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   CULTURE. KNOWLEDGE. LEADERSHIP. 

Training Goals 

Initial Claim forms (CA-1, CA-1 COVID-19, and CA-2) 
Authorization for Examination and/or Treatment (CA-16) 
Continuation of Pay (COP) 
SMIS Incident Report 
ECOMP Overview 
ECOMP User Roles 
ECOMP Employee Registering in ECOMP 
ECOMP Employee Filing a Claim 
ECOMP Supervisors Review 
Disclosure of Information 
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Types of Claims 

• Injury occurs within 1 workday/shift 
• COVID-19 Vaccination Adverse Reaction CA-1 

CA-1 
COVID-19 

• Occupational injuries/illnesses that occur over 
the course of more than one workday/shiftCA-2 

• Date of Injury – the last date that the employee 
was exposed at work, prior to the positive test 
result or onset of symptoms 

• Must have qualifying test result 
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Traumatic Injury (CA-1) 

Traumatic injuries 
occur within one 

working day or shift. 

Identifiable as to a 
time and place of 

occurrence. 
May be entitled to

CA-16. 
Eligible for COP if the 
claim is filed within 30 

days of injury. 

OWCP must receive 
the claim within 14 
calendar days (10
workdays) from the
date the employee

submits the claim in 
ECOMP in order for 
the agency to meet

regulatory timeliness
requirements. 
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Traumatic Injury (COVID Claims) (CA-1 
COVID-19) 

Use the CA-1 COVID-19 for COVID-19 claims. The FECA program considers COVID-19 to be 
a traumatic injury since it is contracted during  single workday or shift and considers the date of 
last exposure to the medical evidence establishing the COVID-19 diagnosis as the Date of 
Injury since the precise time of transmission may not always be known due to the virus. 

May be entitled to CA-16. If the claim was submitted within 1 week of the Date of Injury, or the 
date the employee had symptoms of COVID-19 or received a positive test result. 

Eligible for COP if the claim is filed within 30 days of injury. 

OWCP must receive the claim within 14 calendar days (10 workdays) from the date the 
employee submits the claim in ECOMP in order for the agency to meet regulatory timeliness 
requirements. 
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Information on COVID-19 Claims 

The employee will be asked to submit the laboratory test results that confirm 
the diagnosis of COVID-19. 

Reinfection claims: a claim for COVID-19 will be considered a new injury 
when the employee tests positive for COVID-19 ninety days or more from 
the date of the employee’s previous positive COVID-19 test. 

Self-administered COVID-19 tests: these are insufficient to establish a 
diagnosis of COVID-19 under the FECA, with only one exception. * 

Administratively closed claims: clarifying that a formal decision denying COP 
may be issued even if the case remains in an administrative closure status. 

www.bie.edu 

* Self-administered COVID-19 tests (home tests/OTC/at home tests) are insufficient. 
Exceptions: 

Administration of self test is monitored by a medical professional and results are 
verified through documentation submitted by such professional. 
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Occupational Disease (CA-2) 

Caused by continued or repeated exposure to work environments or elements or 
repetitive work activities/movements. 

Not entitled to CA-16. 

Not entitled to COP. 

Must use leave and private insurance until DOL approves claim. 

Occupational diseases or illnesses develop over the course of more than one workday/shift. 
(Examples of occupational diseases/illnesses are hearing loss, carpal tunnel, and lateral 
epicondylitis (Tennis Elbow). 
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Authorization for Examination and/or Treatment (CA-16) 

 The CA-16 form may guarantee payment for medical treatment for a period of 60 days from the date of injury. It 
is to be used for traumatic injuries only and not for occupational disease/illness claims. Employees are entitled 
to an initial selection of treating physician. 

 Only one CA-16 can be issued per injury. 

 The CA-16 should be issued within 4 hours of the time of injury (if possible). Cannot issue retroactively, only in 
emergency situations you can send the form within 48 hours. 

 COVID-19 – The employing agency is prompted to provide a CA-16 if they do not substantively dispute 
the employee’s description of Cause and Nature of the Injury, and if the claim was submitted within 1 
week of the Date of Injury, or the date the employee had symptoms of COVID-19 or received a positive 
test result. Issuing the CA-16 will allow the employee to obtain the necessary test to confirm COVID-19 
and receive medical treatment, if indicated. 

 Never give an employee a blank CA-16. It is like handing someone a blank check. 

 Contact the Workers’ Compensation Coordinator and provide the following information: 
Information regarding the injury (i.e. what happened, what body part effected) 
Facility information on where employee is choosing to receive care 
Notify of any doubts regarding the validity of the claim 
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Continuation of Pay (COP) Eligibility 
COP is the continuation of an employee’s regular pay for a period not to exceed 45 calendar days of 
wage loss due to disability and/or medical treatment. 

COP is counted in calendar days. This includes weekends and holidays if the disability is continuous. 

Up to 4 hours of COP is allowed for routine medical examinations. 

If the claim is denied by OWCP, the injured employee must amend their timesheet from COP to 
personal leave or LWOP. 

To be eligible for COP the employee must: 

File a Traumatic Injury claim.  Occupational Illness claims are not entitled to COP. 

The claim must be filed within 30 days from the date of injury. 

Lost time must begin within 45 days from the date of injury (in most cases must be used within 
45 days from 1st use). 
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Bureau of Indian Education(BIE) Process 
SMIS – Report Incident 

BIE’s process for filing a work injury claim incorporates starting with SMIS to report the incident. 
Incident report is filed at: www.smis.doi.gov 

The Employee involved in the Incident should always initiate the Incident report process by 
signing into SMIS and selecting "Report Incident". SMIS will direct the employee to ECOMP if 
they indicate they want to file a Workers’ Compensation claim. 

The Supervisor will then be notified by email of the Incident and will sign into SMIS and select 
the "Supervisor" from "Available Modules". 

The supervisor may be required to complete detailed information about the reported Incident. 
If an employee does not have a government issued email address, they should notify 
the supervisor to act on their behalf to create an Incident report in the "Supervisor Module". 
The supervisor should direct the employee to ECOMP, if the employee indicates they want to 
file a Work Injury claim. 

If there are any questions, you can refer to the Guide: Claim Process at 
https://www.smis.doi.gov/SMIS_Help/owcp_guide. 

Report Issues: 

SMIS Help Desk Email: smishelp@ios.doi.gov 
Donald Dryer, BIE Safety Manager Supervisor: Donald.dryer@bie.edu 
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ECOMP Overview 

ECOMP was developed by Office of Workers Compensation Program (OWCP) to help 
improve the speed of communications between all Federal Employee’s Compensation 
Act (FECA) Stakeholders. Also, to help agencies manage their Workers’ 
Compensation (WC) and comply with the new regulations. 

ECOMP is a web-based application through which federal employees and their 
employers may electronically file CA-1, CA-1 COVID-19, CA-2, CA-3, CA-7, CA-7a 
and CA-6 forms. 

Individual case files are protected under the Privacy Act: 
Only the employee, their representative (if any), and the Workers’ Compensation 
Specialist (WCS) routinely have access to the file. 
HIPAA doesn’t apply to OWCP or employing agencies. 

A claimant cannot be directed to file or waive her/his right to file a claim under the 
FECA. All Workers’ Compensation claim decisions are made by DOL/OWCP. 
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User Roles in ECOMP 
Employee - self registers in ECOMP and maintain their own account – including password 
resets. 

Supervisor - The immediate supervisor reviewing the claim filed by the Injured Employee. 
Can only access the claim to review from the link in the email from noreply@ecomp.dol.gov. 

CA-1/CA-1 COVID-19/CA-2 – should be completed by supervisor within 3-5 
calendar days. 

CA-7 – should be completed by supervisor within 2-3 calendar days. 

Agency Reviewer (AR) - is responsible for reviewing and submitting claims to OWCP 
timely. 

CA-1/CA-1 COVID-19/CA-2 – should be completed by AR within 14 calendar 
days. 

CA-7 – should be completed by AR within 7 calendar days. 

www.bie.edu 
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ECOMP Filing Process 
 Federal employee may file CA-1, CA-1 COVID-19, CA-2 or CA-7 to claim 

FECA benefits. 

• Form routed to supervisor 
• Form routed to Agency Reviewer 
• Form submitted to OWCP 

 Supervisor or AR may obtain the CA-16 form in ECOMP. Please note the 
completed CA-16 must be uploaded to OWCP. 

 AR may initiate forms on behalf of employees. 
 Only if employee is incapacitated. 

 AR will initiate Official Supervisor’s Report of Employee Death (CA-6). 
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Employee Registration: Info 
ECOMP home page: 
https://www.ecomp.dol.gov 

First-Time claimants need to register 

Returning claimants use credentials 
received when they registered 

14 
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Employee Registration: 
Login to ECOMP 
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Employee Registration: 
Create Account 

Must click “Register” to 
create an account 
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Employee Registration: 
Account Basics 

17 
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Employee will enter name, telephone number, and email 
address. 

Can use their government or personal email address. 
Keep in mind if employee changes federal employer or 
leaves federal service, they may not always have access 
to their government email account. 

Must enter social security number (SSN) and confirm it. If 
not a US citizen and do not have a SSN, the employee will 
check the box indicated “I am NOT a US citizen and do not 
have a social security number.” 



   CULTURE. KNOWLEDGE. LEADERSHIP. 

Employee Registration: 
Password 

Create password. 
Minimum 8 characters 
1 uppercase letter 
1 lower case letter 
1 number 
1 special character 

After all information is 
entered click CREATE 

ACCOUNT 
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Employee Registration: 
Confirmation Email 

MUST confirm the account 
through email provided first 
before you can log into your 

ECOMP account 
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Employee Registration: Email 
Link 

Go into your email account 
and look for an email from 
noreply@ecomp.dol.gov 

Click on the link in the 
email. 

20 
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Employee Registration: 
Confirmation 

If you see this 
image, you can 

now log into your 
ECOMP account 

Click “OK” 

21 
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Employee Registration: Rules 
of Behavior 

After signing in for the first time, the Rules of 
Behavior will be displayed. Read the Rules of 
Behavior and acknowledge your agreement to 
the terms. Once the box is checked, click 
Next. 

You will now be asked to verify your identity 
on the Identity Verification page. Review the 
information and click Yes if it is correct. You 
will then be taken to your Employee 
Dashboard. 

If the identity information is not correct, click 
No. You will then have the ability to review 
and edit the information. Click Next to 
proceed 
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Employee Registration: 
Identity Verification 

Review and Answer 
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Employee Registration: 
ECOMP Dashboard 
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Filing a CA-1, CA-1 COVID-19 or CA-2: 
Employee Portion 
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Filing a CA-1, CA-1 COVID-19 or CA-2: 
Employee Portion: Dashboard 
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Filing a CA-1, CA-1 COVID-19 or CA-2: 
Employee Portion : New Claim 

Select New Claim 
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Filing a CA-1, CA-1 COVID-19 or CA-2: 
Employee Portion: Agency 

Department – Department 
of the Interior 

Agency Group – Bureau 
of Indian Education 

Agency: 
BIE-Regular Employee 

Functions 
BIE – Volunteers 

Duty Station: Select the 
Organization/School 
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Filing a CA-1, CA-1 COVID-19 or CA-2: 
Employee Portion : Claim Selection 
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Filing a CA-1, CA-1 COVID-19 or CA-2: 
Employee Portion: Form Information 
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Filing a CA-1, CA-1 COVID-19 or CA-2: 
Employee Portion: Selection of Form 
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Supervisor Review Process: Email 
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Supervisor Review Process: Rules of 
Behavior 
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Supervisor Review Process: Confirmation 
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Supervisor Review Process: Return 
Reason 
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Supervisor Review Process: Agree 
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Supervisor Review Process: Form 
Summary 
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Supervisor Review Process: Review 
Employee Information 
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Supervisor Review Process: Review Injury 
Information 
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Supervisor Review Process: Supervisor 
Information 

Agency Name: BIE 
Address: 1011 Indian School Rd. NW Ste 
150 
City: Albuquerque 
State: NM 
Zip Code: 87104 

www.bie.edu 
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Supervisor Review Process: Employee 
Basics 
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Supervisor Review Process: Injury 
Information 
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Supervisor Review Process: Medical 
Information 
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Supervisor Review Process: 
Attachments 
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Supervisor Review Process: Review 
Summary 
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Supervisor Review Process: Sign and 
Action to take 
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Supervisor Review Process: 
Resubmission 
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Supervisor Review Process: 
Certification 
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Supervisor Review Process: 
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Disclosure of Information 
The Department of Labor regulations govern the disclosure of workers’ compensation case information. 

DOL/GOVT-1 provides that federal agencies that employed the claimant at the time of the occurrence or 
recurrence of the injury or occupational illness can access OWCP case file information in order to verify 
billing, to assist in administering the FECA, to answer questions about the status of the claim, to consider 
rehire, retention or other actions the agency may be required to take with regard to the claim or to permit the 
agency to evaluate its safety and health program. 

Workers’ Compensation information is to be used only for Workers’ Compensation purposes unless 
authorized by the employee. The information cannot be used for purposes such as disciplinary action, 
removal, or the EEO complaint process without the consent of the injured employee. The information, 
however, can be used to determine placement opportunities for the employee. While you cannot provide 
information to a Labor Relations Specialist working on a proposed removal, you can provide pertinent 
information to the Staffing Specialist working on a placement for the employee. 

If you are in doubt as to whether you can release information, just say no, and then check with the WCS or 
bureau Program Manager for direction. The WCS should understand the rules governing release of 
information and can provide you with clear guidance. 

For more information, visit: http://www.dol.gov/sol/privacy/dol-govt-1.htm 
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References 
 What a Federal Employee Should Do When Injured at Work CA-10: 

https://www.dol.gov/sites/dolgov/files/OWCP/regs/compliance/CA-10.pdf 

 Injury Compensation for Federal Employees Publication CA-810:
https://www.dol.gov/owcp/dfec/federalagency.htm 

 DFEC Procedure Manual: https://www.dol.gov/agencies/owcp/FECA/procedure-manual 

 U.S. Department of the Interior/Workers’ Compensation Program: 
https://www.doi.gov/pmb/hr/workerscompensation 

 Office of Workers’ Compensation Programs Response to the Coronavirus: 
https://www.dol.gov/agencies/owcp/coronavirus 

 COVID-19 FAQs: https://www.dol.gov/agencies/owcp/FECA/InfoFECACoverageCoronavirus 

 ECOMP Help: https://www.ecomp.dol.gov/#/help 
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Bureau of Indian Education Workers’ 
Compensation Program 

Patricia Patch, Workers’ Compensation Specialist/HR Specialist 
Email – Patricia.patch@bie.edu 
Phone – 505-206-7917 

James Bartlett, Human Resource Supervisor 
Email – James.bartlett@bie.edu 
Phone – 505-563-3782 
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	https://www.smis.doi.gov/SMIS_Help/owcp_guide
	https://www.smis.doi.gov/SMIS_Help/owcp_guide


	Report Issues: 
	SMIS Help Desk Email: Donald Dryer, BIE Safety Manager Supervisor: 
	smishelp@ios.doi.gov 
	smishelp@ios.doi.gov 

	Donald.dryer@bie.edu 
	Donald.dryer@bie.edu 
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	ECOMP Overview 
	Figure
	ECOMP was developed by Office of Workers Compensation Program (OWCP) to help improve the speed of communications between all Federal Employee’s Compensation Act (FECA) Stakeholders. Also, to help agencies manage their Workers’ Compensation (WC) and comply with the new regulations. 
	ECOMP is a web-based application through which federal employees and their employers may electronically file CA-1, CA-1 COVID-19, CA-2, CA-3, CA-7, CA-7a and CA-6 forms. 
	Individual case files are protected under the Privacy Act: 
	Only the employee, their representative (if any), and the Workers’ Compensation 
	Specialist (WCS) routinely have access to the file. 
	HIPAA doesn’t apply to OWCP or employing agencies. 
	A claimant cannot be directed to file or waive her/his right to file a claim under the FECA. All Workers’ Compensation claim decisions are made by DOL/OWCP. 
	www.bie.edu 
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	User Roles in ECOMP 
	Figure
	Employee -self registers in ECOMP and maintain their own account – including password resets. 
	Supervisor -The immediate supervisor reviewing the claim filed by the Injured Employee. 
	Can only access the claim to review from the link in the email from noreply@ecomp.dol.gov. 

	Figure
	CA-1/CA-1 COVID-19/CA-2 – should be completed by supervisor within 3-5 calendar days. 
	CA-7 – should be completed by supervisor within 2-3 calendar days. 
	Agency Reviewer (AR) -is responsible for reviewing and submitting claims to OWCP timely. 
	Figure
	CA-1/CA-1 COVID-19/CA-2 – should be completed by AR within 14 calendar days. 
	CA-7 – should be completed by AR within 7 calendar days. 
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	ECOMP Filing Process 
	ECOMP Filing Process 
	Figure
	
	
	
	
	

	Federal employee may file CA-1, CA-1 COVID-19, CA-2 or CA-7 to claim FECA benefits. 

	• 
	• 
	• 
	Form routed to supervisor 

	• 
	• 
	Form routed to Agency Reviewer 

	• 
	• 
	Form submitted to OWCP 



	
	
	

	Supervisor or AR may obtain the CA-16 form in ECOMP. Please note the completed CA-16 must be uploaded to OWCP. 

	
	
	
	

	AR may initiate forms on behalf of employees. 

	Only if employee is incapacitated. 
	


	
	
	

	AR will initiate Official Supervisor’s Report of Employee Death (CA-6). 
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	Employee Registration: Info 
	Employee Registration: Info 
	Figure
	ECOMP home page: https://www.ecomp.dol.gov 
	Figure
	First-Time claimants need to register 
	Returning claimants use credentials received when they registered 
	14 
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	Figure
	Employee Registration: Login to ECOMP 
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	Figure
	Employee Registration: Create Account 
	Figure
	Figure
	Must click “Register” to create an account 
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	CULTURE. KNOWLEDGE. LEADERSHIP. 
	Figure
	Employee Registration: Account Basics 
	17 www.bie.edu Employee will enter name, telephone number, and email address. Can use their government or personal email address. Keep in mind if employee changes federal employer or leaves federal service, they may not always have access to their government email account. Must enter social security number (SSN) and confirm it. If not a US citizen and do not have a SSN, the employee will check the box indicated “I am NOT a US citizen and do not have a social security number.” 
	CULTURE. KNOWLEDGE. LEADERSHIP. 
	Figure
	Employee Registration: Password 
	Create password. Minimum 8 characters 1 uppercase letter 1 lower case letter 1 number 1 special character After all information is entered click CREATE ACCOUNT 
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	Figure
	Employee Registration: Confirmation Email 
	MUST confirm the account through email provided first before you can log into your ECOMP account 
	Figure
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	Figure
	Employee Registration: Email Link 
	Figure
	Go into your email account and look for an email from 
	noreply@ecomp.dol.gov 
	noreply@ecomp.dol.gov 
	noreply@ecomp.dol.gov 
	noreply@ecomp.dol.gov 


	Click on the link in the email. 
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	Figure
	Employee Registration: Confirmation 
	If you see this image, you can now log into your ECOMP account Click “OK” 
	www.bie.edu 
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	Employee Registration: Rules of Behavior 
	After signing in for the first time, the Rules of Behavior will be displayed. Read the Rules of Behavior and acknowledge your agreement to the terms. Once the box is checked, click Next. 
	You will now be asked to verify your identity on the Identity Verification page. Review the information and click Yes if it is correct. You will then be taken to your Employee Dashboard. 
	If the identity information is not correct, click No. You will then have the ability to review and edit the information. Click Next to proceed 
	Figure
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	Figure
	Employee Registration: Identity Verification 
	Employee Registration: Identity Verification 
	Employee Registration: ECOMP Dashboard 

	Review and Answer 
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	Filing a CA-1, CA-1 COVID-19 or CA-2: Employee Portion 
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	Figure
	Filing a CA-1, CA-1 COVID-19 or CA-2: Employee Portion: Dashboard 
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	Figure
	Filing a CA-1, CA-1 COVID-19 or CA-2: Employee Portion : New Claim 
	Select New Claim 
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	Figure
	Filing a CA-1, CA-1 COVID-19 or CA-2: Employee Portion: Agency 
	Department – Department of the Interior Agency Group – Bureau of Indian Education Agency: BIE-Regular Employee Functions BIE – Volunteers Duty Station: Select the Organization/School 
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	Filing a CA-1, CA-1 COVID-19 or CA-2: Employee Portion : Claim Selection 
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	Filing a CA-1, CA-1 COVID-19 or CA-2: Employee Portion: Form Information 
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	Figure
	Filing a CA-1, CA-1 COVID-19 or CA-2: Employee Portion: Selection of Form 
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	Supervisor Review Process: Email 
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	Supervisor Review Process: Rules of Behavior 
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	Supervisor Review Process: Confirmation 
	Figure
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	Figure
	Supervisor Review Process: Return Reason 
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	Supervisor Review Process: Agree 
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	Supervisor Review Process: Form Summary 
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	Supervisor Review Process: Review Employee Information 
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	Supervisor Review Process: Review Injury 
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	Information 
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	Figure
	Supervisor Review Process: Supervisor Information 
	Agency Name: BIE Address: 1011 Indian School Rd. NW Ste 150 City: Albuquerque State: NM Zip Code: 87104 
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	Supervisor Review Process: Employee Basics 
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	Supervisor Review Process: Injury Information 
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	Supervisor Review Process: Medical Information 
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	Supervisor Review Process: Attachments 
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	Supervisor Review Process: Review Summary 
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	Figure
	Supervisor Review Process: Sign and Action to take 
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	Supervisor Review Process: Resubmission 
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	Supervisor Review Process: Certification 
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	Supervisor Review Process: 
	www.bie.edu 
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	Disclosure of Information 
	Figure
	The Department of Labor regulations govern the disclosure of workers’ compensation case information. 
	DOL/GOVT-1 provides that federal agencies that employed the claimant at the time of the occurrence or recurrence of the injury or occupational illness can access OWCP case file information in order to verify billing, to assist in administering the FECA, to answer questions about the status of the claim, to consider rehire, retention or other actions the agency may be required to take with regard to the claim or to permit the agency to evaluate its safety and health program. 
	Workers’ Compensation information is to be used only for Workers’ Compensation purposes unless authorized by the employee. The information cannot be used for purposes such as disciplinary action, removal, or the EEO complaint process without the consent of the injured employee. The information, however, can be used to determine placement opportunities for the employee. While you cannot provide information to a Labor Relations Specialist working on a proposed removal, you can provide pertinent information to
	If you are in doubt as to whether you can release information, just say no, and then check with the WCS or bureau Program Manager for direction. The WCS should understand the rules governing release of information and can provide you with clear guidance. 
	For more information, visit: 
	http://www.dol.gov/sol/privacy/dol-govt-1.htm 
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	Patricia Patch, Workers’ Compensation Specialist/HR Specialist Phone – 505-206-7917 
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