
Document  Correct ion
QuickSt ar t  Guide
In order to notify the Commission of errors seen on a document in the Claim File, the document correction process must be used. Any error that is requested to be 
corrected must be undisputed among parties and factual in nature. This process is found under Start New Action>Claims>Consent Request for Document Correction.

1 Enter the Document Type and the date 
the Document was issued using the 
textbox and datepicker respectively.

2 Enter an accurate description of the error 
in the top textbox and the correction to be 
made in the bottom textbox.

3 Certify that the parties are not in dispute 
regarding the document correction by 
checking the box.

4 Don't forget to sign and certify!
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3 Add any supporting documentation by 
clicking the Plus (+) Icon and uploading 
the document(s).

Document  Correct ion
Response Form
In order to ensure that the document correction is indeed agreed upon by all parties, all involved parties will be able to use the Response Form to review the request 
and select whether or not they consent to the Request, for CompHub users this will appear in your inbox with the activity name "Response Form ".

1 Click the arrow beside submitted Request 
to see a copy of the request submitted by 
the petitioning party.

2 Select whether or not you consent to the 
Document Correction using the 'Yes' and 
'No' Radio buttons. If 'No' is selected, 
comments are required.
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Document  Correct ion
View ing Responses
After five (5) business days, the original petitioner will receive an inbox task called "Returned Document Correction" as well as an email notification; both with tables 
displaying the responses from each involved party. This form  w il l  only be generat ed if  al l  par t ies have not  responded w it h in t he 5-day t im e per iod or  if  t here is 
an object ion f rom  a par t y or  par t ies. Please note that the Email inbox view may differ slightly depending on what email client you are using.
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