
 

 

Quick reference guide:  Filing a discontinuance webform  
Work Comp Campus will be used to electronically file the discontinuance webform. This webform is 
required in addition to the electronic data interchange (EDI) SX (Suspension), PX (Partial Suspension) or 
CB (Change in Benefit Type) filing when the reason for discontinuance of benefits is other than the 
employee’s return to work. 

1. On your Campus 
dashboard, find the 
claim on the My Claims 
tab. Click on the Campus 
File Number (CFN, also 
the jurisdiction claim 
number or JCN) to link 
directly to the claim. You 
can also click on the 
filter button to filter by 
any of the column 
headers, then click on 
the CFN/JCN to link 
directly to the claim. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

2. On the Claim Details 
Page, click on the Submit 
Filing button. 

 

 

 

 

 

 



 

 
 
 

3. When the Submit a Filing 
box appears, choose 
Discontinuance from the 
Filing Name drop-down 
menu and click Save. 
 
 
 
 
 

 
4. The employee’s name, 

employer’s name and 
Claim Admin Claim 
Number will populate 
from the claim. Check 
the applicable box under 
Benefits to be 
Discontinued. 

5. Under Discontinuance 
Information fill in the 
MMI Service Date, if 
applicable. Either the 
Date Served on 
Employee or the Date 
Served on Employee’s 
Attorney must be filled 
in, as well as the 
Payment will be made 
through date. A 
narrative must be 
entered with a factual, 
legal reason for 
discontinuance. The 
narrative must be stated 
in language easily 
understood by a person 
of average intelligence 
and in sufficient detail to 
inform the employee of 
the factual basis for the 
discontinuance. 

 
6. Relevant medical reports 

or other documents 
must be attached to the 
Discontinuance 
webform. In the 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 



 

Attachments section, 
click Upload Document. 

 
7. Either drag and drop 

your PDF document or 
click to do a search of 
your computer to find 
the document. Next, 
click Document Type to 
select the applicable 
document type from the 
drop-down menu. Once 
selected, the Description 
will automatically 
populate with the 
Document Type name, 
but you can edit the 
Description to be more 
specific if needed. 
Finally, click Upload. 
 

8. Under Affidavit of 
Service select the party 
you will serve this notice 
on by checking the box 
next to their name. The 
Discontinuance webform 
must be served on the 
employee and, if 
applicable, on the 
employee’s attorney. 
You can edit the Service 
Date to a future date 
when applicable. 
 
 
 
 
 
 
 
 

9. Check the box below 
Declaration. Add your 
first and last name as 
they appear on your 
Campus profile and 
check the box below 
your name to legally sign 
the electronic webform. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

10. Click Submit to submit 
your Discontinuance 
webform. 

Helpful tips 

• After the discontinuance webform is successfully submitted, it will appear on the My Forms History 
tab of your Campus dashboard. Open the form to print and serve on the employee. 

• A confirmation email message will be sent to the email address registered to your Campus Profile. 
• Buttons at the bottom of the webform allow you to Save as Draft, Preview or Cancel. 
• The discontinuance webform is submitted in addition to the appropriate electronic data interchange 

(EDI) Maintenance Type Code (MTC):  SX (Suspension), PX (Partial Suspension) or CB (Change in 
Benefit Type) when discontinuance of benefits is for reasons other than return to work. 

• When discontinuing benefits because the employee has returned to work, only the appropriate EDI 
MTC is needed. 
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