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Overview

The Online Clearance Request System is a secure Intemet application that will allow you to
search potential sub-contractors and request authorized clearance status documents. * If
you become a registered user, you can also use this tool fo compile and store lists of the
sub-contractors you use most often and be updated on their clearance status via e-mail.
This system is one of many services deployed on the web by WCB and is part of an initiative

to provide faster and better service fo our clients. This guide will infroduce you fo the Online The Online Clearance Request
Clearance Request System and provide the information you need to get started. Sys’rem Ch eCkS your web
System Requirements of the Online Clearance Request System browser and will inform you if
The system requirements for WCB's Online Clearance Request System include: your browser does not meet

e Microsoft Internet Explorer 4.0 (5.0 + recommended) the minimum reqUiremenTS-

(128-bit encryption version)

e JavaScript enabled on your web browser

e Cookies enabled on your web browser**

Interet Account

e 800 x 600 display resolution, 1024 X 768 display resolution recommmended

If your computer system does not meet any of the above requirements, a screen is
displayed when you log on informing you of the minimum criteria and a list of messages
that describe what part of your system does not meet the requirements.

While there is no minimum Internet connection speed required, faster connection speeds
will provide better performance.

When you can use the Online Clearance Request System

WCB's Online Clearance Request System is available to you 24 hours a day, seven days a
week. The WCB Technical Support Team is available to assist you froon Monday to Friday,
8:00 AM o 10:00 PM (except on statutory holidays). ***

* Each Clearance lefter has a unique reference number to validate its authenticity.

**  The Online Clearance Request System only uses session cookies. No application information
is stored on your hard drive without your consent.

This availability level is subject to change.

Getting Started Guide for Online Clearances
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The Online Clearance Request System provides access to public information only

— confidential information is not accessible via this application. However, we have
implemented a Web Security Policy as part of our commitment to our clients. In this section,
yoUu'll find the highlights of this policy and what this means to you. The Online Clearance
Request System and associated data reside on a WCB Manitolba web server. While any
Intermet user can search and request clearance status documents, only users who have

signed up with the WCB and have received a unique User ID have access fo the save lists Never share your
and receive update nofifications. In addition, only authorized users — specified by you — can |
view your organization'’s information. User ID or password!

For further security, the WCB Technical Support Team will develop a challenge response
mechanism when you register. If you ever forget your password or need to confirm your
authorization, you will be able to use a unique phrase to identify yourself.

Security precautions are also taken when you register to use the Online Clearance Request
System. Please refer to the “Getting Started” section of this guide.

To protect the confidentiality of your Clearance Requests, please observe the following rules:

e The Online Clearance Request System will ask you to change your password
every 12 months. However, you can change your password at any time and are
encouraged to change your password frequently.

e Use unusual passwords. Never use familiar names such as the names of your
children or the name of your company as passwords.

e Three successive password violations during log on will lock your User ID. If this
happens, you will need to contact the WCB Technical Support Team ot 954-4803
in Winnipeg or toll free at 1-866-751-9245.

e Never share your User ID or password.

e |f you have a staff member who changes positions or e-mail addresses, or leaves
your company and you no longer want them to have access to your Clearance
Requests, please contact the WCB Technical Support Team at 954-4803 in
Winnipeg or toll free at 1-866-751-9245 to update or remove the employee’s User ID.

For security purposes, registered users will be required to read and agree to WCB's Web Access
Agreement before accessing the Online Clearance Request System for the first time. If you

are a registered user, you will also be required to read and agree to this document every 12
months or if there are any changes to the agreement. This agreement is similar 1o documents
for other interactive web sites and web-based applications. It lists the ferms of use and liabili
issues. If is highly recommended that you read the agreement carefully. You can print fi
document for your records if you wish.

Getting Started Guide for Online Clearances
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Getting Started

There are two levels of access for the Online Clearance Request System:
e General public access

e Registered user access

General Public Access

Any Intermet user may use the “search and print” functions of the Online Clearance
Request System by browsing to the WCB website (www.wcb.mb.ca) and clicking on Online
Clearances System under Online Services. Please refer to the Searching in Clearances
section on page 6. However, if you will be using the system frequently, you will likely want
registered user access.

Registered User Access

The first step to gaining “save list” and “update notification” access to the Online Clearance
Request System is to become a registered user. For security purposes, there must be only
one person in your organization who registers all of the users

within your organization. This person will become the Security Administrator for

your organization.

When the Security Administrator phones the WCB Technical Support Team to register your
organization’s users, they will need the name and phone number of all the users they wish to
register and a challenge-response phrase. (For more detailed information about challenge-
response phrases, please refer to the “Following WCB's Security Policy” section of this guide.)
The Security Administrator will also need to provide a valid e-mail address.

If your firm is a registered employer with the WCB and you want 1o register for
access to other WCB Online Services as you register for Clearances, you will
also be asked for:

e the last reported Annual Estimated Eamings, or the last reported Quarterly Eamings
e your WCB Firm Number and

e the WCB Industry Code and corresponding rate.

To register for Clearances and other WCB Online Services, phone the
WCB Technical Support Team at 954-4803 in Winnipeg or toll free at
1-866-751-9245. A WCB Technical Support Team Member will help

you register all of the users for your organization.

Getting Started Guide for Online Clearances
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After your search, check the
2. Click the General Public Access for Unregistered Users link. Clear Search Results box to

Home | Incident Reporting | Clearances | Privacy Statement | Security Statement S‘I‘Or" O fresh SeOrCh

General Public Access -
Searching in Clearances

To access the Online Clearance Request System as an unregistered user:

1. Go to the WCB Manitoba website (www.wcb.mb.ca) and choose Online Clearances
System from Online Services.

Enter a new firm name or
number then click the Search
button to see your new search
oot . | results.

Pasgward: I

Lagan [ Change Password

Forgot Your Password?

Please enter your user id and password:

General Public Access for Unreqistered Users

The Welcome Page is the first page you will see after you access the Online Clearance
Request System.

Online Services Home | Clearances Home | SearchFirms | Log OFf

CB Clearance Request Systems

Online or On The Line

Fast Access. Easy-to-use. Accurate information.

WWe all know time is money. The sooner you can hire a business, contractor or subcontractor to wark on a project, the
sooner you can start. But if you hire sumeone without taking time to check their status with the WCB, it could cost you

mare money and time in the long run

That's because if you hire warkers who aren't registered and in good standing with the WWCB, you could be responsible f
paying the assessment on their eamings as though they were your own employees. And if they have an accident on the

N d be the one paying for it... with higher WCB assessment rates.
Click here to search for
firms for which you require the clear starts HERE — with WCB Clearance Request Systems.

Clearance Letters. e Request System has been created to provide you with fast clearance information 24 hours a day, 7 days
week, inthree ways

Getting Started Guide for Online Clearances
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Searching Firms
You can search for organizations using two different criteria:

Helpful
Tips

To search by Firm Name... When searching by Firm
Number, you have to enter

e Firm Name

e Firm Number

Select the Firm Name

radio button... the exact firm number of the
*::ik“/ E— e organization,
- B i D Enter at least the first 3 e

whamders of the firmw (e.9. 0486363, C0123456, etc.).
0 matches found. name...
| e Lmuu-w e i i
| /'/ l- If a Firm Numlber starts with a

"C”, ensure you enter the “C”

Th lick th . .
first, followed by the 7 dligits.
Searching by Firm Number

To search by Firm Number. .. Firm Numlbers can be found
on account statements or

Online Services Home | Clearances Home | SearchFirms | Log Off Correspondence ﬁle |e1-|-er3.
Search Firms /7"t ihe Firm Number

radio button... /
Search by
 Fim =
Enter valid firm numbers
e Humber k J and press Enter after each one I Clear Search
~

Results
0 matches found. \ /
‘ Select Firm Namq / Trade Name
r and Addre
2. Enter the exact firm 3. Then click the
number of the organization... Search button.

If you enter the firm number in an incorrect format, an eror message will be displayed affer
you click the Search button. The eror message will contain the suggested correct format.

Firm Number

Getting Started Guide for Online Clearances
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General Public Access -

Creating Temporary Lists and HelprI

- - ||
Printing Clearance Letters TI s
Once you've found the firms you're looking for...

1. Click boxes in this

Search i column to select the firms Once you've created a list,
earcn Firms for which you require .
Clearance Letters. you can adjust the sort order

seacty B1‘/“%%— of the list by clicking on the
# Fimis Entar 2 frm name (minimum 3 characters) [ ffear Search
Resulls

£ lim s Firmm Number or Firm Name
3 matches foun. / Addnlst | column headings.
. 7~ 2. Click the Add to List
button to “ te” f
Q;mgg,g,yﬁ{;? e The default sort order is by

ascending Firm Name.

After clicking the Add to List button, a View List button will appear on the Search Firms
screen. Click this button to perform another search for additional firms to add to your Once YOU quve the On“ne
temporary list or to view your list.

Clearance Request System,
the list you created is

Search Firms el'Clsed.
Search by [ J—
# Fion Name it & fen e (mineren 3 chaacters] I Clese Ssech
€ Firen Numbse Rosults
1 matches found. Addwlist | VeewList
| Salect Emlhm!‘l‘lldﬂhm
| T Fim b and Address |
[ m] 0500074 TRANSX LTD
\ 2535 INKSTER BOULEVARD, >
AV z
The firms you have selected Click the View List button to view
will no longer be visible on the temporary list you created.

this screen because they have
been moved to a temporary list.

The temporary list you created will appear on the Requested Clearance List screen.

OR Request
Clearance Letters.
Requested Clearance List:

Total Hems an List: 2 E |
| e E: [Fitm Mome / Tuade Name
Dulete - Clearance Status ‘and Adedress o

* [m] Good Standing [o=00074 [TRANSH LTD
(2595 INKSTER BOULEVARD,

. )\ a | e Sandes \"MN ...llzlll{;{gxl;[&ew)m” WINNFEG
You can delete Giew Clearance SiaiusD Perform another search
firms from your list... for additional firms to

add to your list...

Getting Started Guide for Online Clearances
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When you require a document confirming the status of a firm, you can request a Clearance
Letter.

Helpful
Tips

Requested Clearance List:

Total ltems on List: [(AdaFims | Requestisner |
Delute | “}“ Cleasance Stalus E:hﬂ_ mﬂm
f * = Good Standing 0500074 mw:lignnmwmn
* Goud Standing 0500074 TRANGY LTD R X
/7& B0 GRF 02 e // You can select multiple firms

for each letter.

V4 z
Select the firm(s) for which y@ Then click the Reques)
equire Clearance Letters... etter button.

Use the checkbox in the
Select column heading to

When you click the Request Letter button, the Clearance Letter Request... screen will be . . .
select all of the firms in the list.

displayed.
Clearance Letter Request... You can add additional
[Entar tha following sptisnsl infomation to he prnted on your Cleseance Lattes,

firms to the list by clicking on
the Add Firms button and

Hame
Addrass

oay —— Pracs =
ot \ searching for more firms.
K /" If you do not enter information It is important to remember
into any of these fields, the
letter will be addressed to that this is a temporqry
Click the Submit button to .10 Whom |t Mgy Concem™ H N
request a Clearance Letter. list that will be deleted

Getting Started Guide for Online Clearances
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After clicking the Submit button, a printer-friendly version of the letter is displayed.

L X ]
Workers 0. 363 Broadway . Winsipag, -
mg\‘w T ) ALK Toll Fraa 1.300:362.500  Far (204)

:I'n whee Q'nrg concem,

Sutyaet Cleatance Reques

s of #3.Feb 2006 thi followng Sms) sre ragetered aad i good ng Wik C:
Click the Print button on the

OS000T4 TRASX LTD displayed page or the Print

2495 INKSTER BOULEVARD,
button on your web browser
\o print the letter.
Emplayer Soraces [sien

[

Click the Exit button to request
additional Clearance Letters from
your list or add more firms to your list,

Getting Started Guide for Online Clearances
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Registered User Access -
Logging On As a Registered User

Home | Incident Reporting | Clearances | Privacy Statement | Security Statement

Getting Started Guide
Frecuertly ? =tin
The first time you log on to
See the “Getting Please enter your user id and password: the system, you are required
Help” section
of the Getting 1-0:
Started Guide
if you need . User ID: |
ang o Password [ « Change your password.
Logan [ Change Password P|€CIS€ refer TO The
Forgot Your Password? "Changing Your
General Public Access for Unregistered Users Password” section of this
guide.
« Read and agree to the

WCB Web Access
Agreement. Please read

To log on to the Online Clearance Request System:

1. Go to the WCB Manitoba website (www.wch.mb.ca) and choose Online
Clearances System from Online Services.

2. When the Logon screen is displayed, enter your User ID and password and click
the Logon button.

Please use the Log Off menu item when you have completed your activities on the Online
Clearance Request System. If you have been inactive for 30 minutes, the system will
automatically log you off. If this happens and you fry to perform another system activity, you
will be prompted to log on to the system again.

Getting Started Guide for Online Clearances
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When you are required to

Registered User Access -
Changing Your Password

For security purposes, you must change your password on your initial log on and every 12
months afterwards. You can also change your password anytime you want. Changing your
password is a very simple process.

To change your password, check the Change Password box on the Logon screen shown
on page 11. The Change your password screen will be displayed. change your password,

the Change Password
screen will be automatically

Change your password: @ter your current possworcD

/ displayed.
Current Password: | ¥

Mew Password: |
zter your new password \
Re-enter Mew Pasgword: |

conce |
@en click the OK buﬂon.)

If you have entered an invalid password, an error message will be displayed at the bottom
of the screen.

\

Getting Started Guide for Online Clearances
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Registered User Access -
The Main Menu/Welcome Page

The Clearance Welcome Page is the first page that you will see after you successfully log
on. If this is your first time logging on, you will want to click Search Firms as indicated in the
left-hand balloon in the screen below. After you have logged on and created a list, the
next fime you log on you can simply go directly o Select List as explained in the right-hand
balloon.

ome | SearchFirms | Selectlist | Log Off

WEB Clearangge Request Systems

Mline Services Home

| Clearance:

e or On The Line

Qbusiness, contractor or subcontractor to work on a project, the
Nng time ta check their status with the WCB, it could cost you

ore money and time in the long run

baia b L hjte workers who aren't registered and in g9gd standing with the WVCB, you could be respansible for

. eir earnings as though they wy N
Click here to search ing for it... with higher g’ Click here to go to the
for firms for which you require list directory. See “Saving,
Clearance Letters. Retrieving and Maintaining Lists”
TSl System has been created to prd on page 16 of this guide
week, in three ways: . . >
for detailed instructions.
1. The Online Directory: Search a comprehensive list of businesses by firm number, company or trade style name
and immediately see their standing with the WCE. Enter as many names as you want and get immediate
information on each one. The Online Directary is available at www web mb.ca

HERE - with WCB Cleg

2. Interactive Online List: Using a secure Intemet connection, registered users can create customized, interactive
lists of firms and sub-contractors. If a company's status changes, the Clearance Request System will automatically
flag the company's name in your file and email you about the change in status the next business day. To register,
call 954-4803 (in Winnipeg) or 1-966-751-9245 (toll-free outside Winnipeg)

3. Automated Phone and Fax Back Service: Use your phone to get clearance information on a single company or
firm by dialling 954-4988 (in YWinnipeg) or 1-800-362-3340 (toll free outside Winnipeg). Enter the 7 digit firn number
for the business you want clearance information on. You'l also be given the option of entering a fax number to
receive confirmation

Refer to our Getting Started Guide and Fraguently Asked Questions for detailed on using WCB Clearance

Request Systems.

Getting Started Guide for Online Clearances
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You can select multiple
firms for each Clearance
Letter.

See "Requesting Clearance
Letfters” on page 19 for more
information.
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Creating and Viewing Lists

With registered access, you can create, save, and view permanent lists to select the firms
for which you would like to request Clearance Letters. For every firm saved in your lists, you
will receive e-mail nofifications if the status of a particular firn changes.

Searching Firms

Once you've found the firms you're looking for, you can create a list that you can save and Once you’ve created a list,
refer to when you log on at other times.

you can adjust the sort order

Search Firms of the list by clicking on the
1. Click boxes in this column . F
Search by T — to select the firms for which Swch | Firm Number or Firm Name
P T A T e A you require Clearance Letters. e column hea dings
3 matches found. / Add o List '
[ e | .
o (e The default sort order is by
— ascending Firm Name.

/" 2. Then click the Add to Lis
Quﬂon to create a list.

After clicking on the Add to List button, a View List bufton will appear on the Search

Firms screen. Click this button to perform another search for additional firms to add to your
temporary list or to view your list.

Search Firms
Search by E T — Search |
# Firm Hame Erier a fim e {minien 3 characlers) I Cluar Search
= Firmi Numnber Reguts
1 matches found. Ard v List I Wiew List I
 Saleat I Firm Nama / Trade Hares
\nl Firm Humber and Address
r ILARRIRY] EXAMPLE COMPANY 3
I 1234 CLEARANCE BOULEVARD
The fi h lected Click the View List button to view
1€ firms you have selecte the temporary list you created.
will no longer be visible on

this screen because they have
been moved to a temporary list.

Getting Started Guide for Online Clearances
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The following screen shows the temporary list created and the functions available on that
screen.

Helpful
Tips

Both the Save List and Edit

Click the Edit Contact
Info button to maintain lists
you have created.

See the “Saving, Retrieving and

Maintaining Lists” on page 16 of
this guide for detailed instructions.

Clearance List; Cancal

P Contact Info buttons will
ot s on i 2 _ pdarums | Roawestoter | fake you to the Maintain
| Dalatn | s.ll'“ | Claaranca Status i-h w‘l‘. A y -

x - Soodsimiey o Clearance List screen.

* \ r [ (inn!ﬂan\ [ mﬁg\.{cnmmvz
You can delete firms View Clearance Perform another search GR request Clearon@
from your list... Status... for additional firms to Letters.

add to your list...

If this is a new list, make sure you save it before exiting the list. Please see page 16 for
details on saving a new list.

Getting Started Guide for Online Clearances
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Saving, Retrieving and
Maintaining Lists

If you are a registered user, you can save permanent lists of firms that you confract with often or
just for a particular project. For every firm saved in your lists, you will receive e-mail nofifications if

the status of a particular firn changes. You will have access to the lists that you have created as
well as other lists that have been created within your organization.

Saving New Lists
After you have created a list (see page 14), you should save it in order to be able to view it
again later. To save your list...

Clearance List: Cancsi

Edit Cantad Infa
)
Total lvems on List: 2 Add Firms ﬂ FirquestLotor |
- — - -
Dalata | r Claaranca Status Humbar ‘and Addrass &
* - Eood Standiesg IRERERER] EXAMPLE COMPANY 1
BOX 00 GRP 00D RRO, WINNIPEG
3 r Good Standing L EXAVPLE CONPANY 2
VIRDEN

which will take you to the Maintain
Clearance List screen.

/Click the Edit Contact Info buﬁorD

Maintain Clearance List: [Fanpetal Smvelist | Cancel

SebsctList | Lag O

Conact Infeemat .
e [—_|'3;n'~mu'og E 1. Enter the name of the I@ A
Address: I
ciy [ 2. Enter the contact information of the
Sk | person to whom e-mails should be
Prone: [ Fac| sent about the list. Fill in all fields in the
emae “Contact Information” section.
Tatal Mems on List: 2 andfims | fonuestLoses |
Sefost | [Fim Firm Nama.{ Tras Nama
Delate = Claarance Status Numbar and Address &
* (=] Gond Stading 11111 EXAMPLE COMPANY 1
BOX 00 GRP 000 RRO, WINNIPEG
» [a] Gaad Standing EEERRER] mz&cnwwz ﬁThen click the Save List

button to save this list to
vour list directory.

After you have saved your list, you can click the Select List menu item to view the list and
add to it, remove firms, or request letter(s) for some or all of the firms on your list. Or, you
can exit by clicking the Log Off menu item.

Getting Started Guide for Online Clearances
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You can organize your lists by:

- Project
- Industry Sector
- Date

or any other categorization
that works best for you.

To better distinguish between
your lists, enter a unique name
for each list you save.
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Retrieving Lists
To retfrieve a saved list...

Helpful
Tips

Select List | Log 0

Search Firms
1

Search by
: :ilm::: e = Entes valid firm numbors.

ksl and pevss Enter afior gach Clear Search

= Resulls
Click Select List from any screen
© marches found. in the Clearance Request System MoraLint .
“ *Il_'ﬂ frmm Name ( Trade Name uo view previously saved lists. C|eC1I'C1nCe STOTUS IS
Firm Numbes nd Address

updated daily.

Onling Services Homa | Chatances Weme | Sesschfirma | Select List

Select Clearance List Cranea List

T You can access the Online
II Delete st Nakite [Comtact J

Clearance Request System

e Ciganization’s List{s)

| Delete  List Hame. [Contact =
X [WASS Comin Gt Lang 24 hours a day, 7 days
> {Anathor Test Elint Cunningham
x 7~ Then click one of the "\ fenat Cunningham a week
X hasies ~{ displayed lists from the) o o :
¥ [ZBTasting (1 fimns in Cefauk] \directory. / [EWiat Cunringham | =]
x jar List Kaen Gatant
* :u:_LI.Ias fkmumnl
¥ lnco Lisl Kirm Gallant

Maintaining (or Editing) Lists
The Online Clearance Request System lets you maintain or edit your saved list directory in
three ways:

i) Add more firms o or delete firms from a saved list;

ii) Create a new list or

iy Delete a saved list from the directory.

i) Adding More Firms To or Deleting Firms From a Saved List
To add more firms to or delete firms from a saved list, retrieve the list then...

Click X' fo delefe a firm fom § - Click the Edit Contact Info .
the list then click Save List o button to edit the contact EEl
save the changed list. information forthe list. ~_/ edoumaio_|
Total ltonrs om List: 3 / AddFems | |
Seleet | Firm Click the Add Firms \
Delete L Lol Lo button to search for additional
X r GuiSedy  DE\ firms o add fo the list.

Click the Save List
button to re-save the list if
you make any changes.

Getting Started Guide for Online Clearances
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ii) Creating a New List
To create new lists, click the Select List menu item then...

Select Clearance List
Your List(s) .’
|| Delete  List Hame / Comact |
“four Cuganization's Lisifs) /
Delete  List Name y 4 [Contact =
* [WASS Comursign £z Qv lan Lang
T (/ Click the Create List button to
¥ [Conboce List search for firms o add to a new
® mAsS)Ten list or click the Search Firms menu |-
i V28 Tettng (1 lima o Dolenl) item. (See “Creating and Viewing [
% B ‘\I.lsis” on page 14 of this guide.)
¥ [lncoList avin Gallant
X |Salesay st Jwan Gallant
¥ [Subcontractors List {1 firms in Dt} ewan Gallant =

iii) Deleting a Saved List from the Directory

Select Clearance List

Your Lishs) :
[ Delete it Warma [T |
four izatinn's List(s)
Dolste  List Nama Contact =
¥ [WASS Comwrien B tam Laing
X s [Etéot Cunmngham
> [Eliut Cunrengham
R S ~—— N\ [Elbot Cunringham
¥ iviassiTw ~~ Click the “X” to delete \ [Elhat Canvingram
X [ZE Tasling (7 firms in Dofiug] \\qhsf from the list direcfor}l [Etiot Cunmngham (—]
¥ [Bak [Fiwin Gallart
EETT [ Gallane
X [nealis [Fow Gallann
> Saleway List Kimn Gallany
b [Bubsoniractes Liga (1 fimes i Dedaul) | Gallarg -

To delete a saved list from your directory, click the Select List menu item then...

You will see a message asking if you are sure you want fo delete the selected list. Click the
OK button to delete the list or the Cancel button if you do not want to delete the list.
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Registered User Access -
Requesting Clearance Letters

When you require a document confirming the status of a firm, you can request a Clearance

Letter.

If you are a registered user, you can request Clearance Letters for two different types of lists: Each Clearance Letter has
o Lists before they are saved a unigue WCB reference
o Lists after they have been saved number to validate its

authenticity.

Requesting Clearance Letters from Unsaved lists

Clearance List: Th#”gg|act the firms for which Lo
you require Clearance Bt Contact Ik
Letters...
Total ltemss an List: 3 AddFims | FeouesLener |
Select
Delote L ﬁuﬂm Status. E.hl.
* r Guod Standing [os00074 COOLK ING /
r GondSandng 0500074 ek ﬁnen click the Request
r Good Standing 500074 0L TRUCKING \Letter button.
4]

When you click the Request Letter button, the Clearance Letter Request... screen is
displayed.

Check this box and a field for a fax
c number will appear. The WCB will fax your

learance Letter Request... Clearance Lefter to the number you enter
Seluct on or mora of the following fomsats 1o _ in this field. If you choose this option and
A "‘W‘ - ;;'éii 'i““‘" B A AL click the Submit button, you will return to the
T FacRiwest Clearance Request System where you can

request additional Clearance Letters from
your list or add more firms to your list.

I Print Locally
Erter ing aptional infemation ta be printed on your Clearsnc Letter
Name
Adiess If you do not enter information
\ into any of these fields, the letter
5 X Brndacs will be addressed to “To Whom
Pastal Code »
P N It May Concern”.
(Sban] coret If you choose Print Locallyx
A your Clearance Letter will
be printed to your local
printer.

Click the Submit button to
view your Clearance Letter.

Getting Started Guide for Online Clearances



WCB M

Workers Compensation

Using the WCB Online ~ ****
Clearance Request Sysitem

If you choose Print Locally and click the Submit button, a printer-friendly version of the letter
will be displayed.

Helpful
Tips

N =N

[ ¥ ]
o 210363 Broaduny - Wieipog, Mantvs, Canvin P 0
- 33 Broadway | Wienipeg, Mantoha, Canada~ JIX: 3
m’&w phane [(X4) 9588505 . Tall Fres 1002522240 - F3e GO 4500

e ffch mb.ca

Tawham it may ezncam, Eabngfy 73 206
Subject Chearance Request

5 i 73.Fab 7006 the Sliowng firm(s) e registeesd and i good nxmmgmnmnmmt:mpmalmn||n/ / If you Ore requesfing G
oo Click the Print button on the Click the Exit button to
/displayed page or the Print request additional Clearance Cleoronce Leﬁer from a
button on your web browser to Letters from your list or add . .
Exvlope Sinics Cision &print the Ie¥rer. more firms to your list. saved list, you will not be
mm—— prompted to enter contact

information. The letter will be
addressed with or faxed to
Requesting Clearance Letters from Saved Lists

Before you can request Clearance Letters from a saved list, you need to refrieve the list. the contact information you
Please see the “Saving, Retrieving and Maintaining Lists” section of this guide. After you provided when you created
have retfrieved the list, follow the same instructions for requesting Clearance Letters from an .

unsaved list, and saved your list.

Getting Help

If you have general questions, you may be able to find the answer in the Frequently Asked
Questions (FAQ) section of the Online Clearance Request System. In fact, it may be helpful
fo browse through the FAQ before you register to use the system. The FAQ list is accessible
from the Logon screen of the Online Clearance Request System and on the WCB website
(www.wcb.mb.ca).

If you require more in-depth technical assistance with the Online Clearance Request
System, please contact the WCB Technical Support Team at 954-4803 in Winnipeg or toll
free at 1-866-751-9245. The WCB Technical Support Team is available to assist you from
Monday to Friday, 8:00 AM o 10:00 PM (except on statutory holidays).
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