
 

      
        

     
    

  

      
     

          
    

  

     
      

     

   
  

  
 

 
   

  
   

 
  

  

 
  

  
 

 
 

   

  
   

 
 

 
 

 

 

 

 

 

 

m, DEPARTMENT OF 
LABOR AND INDUSTRY 
WORKERS ' COMPENSATION 

Affid avit of Service 

0 fJ 
Cr1ym.on<1~1i+6BC@gm1 ,1,:om 

Quick reference guide: Affidavit of service 
The final step in many Work Comp Campus webforms is to serve the document on appropriate parties. 
Campus was built to facilitate the service of a document, which means Campus prepares the document 
and any attachments for service. The filer of the document is responsible for following through with 
actual service of the document. 

All Campus users have set a preferred method of service, either electronic or U.S. mail. Campus sends an 
email notification to parties that have selected the electronic service method. For the parties that have 
selected U.S. mail, the filer must print and mail the document with any attachments. If a party is added 
manually, the default delivery method will be U.S. mail. The document and attachments can be printed 
directly from Campus. 

As you create a document, it may be helpful to make a list of all parties and representatives that need to 
be served. When you arrive at the Affidavit of Service screen, you will be confident all necessary 
recipients are selected and served. 

1. The Affidavit of Service 
screen will allow you to 
select the parties to be 
served. 

2. In the Serve Party 
column, click the 
checkbox in front of all 
parties and 
representatives that need 
to be served. When a 
company or anyone in 
the company is selected, 
any Service of Process 
Designees will 
automatically be 
selected. 

3. The Service Method 
column reflects the 
delivery method, either 
Electronic or US Mail. If 
the Service Method says 
“None,” the party has not 
been selected. 



    
   

    
   

  

   
  

 
   

 
  

 
  

 
  

  
  

 
 

 
 

    
 

  
  

    
 

  
 

    
  

  
  

  
 

   
 

 
 

 
 

 
  

 
 

 

 
 
  

 

Affidiilvitof >Jl:l JL_Ad_d_s,_m_"_ '_~_'P_""_' _, 

:rtlff ~,.,_., .II C<>r'"Ctet111Mftid1bt'ow1't0d 1 ...,,,1c,,.aptnt Thi• ·K1p1"11""'-'SlblH~Vllm1 ,Acd1n.i••r..~ti"ld"1r\iU-...SSIC1W'!' rot 1ddU.1m1uo.rtytotn1Cu1 orOIL"L 

f +• •• :: 
Role indicates who they are or who they 

Affidavit of Service 

II 

II 

Decla ration 

are connected to . 

m:m 

.,_.Jl.,..,,.,,<lOH 
>t.pou, ~\N S~• ~~ 

-

PJ I declare under pe lty of perjury that everything that I have stated in this document is true and correct. Minn. Stat- § 356.11 6 

Electronic Signature 
Please type your Rrst and Last Name as they appear on your CAMPU S profile. By signing and dating this form, I certify cop ies of m is form and anachments are being :se t to the 

s box, I am legally signing this electronic form and I confirm that the information on this form is t rue, accurate, and com p'ete to the best of n 

Back Submt f:orm Save as Draft Preview Cancel 

Document: DO-02-6268-823 

:;: 'r:/ v v' Draw v /2 (D Read aloud - +E3 200'-) U!'l 

Addresslabel.pdf 

Addresstabe!s torpartiesserved viamall 

() Download O View Details 

Qi 

STATE OF M INN£SOTA ) 

' "· 

I, Wor1<.er0oe, am at leas! 18 years of age, and a, the City or Sail'lt Paul, County of 
Ramsey, State of Minnesota, served the Request tor Mediation by delivem(I a true and 
correctcopylhereof tothe folowingparties, 1hrou,ghlhe!le!Via!melhod5Iisledbelow· 

~::~the copy in the 

MarcTntEmpfoyar 
~cTestEmployer 

YoungAmerica, MN, 55555 

lnsurerADR 
lnsurerADR 
40LalayetteRDN 
st.paul, MN, 55155 

prepaidonM11rrl112.2024 

Marc Test Employer 

and lftsurer ADR 
need to be served 

via US Mail. 

viii Worl! C.omp Cllm,oos on Marr:h 12. wu to · 
Wcrkl'r0nl'has 

been served 
electronically. 

IME Report.pd! 
Agreement co Med are 

Agreemem: toMedla;e 

O Download O View Detai ls 

4. To add a party or 
representative to the list, 
click on the + Add Service 
Recipient button. The 
Role field indicates who 
they are or who they are 
connected to. Click Save 
to add the recipient. 

5. All recipients added from 
the + Add Service 
Recipient button will be 
assigned the Service 
Method of US Mail. 

6. To complete the process, 
check the boxes to 
“declare” and “confirm.” 
Your Electronic Signature 
must be entered exactly 
as it is in your Campus 
profile. 

7. Click Submit Form. 

8. If the Service Method 
chosen was Electronic, 
the parties will receive a 
notification email 
message from Campus. 

9. To prepare documents to 
mail, navigate to the 
document. The document 
will confirm who needs to 
be served by U.S. mail. 

10. Print the document. 

11. The address label and any 
attachments can be 
found below the 
document. 

12. Place the document and 
any attachments in the 
mail. 
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