit the details of your
events in the Events portal

3. The My Groups page lists the
groups you are associated with.

Note: To view more detailed
information about this page, go to
the Viewing group information

section of this manual.

DEPARTMENT OF
N

Campus TEST Em
Dashboard > My Groups
My Groups
Lund & Associates
Law Firm
4 Members
My Permissions Group Admins Date Joined
Group Administrator Debbie Pringles { 11/2/2021
Craymond.dli+DebbiePrir il.com )
Seny =5 Designes
Marie Lund [ Craymond.dli+Lund@gmail.com |
tact for Information Requests from DL
Profile Mansgemen: Designes
Claim Access Administrator
m DEPARTMENT OF Address Contact About Us
LABOR AND INDUSTRY
Wk st tameus 443 Lafsyetrs Rosd N Phone: 651-284-5005, oprion 3 Help

Wark Camp Campus™ 2010

St. Paul, MN 55155 Toll-free: 800-342-5354, option 3 Terms and Conditions of Use and Privacy Policy.

Click on the kebab menu (three
vertical dots in the upper right) to
display the menu.

5. Click on View Group to view the
list of current members of the
group.

Dashboard » My Groups

My Groups

Lund & Associates
Law Firm

£ Members

My Permissions

Group Administratar

Group Admins Date Joined
Dsbbiz Fringles ( Craymond.dli+DebbiePr il.com 117212021
anag ces
Warie Lund { Craymond. dii-Lund@zmail.com
Lex u;




6. The Entity Details page will open;

click on the Contact tab.

Under the Contacts tab, click on
the Users tab to view all the
users connected to this entity.

Lund & Associates
Law Firm: LF-01-6164-798
Law Firm Details

Law Firm

Lund

Law Firm Type

Law Firm

N,

Workers' Compensation Insurance Policy Information
Bssaclated Employer

ER-01-6164-797: Lund Enterprises, Inc.

Law Firm Status
5

Addresses @ Related Claims & Cases

Addresses WaCDIelesl Relzted Claims & Cases

Registration Number

Redd Butts Other Legal Professional Craymond.dii+ReddButts@gmail.com

Marie Lund Attorney Craymond.dii+Lund@gmail.com

Lou Lou Butts Paralegal Crmpls.dii+Butts@gmail.com

Debbie Pringles Lagal Assistant (612) 4759584 Craymond.dii+DebbiePringles@gm
Showing (1-4) of 4 1

10




Accessing group administrator settings

1. Atthe top right of the user
dashboard (homepage), click the
drop-down arrow to display the
menu.

2. Select My Groups.

) PR e
LABOR AND INDUSTRY

1

Open Claims

My Overview

View details associated to your
claims in the My Queue portal

Submit a Filing v

Andy dark(v |

it Profile
A Notifications 2
No notifications. LogOut

0

New Documents

0

Upcoming Events

Review documents in the
Notifications panel to ensure
accuracy.

View and edit the details of your
events in the Events portal

3. The My Groups page lists the
groups you are associated with.

Note: For instructions about how to
view the current members of the
group, go to the Viewing member

information section of this manual.

Campus TEST Em

Desnboard My Groups

DEPARTMENT OF
N

My Groups
Lund & Associates
Law Firm
4 Members
My Permissions Group Admins Date Joined
Group Administrator Debbie Pringles { 11/2/2021
Craymond.dli+DebbiePrin il.oom )
Seny =5 Designes
Marie Lund [ Craymond.dli+Lund@gmail.com |
tact for Information Requests from DL
Profile Mansgemen: Designes
Claim Access Administrator
m DEPARTMENT OF Address Contact About Us
LABOR AND INDUSTRY
Wk st tameus 443 Lafsyetrs Rosd N Phone: 651-284-5005, oprion 3 Help

Wark Camp Campus™ 2010

St. Paul, MN 55155 Toll-free: 800-342-5354, option 3 Terms and Conditions of Use and Privacy Policy.

4. Click on the kebab menu (three
vertical dots in the upper right) to
display the menu.

5. From the drop-down menu,
select the Manage Group option.

Note: This option is only available to
group administrators.

Dashboard » My Groups

My Groups

Lund & Associates
Law Firm

£ Members

My Permissions

Group Administratar

Group Admins Date Joined
Dsbbiz Fringles ( Craymond.dli+DebbiePr il.com 117212021
anag
Warie Lund { Craymond. dii-Lund@zmail.com
Lex u;
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6. The Group Management page
displays all Active Members and
includes their:

* name;

email address;
e user type; and
date joined.

Note: An Active Member is a user
who has registered in Campus and is
linked to the group entity. If the user
is not registered, see more detailed
instructions in the Member not
registered section of this manual.

Dashbserd + My Groups ¢ Group Management
Group Management
Lund & Associates: LF-01-6164-798

=+ Add Membar

' PO LT E Cpen Invitations

Date Joined

Showing (1-4) of 4 1

2 Debbie Pringles, Legal Assistant

Permissions A Ean Relationships

- Wre Lung Anorney

o2 Debbis Pringles Craymond.dii-DebbiePringles@gmail.. Legal Assistant 2472021
[m] Lou Lou Butts Crmpls.dli+Butts@gmail.com Parelegs 27272021
-8 Marie Lund Craymond.dii+Lund@gmail.com Amorney 117212021
O Redd Butts Craymond.dii+ReddButts@gmail.com  Other Legal Professiona 9/26/2022
I zge 10

7. As agroup administrator, you can
update the address information
associated with a member by
clicking on the Edit Location link.

More detailed instructions are
provided in the Editing member’s

location section of this manual.

Group Management

Lund & Associates: LF-01-6164-798

+ AddMember

User Type

Date Joined

& Debbie Pringles Craymond.dli Legal Assistant 2/4/2021
O Lou Lou Butts Crmpls.dli+Butts@gmail.com Paralegal 2/2/2021
o & Marie Lund Craymond.dli:Lund@gmail.com Attorney 117272021
O Redd Butts craymond.dli+ReddButts@gmail.c.. Other Legal Professiona 9/26/2022
showing (1-4) of 4 1 tems per page 10 -

@ W Rerove Member

* Marie Lund, Amorney

+ Group Administr
« Service of Pr e
for Infarmation Requests from DLI
. Designes

o Claim Access Administrator

& Debbie Pringles, Legal Assistant
All LOCAtIONS s
Permissions =N Relationships J Ede

12




8. Permissions are displayed for the
member. Click the Edit link to
update Permissions.

More detailed instructions are

provided in the Editing member
permissions section of this manual.

Group Management
Lund & Associates: LF-01-6164-798

LCOTERNE LAl Open Invitations

~+ Add Member

User Type

Date Joined

& Debbie Pringles, Legal Assistant

Permissions

« Group Administra

Relationships

* Marie Lund, Atorney

7 Edi

# Edit Location

& Debbie Pringles Craymond.dli Legal Assistant 2/4/2021
] Lou Lou Butts Crmpls.dli+Butts@gmail.com Paralega 2212021
o & Marie Lund Craymond.dlitLund@gmail.com Attorney 11/2/2021
[} Redd Butis Craymond.dli+ReddButts@gmail.c.. Other Legal Professiona 0/26/2022
Showing (1-4) of 4 1 ems v

B Remove Member

9. Relationships are displayed for
the member. Click the Edit link to
update Relationships.

More detailed instructions are

provided in the Editing member
relationships section of this manual.

Group Management

Lund & Associates: LF-01-6164-798

LYOTRNE L ETEl Open Invitations

~+ AddMember

User Type

Date Joined

& Debbie Pringles, Legal Assistant

All Locations

Permissions /K

nfarmation Requests from DLI
igne:

dministrator

Relationships

« Marie Lund, Atworney

/' Edit Locstion

& Debbie Pringles Craymond.dli Legal Assistant 2/4/2021
] Lou Lou Butts Crmpls.dli+Butts@gmail.com Paralegal 2/2/2021
o & Marie Lund Craymond.dli+Lund@gmail.com Attorney 114272021
] Redd Butts Craymond.dli+ReddButts@gmail.c.. Other Legal Professiona 9/26/2022
Showing (1-4) of 4 1 -

W Remove Member

13




10. If you need to delete a member
associated to this group, click the
Remove Member link.

Note: A user cannot leave a group if
they are the only member assigned
the group administrator or service of
process designee permissions.
Another group administrator or
service of process designee must be
identified before removing this
member from the group.

More detailed instructions are
provided in the Removing a member
from group section of this manual.

Group Management
Lund & Associates: LF-01-6164-798

~+ Add Member

Date Joined

User Type

& Debbie Pringles, Legal Assistant

/4 it

ee
farmation Requests from DLI
gres

Relationships

* Marie Lund, Atorney

& Debbie Pringles Craymond.dli Legal Assistant 2/4/2021
] Lou Lou Butts Crmpls.dli+Butts@gmail.com Paralega 2212021
o & Marie Lund Craymond.dlitLund@gmail.com Attorney 11/2/2021
[} Redd Butis Craymond.dli+ReddButts@gmail.c.. Other Legal Professiona 0/26/2022
showing (1-4) of 4 1 tems per page 10 -

# Edit Location

7 Edi

14




Adding members to a group

Member already registered in Campus

A group administrator has the ability to add and remove members for their group. If a member needs to make
updates to their individual user information, such as an email address, they must log in and make that update.

1. From the Group Management
page, click on the yellow +Add
Member button at the top right
of the page.

) DECARTMENT O
LY D INDUSTRY

Dashbosrd > My, up Management

Group Management + Add Member
Lund & Associates: LF-01-6164-798

Active Members [OIERIRWIENERE

Date Joined
oa Debbie Pringles. Craymond.dli+DebbiePringles@gmail.com Legal Assistant 2/4/2021
O Lou Lou Butts Crmpls.dli+Butts@gmail.com Paralegal 21212021
o&a Marie Lund Craymond.dli+Lund@gmail.com Attorney 111212021
o Redd Butts Craymond.dli+ReddButts@gmail.com Other Legal Professional 9/26/2022
Showing (1-4) of 4 1 tems per page 10

& Debbie Pringles, Legal Assistant

Permissions

/e Relationships /e

* Marie Lun, Attorney

2. Onthe Add Member page, enter
a valid email address in the Email
Address field for the new
member and enter it again in the
Confirm Email field.

Note: The email address must be the
same one the individual used to
register and activate their account in
Campus.

Note: If a person is already
registered in Campus, their name will
auto-populate after entering their
email address.

Add Member

Enter the email address of the individual you wish to invite to this group.

Email Address * Confirm Email +

First Name * Last Name *

(Optional) Select a location for this Member. If no specific location applies, leave as All

Address

(Optional) Assign permissions. These will be applied for the individual when he/she joins the group. If none selected, default permissions will apply.

Item Pool Selected Items
None selected,

+

Service of Process Designee
+

Profile Management Designee

p will b o the and ha of .

Add Cancel

15




3. Optional: In the Address field,

Add Member x
Select a |ocation for the mem ber. Enter the email address of the individual you wish to invite to this group.
s
If no specific location applies,
leave as All.
(Optional) Select a location for this Member. If no specific location applies, leave as All
(Optional) Assign permissions. These will be applied for the individual when he/she joins the group. If none selected, default permissions will apply.
Item Pool Selected Items
None selected.
N
Service of Process Designee
tion Requests from DLI
+ hen DLl sends a request to their associated entity and receive a
Add Cancel
4. Assign the appropriate
permissions for this member by Add Member X
. . Enter the email address of the individual you wish to invite to this group.
clicking on the + symbol. -

Note: Permissions available are as
follows.

e Group Administrator — members
with this permission can add and
remove group members, change
permissions to existing members
and change relationships among
members if applicable.

e Service of Process Designee —
members with this permission
are included in the list of
serviceable participants to be
served any time a filing is added
to a claim, case, dispute or appeal
relating to your group.

e Designated Contact for
Information Requests from DLI —
members with this permission
are contacted when DLI sends a
request to their associated entity
and receive a notification to
respond to the request.

e Profile Management Designee —
users in this permission group
have access to the Edit Profile

First Name * Last Name *

(Optional) Select a location for this Member. If no specific location applies, leave as All

Address

(Optional) Assign permissions. These will be applied for the individual when he/she joins the group. If none selected, default permissions will apply.
Item Pool Selected Items

Group Administrator None selected.

Designated Contact for Information Requests from DL

c2dl when DLI sends  request to their associated entity and receive &

Note: Permissions do not have to be selected in this step. Member permissions can
be set up at any time, either when the individual is initially added to a group or at a
later time by the group administrator. More detailed instructions are provided in
the Editing member permissions section of this manual.
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link and have authority to edit
the profile of the group.

e Claim Access Administrator —
users in this permission group are
able to administer users’ access
to claims and cases within the

group.

5. Any permissions that are selected
will show in the Selected Items
column.

Add Member

Enter the email address of the individual you wish to invite to this group.

Email Address *

Timmy.Tester@aaol.com

Confirm Email *

Timmy.Testen@aol.com

First Name *

Timmy

Last Name *

Tester

(Oprional) Select a location for this Member. If no specific location applies, leave as All

Address

(Optional) Assign permissions. These will be applied for the individual when he/she joins the group. If none selected, default permissions will apply.

ltem Pool

Group Administrator

Add Cance

Selected ltems

6. After permissions are selected,
click the yellow Add button to
save the information or click
Cancel to exit without any
changes.

Note: The individual who has been
added will receive an email message
to the address listed in Campus.

They will need to confirm their email
address to get access. After
confirmation, their name will appear
under the Active Members tab on
the Group Management page.

Add Member

Enter the email address of the individual you wish to invite to this group

Emall Address *

Timmy.Tester@aol.com

Confirm Email *

Timmy. Tester@aol.com

First Name *

Timmy

Last Mame *

Tester

(Optional) Select a location for this Member. If no specific location applies, leave as All.

Address

(Optional) Assign permissions. These will be applied for the individual when he/she joins the group. If none selected, default permissions will apply.

Item Pool

+

+

+ sccess to the £ link, and have
dministratar

+ The Eroup will be able to administer users’ access o (Oaims

Selected ltems

ice of Proces
ith

17




Member not registered in Campus

1. From the Group Management I s W usrar

Campus TEST Environment

page, click on the yellow +Add ey
. Group Management + Add Member
Member button at the top right
of the page
User Type Date Joined
oa Debbie Pringles Craymond.dli+DebbiePringles@gmail.com Legal Assistant 27472021
O Lou Lou Butts Crmpls.dlisButts@gmail.com Paralegal 222021
o&a Marie Lund Craymond.dli+Lund@gmail.com Attorney 117212021
0 Redd Butts Craymond.dlisReddButts@gmail.com Other Legal rofessional o602
Showing (1-4) of 4 1 Items per page 10 -
& Debbie Pringles, Legal Assistant J dtioion s
Al Locatons
Permissions /e Relationships S
« WorieLund.Acorney
2. Onthe Add Member page, enter P §
a Valid email add ress in the Email Enter the email address of the individual you wish to invite to this group.
email Address Contiom Emai
Address field for the new s .
FrscName CestName
member and enter it again in the - :
(Optional) Select a location for this Member. f no specific location applies, leave as Al
Confirm Email field. )
(Optional Assign permissions. These will be applied for the individual when he/she joins the group. If none selected, default permissions wil apply.
Item Pool Selected Items
None selected
+
+
Designated Contact for Information Requests from DLI
Profile Management Designee
et o : — B
Add Cancel
h ber’ i
3. Enter the new member’s name in
Add Member x
the First Name and Last Name Enter the email address of the individual you wish to invite to this group.
Email Address * Confirm Email +
fields. BT conrm
Firs Name LastName +
(Optional) Select a location for this Member. If no specific location applies, leave as Al
Aaaress
(Optional Assign permissions. These will be applied for the individual when he/she joins the group. If none selected, default permissions wil apply.
Item Pool Selected Items
Group Administrator None selected
+ nermbers, and
+
4
e
Profile Management Designee
+  The Users in chis Pern I b .
the Law Firm
Add Cancel

18




4. Optional: Inthe Address field,

Add Member x
se | ect a |ocatio n fo r t h e mem be r. Enter the email address of the individual you wish to invite to this group.
e
If no specific location applies,
leave as All.
(Optional) Select a location for this Member. If no specific location applies, leave as Al
(Optional) Assign permissions. These will be applied for the individual when he/she joins the group. If none selected, default permissions will apply.
Item Pool Selected Items
None selected.
.
Service of Process Designee
.
+ v
Add Cancel
5. Assign the appropriate A Member §

permissions for this member by
clicking on the + symbol.

Note: Permissions available are as
follows.

e Group Administrator — members
with this permission can add and
remove group members, change
permissions to existing members
and change relationships among
members if applicable.

e Service of Process Designee —
members with this permission
are included in the list of
serviceable participants to be
served any time a filing is added
to a claim, case, dispute or appeal
relating to your group.

e Designated Contact for
Information Requests from DLI —
members with this permission
are contacted when DLI sends a
request to their associated entity
and receive a notification to
respond to the request.

e Profile Management Designee —
users in this permission group
access to the Edit Profile link and

Enter the email address of the individual you wish to invite to this group.

Email Address * Confirm Email +

First Name * Last Name *

(Optional) Select a location for this Member. If no specific location applies, leave as All

Address

(Optional) Assign permissions. These will be applied for the individual when he/she joins the group. If none selected, default permissions will apply.
Item Pool Selected Items

Group Administrator None selected.

Add Cancel

Note: Permissions do not have to be selected in this step. Member permissions can
be set up at any time, either when the individual is initially added to a group or at a
later time by the group administrator. More detailed instructions are provided in
the Editing member permissions section of this manual.
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have authority to edit the profile
of the group.

e Claim Access Administrator —
users in this permission group are
able to administer users’ access
to claims and cases within the

group.

6. Any permissions that are selected
will show in the Selected Items
column.

Add Member

Enter the email address of the individual you wish to invite to this group.

Email Address *

Timmy.Tester@aaol.com

Confirm Email *

Timmy.Testen@aol.com

First Name *

Timmy

Last Name *

Tester

(Oprtional) Select a location for this Member. If no specific locati

Address

(Optional) Assign permissions. These will be applied for the individual when he/she joins the group. If none sele

on applies, leave as All

d, default permissions will apply.

Item Pool

Selected ltems

Service of Process Designe

i

+ ve sroup "f:éiii@%‘?;s R i
nformation Requests from DLI
+ = when DLI + o their
ion fo respond
+
+ T n group will be able to 3 ter users’ soress fo Claims
3 Eroup
Add Cance
7. After permissions are selected,
Add Member

click the yellow Add button to
save the information or click
Cancel to exit without any
changes.

Note: The individual who is added
will receive an email message to the
address listed in Campus.

Enter the email address of the individual you wish to invite to this group

Emall Address *

Timmy.Tester@aol.com

Confirm Email *

Timmy. Tester@aol.com

First Name *

Timmy

Last Mame *

Tester

(Optional) Select a location for this Member. If no specific location applies, leave as All.

Address

(Optional) Assign permissions. These will be applied for the individual when he/she joins the group. If none selected, default permissions will apply.

Item Pool

+ Ve group members, cha

lationships amang members if
+ rocfs 2 requiest ta their

1o the request
+ access to the Edit Profile link, and fave
Administrator
+ 1 group will be able o adr fer users” sccess to (aims
Add

Selected ltems

Service of Process Designee
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8. When the member has been
added, from the Group
Management page, click on the
Open Invitations tab.

Open Invitations are considered
pending. When a user is added as a
member, a notification is sent to
their email address and, until the
user accepts the invitation, their
account will display in this queue.

Note: If the member cannot locate
the emailed invitation, have them
check in their spam or junk email
folder. Also, ensure the user is
looking in the mailbox of the email
address that was entered in step 2.

Group Management

Lund & Associates: LF-01-6164-798

LSOV G Sl Open Invitations

[m]
[m]
[m]
[}

[\

(G

Debbie Pringles
Lou Lou Butts
Marie Lund

Redd Butts

Craymond.dli=DebbiePringles.. Legal Assistant 2/4/2021
Crmpls.dli+Butts@gmail.com  Parslega 2/272021
Craymond.dli+Lund@gmail.co... Amorney 11/2/2021
Craymond.dlisReddButts@gm... Cther Legal Professiona G/26/2022

21




Editing member permissions

Member permissions can be set up at any time, either initially when the member is added to a group or at a
later time by the group administrator.

1. From the Group Management
page, select the user whose
account you are changing by

clicking the box next to the user’s
name in the Active Members tab.

Group Management
Lund & Associates: LF-01-6164-798

P Open Invitations

+ Add Member

Data joined

o0& Debbie Pringles Craymond.dli+DebbiePringles@gmail.com Legal Assistant 2412021
m] s Crmpls dli+Butts@gmail.com Paralegal 2212021
oa Marie Lund e e e aganieo T 117212021
O Redd Butts Craymond.dli+ReddButts@gmail.com Other Legal Professional 9/26/2022

2. When selected, more detailed
information will display at the
bottom of the page.

Craymond.dii+DebbiePringles@gmail.com

User Type

Date Joined

2412021
O Crmpls dii+Butts@y /2021
o&a Craymond.dli+Lund@gmail.com Attorney 11722021
O Redd Butts Craymond. dii+ReddButts@gmail.com Other Legal Professional 912612022
Showing (1-4) of 4 1

& Debbie Pringles, Legal Assistant
All Locations

Permissions

dmin

Relationships

. e Attorne,

3. To edit their permissions, click on
the Edit button in the
permissions box.

Group Management

Lund & Associates: LF-01-6164-798

+ Add Member

User Type

Date Joined

& Debbie Pringles, Legal Assistant

Permissions

« Group Adminis
* Service of P

Znes

nfarmation Requests from DLI
nes

Relationships

« Marie Lund, Attorney

# Edi

S Debbie Pringles Craymond.dli Legal Assistant 2/4/2021
[} Lou Lou Butts Crmpis.dli+Butts@gmail.com Paralega 2212021
0o & Marie Lund Craymond dlitLund@gmail.com Attorney 11/2/2021
m} Redd Butts Craymone.dli+ReddButts@gmaile.. Other Legal Professions 9/26/2022
Showing (1-4) of 4 1 tems per page 10 -

/' Edit Location

B Remove Member
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4. The Manage Permissions
window will display.

e To add permissions, click on
the + next to the permission.

e To remove a permission, click
on the red trash can icon to
remove.

Manage permissions for Redd Butts, Other Legal Professional

Adjust the information below to add or remove permissions for the selected user, and click save to make any changes.

Item Pool

Group Administrator

+ Members with this permission can add and remove group members,
change permissians to existing members, and change raiatio
among members if applicable.

Service of Process Designee
Members with this permission are included in the list of serviceable

s [0 be served anytime & filing is added to & claim, case. dispute,
or appeal relating to your group.

esignated Contact for Information Requests from DLI
M ith this permission are contacted when DLl sends & request to
nd receive 3 notification to respond to the |

Profile Management Designee
The Users in this Permission groy ave accass to the Edit Profile link
and have authority to Edit the profile of the Law Firm

Claim Access Administrator

& able to administer users' access

Selected Items

None selected.

Manage permissions for Debbie Pringles, Legal Assistant &

Adjust the information below to add or remove permissions for the selected user, and click save to make any changes.

Item Pool

save cancel

Selected Items

Group Administrator
‘ this add members, and
change relationships among members if spplicable.

Service of Process Designee

[ ehis included in the list of tobe = fling i added.
0.2 claim, case, dspute, or appeal rlating to your group.

_ Designated Contact for Information Requests from DLI

W Members with chis permission are contacted when DL sends a request o their associated entity and receive
notification to respond to the request.

_ Profile Management Designee

W 7he Users in this Permission group will have access to the Edit Profilelink, and have authority o Edit the profle of the
Law Firm

§  Claim Access Administrator

The Users in this Permission group will be able to administer users' access to Claims and Cases within the group.

5. When completed, click the yellow
Save button at the bottom of the
window.

Note: Changes will take effect
immediately. Have the user log out of
Campus and log back in for the
changes to be applied to their
account.

Manage permissions for Debbie Pringles, Legal Assistant &

Adjust the information below to add or remove permissions for the selected user, and click save to make any changes.

Item Pool

Selected Items

Group Administrator

f§i  Members with this permission can add and remove group members,
change permissions to existing members, and change relationships
among members if applicable.

Service of Process Designee

Members with this permission are included in the list of serviceable
participants to be served anytime & filing is added ro & claim, case,
dispute, or appeal relating to your group.

Designated Contact for Information Requests from DLI
Members with this permission are contacted when DLI sends a request
to their associated entity and receive a narification to respond to the
request.

Profile Management Designee

The Users in this Permission group will have access to the Edit Profile
link, and have authority to Edit the profile of the Law Firm

Claim Access Administrator

The Users in this Permission group will be able to administer users’
access to Claims and Cases within the group
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Law firm groups: Creating and editing member relationships

Group administrators can create relationships between members of a group by linking individual users within

their group, to be able to share access with each other, such as a paralegal to an attorney. They may also edit
those relationships at any time after they are established.

Note: This is only relevant to law firm groups and members.

1. From the Group Management
page, select the user by clicking
the box next to user’s name from
the Active Members tab.

oF
NDUSTRY

Campus TEST Environment

Dashboard » My.Grougs » Group Management

Group Management
Lund & Associates: LF-01-6164-798

i Open Invitations

+ Add Member

Date joined

oa Craymond.dlisDebbiePringles@gmail.com Legal Assistant 21412021
] Crmpls.diisButts@gmail.com Paralegal 2212021
oa Craymond diisL und@gmail.com Ty 117212021
] Craymond.dli+ReddButts@gmail.com Other Legal Professional 91262022

2. When selected, more detailed
information will display at the
bottom of the page.

User Type Date joined

| 2 Debbie Pringles Craymond.dlisDebbiePringles@gmail.com Legal Assistant 21412021

O Lou Lou Butts Crmpls.dli+Butts@gmail.com legal /2021
o&a Marie Lund Craymond.dli+Lund@gmail.com Attorney 11722021

O Redd Butts Craymond.dli+ReddButts@gmail.com Other Legal Professional 9/26/2022
Showing (1-4) of & '

& Debbie Pringles, Legal Assistant

Permissions

Relationships

« Marie Lund, Attorney

3. To create or edit the user’s
relationships, click on the Edit
button in the Relationships box.

Group Management
Lund & Associates: LF-01-6164-798

+ Add Member

All Locations

Permissions 7/ Kt
« Group Administr
* Service of Pr 3

nfarmation Requests from DLI
Designes

« Claim Access Administrator

Relationships

« Marie Lund, Attorney

User Type Date Joined
& Debbie Pringles craymond.dli Legal Assistant 2/4/2021
] Lou Lou Butts Crmpls.dli+Butts@gmail.com Paralegal 2/2/2021
0o & Marie Lund Craymond dlitLund@gmail.com Attorney 11/2/2021
[m] Redd Butts Craymond.dli+ReddButts@gmail.c.. Other Legal Professiona 9/26/2022
Showing (1-3) of 4 1 tems per page 10 -
& Debbie Pringles, Legal Assistant /' Edit Location B Remove Member
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4. The Manage relationships for ...
window will display.

e To add a relationship, click on
the + next to the appropriate
name.

e To remove a relationship,
click on the red trash can icon
to remove.

Manage relationships for Debbie Pringles, Legal Assistant

Adjust the information below to add or remove Relationships for the selected User, and click save to make any changes.

+ Marie Lund No items assigned
Arttorney

Cance!

Manage relationships for Debbie Pringles, Legal Assistant

Adjust the information below to add or remove Relationships for the selected User, and click save to make any changes.

Marie Lund

Attarney

Save Cance!

5. When completed, click the yellow
Save button at the bottom of the
window or click Cancel to exit the
window without any changes.

Note: Changes will take effect
immediately. Have the user log out of
Campus and log back in for the
changes to be applied to their
account.

Manage relationships for Debbie Pringles, Legal Assistant

Adjust the information below to add or remove Relationships for the selected User, and click save to make any changes.

= Marie Lund
Attorney
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Editing member’s location

1. From the Group Management
page, select the user by clicking
the box next to the user’s name
from the Active Members tab.

up Management

Group Management
Lund & Associates: LF-01-6164-798

Open Invitations

+ add Member

o&a Debbie Pringles Craymond.dii+DebbiePringles@gmail.com Legal Assistant 21472021
u} Butts Crmpls dii+Butts@; Paralegal 2212021
o&a Marie Lund Craymond.dli+Lund@gmail.com Attorney 117272021
u} Redd Butts Craymond.disReddButts@gmail.com Other Legal Professional 91262022

Date Joined

2. When selected, more detailed
information will display at the
bottom of the page.

P el Open Invitations

Date Joined
|E 2 Debbie Pringles Craymond.dii+DebbiePringles@gmail.com Legal Assistant 2472021

[m) Lou Lou Butts Crmpls.dli+Butts@gmail.com Paralegal 2272021

o0& Marie Lund Craymond.dli+Lund@gmail.com Attorney 117212021

a Redd Butts Craymond.dli+ReddButts@gmail.com Other Legal Professional 9/26/2022

Showing (1-4) of 4 ' ms per page 10
2 Debbie Pringles, Legal Assistant 7/ Editiocation  { Remove Member
Al Locations

Permissions 7 s Relationships 7

« Marie Lund, Attorney

3. To edit the user’s location, click
on the Edit Location button in
the user details at the bottom of
the page.

Showing (1-4) of 4 1

& Debbie Pringles, Legal Assistant
All Locations

Permissions 2 Edit

« Group Administrator

s Service of Process Designee

o Designated Contact for Information Requests
from DLI

o Profile Management Designee

® Claim Access Administrator

Relationships

« Marie Lund, Attorney

Items per page 10 -

/' Edit Location W Remove Member

2 Edit

4. The Edit Location window will
display.

5. Inthe Address drop-down menu,
select the location for the user.
6. Click the yellow Save button
when completed.

Note: Changes will take effect
immediately. Have the user refresh
their browser for the changes to be
applied to their account.

Edit Location

(Optional) Select a location for this member. If no specific location applies, leave as All.

Address
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Removing a member from group

From the Group Management

the Active Members tab.

page, select the user by clicking
the box next to user’s name from

Group Management
Lund & Associates: LF-01-6164-798

Open Invitations

+ add Member

Date Joined

o&a Debbie Pringles Craymond.dii+DebbiePringles@gmail.com Legal Assistant 21472021
o s Butts Crmpls dii+Butts@; Paralegal 2212021
o&a Marie Lund Craymond.dli+Lund@gmail.com Attorney 117212021
m} Redd Butts Craymond.dli+ReddButts@gmail.com Other Legal Professional 9/26/2022

2. When selected, more detailed
information will display at the
bottom of the page.

P el Open Invitations

Date Joined

Debbie Pringles

Craymond.dlisDebbiePringles@gmail.com Legal Assistant 2472021
u] Lou Lou Butts Crmpls.dlisButts@gmail.com Paralegal 2272021
o0& Marie Lund Craymond.dli+Lund@gmail.com Attorney 117212021
[m} Redd Butts Craymond.dli+ReddButts@gmail.com Other Legal Professional 9/26/2022
Showing (1-4) of 4 1

& Debbie Pringles, Legal Assistant

Permissions /e Relationships /e
3. Toremove the member from the Showing (1-4) o 4 1 iems per page 10
group, click on the red Remove & Debbie Pringles, Legal Assistant /' £dit Location
Member button in the user Al Locations
details. Permissions 2 et Relationships /et
* Group Administrator * Marie Lund, Attorney
s Service of Process Designee
 Designated Contact for Information Requests
from DLI
« Profile Management Designes
® Claim Access Administrator

A confirmation window will
display asking if you are sure you
want to remove this member.

e To remove, click on the
yellow Remove button.

To exit this window and not
remove the member, click on
the Cancel button or the Xin
the corner of the window.

When completed, the user will no

longer be affiliated with the group in
Campus.

Are you sure you want to remove this Member? %

If you remowve this Member, he/she wi

=

nao longer be &ffiliated with this Group in Campus.

Remowe

Note: Changes will take effect immediately. Have the user log out of Campus and
log back in for the changes to be applied to their account.
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Managing case and claim access

A member with claim access administrator permission can control the group members’ claim and case access
from the Manage Case/Claim Access page. This function is not applicable for law firms.

Single edit

1. From the My Groups page, N Meamerie v | D vimeres v
click on the kebab menu (three P
vertical dots in the upper right). My Groups
Ski & Shred, Inc.
2. In the drO p'down menu, SeleCt My Permissions Group Admins Date Joined Mmugeglup
. Group Administrator Minnie Apples ( DLITestExt1+general@gmail.com ) 412912020
the Manage Case/Claim Access o=~
option.
Stig Services
TPA
My Permissions Group Admins Date Joined
Group Administrator Minnie Apples ( DLITestExt1+general@gmail.com ) 412912020
Sarah McCurdy ( dlitestext1+qrc4@gmail.com )
3. From the Group case and Dasnoand © iDaLer SAnurer BOL7044% ¢ Group Case and Claim Access Managoment
. Group Case and Claim Access Management
Claim Access Management i s i

page, click on the Claim tab.

Note: Use the Claims and Cases

—
[SELE Cases

tabs to toggle between those lists.

4. Click on the funnel icon to filter b el iy an 2202
to search the claim to assign to P ——

Andy Tiger: injury on 12/01/2022
a member of the group.
Andy Yiger Injury on 12/01/2022
April Smith: Injury on 99/12/2022
Bernice Tiger: Injury 90 12/01/2022

5. Claims can be filtered by:

Beroie Tiger injury on 12/01/2022

e claim name;

Barnie Tiger: Injury on 12/01/2022

e claim admin claim #;

e Campus file number;

e group role; or

e status. — 5|
After the appropriate
information is entered, click
Apply to search.

6. After the claim is displayed,
click the box next to the claim
name.
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7. The claim information will
display at the bottom of the
page. In the Members with
Access box, click Edit.

ﬁ

| piees
Column - value APk i e 6

Claim Name

Campus File Number Group Role

winnie Posh: Injury.on 08/01/2022

Winnie Pooh: Injury on 08/01/2022

- C102.6258.583

Jal
Members with Ac:es 7

Cases on this Claim®

8. The Edit Claim Access window
will pop up; click on the +
symbol to select the group
member(s) for whom you wish
to grant or remove access. Any
members who are selected will
now appear in the Selected
Group Members area.

e To remove members, click
on the red trash can icon
next to their name.

9. Select Save to confirm your
changes or Cancel to exit
without saving the changes.

Note: Changes will take effect
immediately. Have the user refresh
their browser for the changes to be
applied to their account.

Edit Claim Access - Winnie Pooh: Injury on 08/01/2022

Claim : CL-02-6258-583

nformation betow Lo a0d o remove members sccess rom the daim. and dick ™S

Available Group Members® 8 Members with Claim Access®
+ ]
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Bulk edit

1. From the My Groups page, I 2SR [ssmsarins + | ®
click on the kebab menu (three astboard > My Groups
vertical dots on the right). My Groups

Ski & Shred, Inc. %
Employer

2 Members

2. In the dl’Op-dOWh menu, SeleCt My Permissions Group Admins Date Joined
the Manage Case/Claim Access
option.

NDUSTRY Submit a Filing v

Minnie Apples v

View Group

Manage Group
Group Administrator Minnie Apples ( DLITestExt1+general@gmail.com ) 412912020

e Wanage Case/Clam Access
Sarah McCurdy ( dlitestext1+qrc4@gmail.com )

Leave Group

Stig Services

TPA

2 Members

My Permissions Group Admins Date Joined
Group Administrator Minnie Apples ( DLITestExt1+general@gmail.com ) 4/29/2020

Sarah McCurdy ( dlitestext1+qrc4@gmail.com )

3. From the Group Case and
Claim Access Management
page, click on the Claim tab. I 55 B e [smarms v ] ® e v

Dashboard » Employer: ER-00-0000-057 » Group Case and Claim Access Management

Note: Use the Claims and Cases Group Case and Claim Access Management

Ski & Shred, Inc.: ER-00-0000-057

tabs to togg]e between these lists. You can control your Employer Group Members'claim and case access fr

« The claims and case:

page. Below are some tips to help y

w. Use the tab navigation to toggle the
m row in the table. Then in the claim card t

55 list. Note: granting access at the

list. Note: granting access at the

4. All claims or cases associated

with the group will display. The prrppr—
Claim Name or Case Name Q
hyperlink can be selected to (o I
view further details. cleim Name e — s

¢[Fred Flintstone: Injury on 01/01/2020 CL01-7178-068 4 Employer Open

Showing (1-1) of 1 1 tems per page 10 -

5. Click the funnel icon to narrow
X Fred Flintstone: Injury on 01/01/2020
the list results. Claim : CL-01-7178-068

Members with Access® , ci Cases on this Claim®

No members have access No related cases

6. The Bulk Edit button allows
granting or removing member

access to claims for multiple
members at one time.
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7. Select either option to Grant
Access or Remove Access.

8. Click on the box to Select All
Claims.

Note: A single claim search can be
done by selecting the drop-down
menu arrow in the Claims field.
More detailed instructions are
provided in the Single edit section
of this manual.

9. Click on the + symbol to select
the group member(s) for whom
you wish to grant or remove
access. Any members who are
selected will now appear in the
Selected Group Members area.

Note: Click on the + symbol to add
and the = symbol to remove access.

10. Select Save to confirm your
changes or Cancel to exit
without saving the changes.

Bulk Grant or Remove Member Access to Claims

Select one of the following:
O Grant Access O Remove Access
Select members and claims for which you wish to edit access. You may select multiple members and claims.

[ select All Claims 0

Claims v

Group Members Selected Group Members

No group members selected

@ Minnie Apples
@ Sarah McCurdy ‘\Q/

Save Cancel
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