FTP Site Helpful Hints
The FTP site can be accessed at https://www.wvinsurance.gov/Workers-Compensation_Self-Insurance under Annual Claim Data Submission, click OIC Secure File Upload.

Each Self-Insured Account has a unique User ID based upon their account number which can be used by the employer or their TPA to upload the data to the FTP site.  Each employer only has access to the data submitted under their User ID.  (Due to various demands on the OIC system, the FTP site may appear to be unavailable or you could have trouble accessing the system.  Please try again later in the day.)
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Uploading Documents:
Once logged into the site, the year-end data template will be uploaded to the site in the following manner:
Click: Upload
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Click: Add Files (Hint: File names cannot contain symbols)
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Choose the File you wish to upload to the site, click Open. The Add Files button should then change to say 1 files queued. To add more files, click Add Files and repeat the process.
Any additional comments concerning the file(s) can be included in the box labeled, “Enter any additional info about the file(s), this will be sent with the Notification”.  These comments will be sent to the appropriate parties within the OIC.
Click: Start Upload.
Once the file has been uploaded to the site, click the Close button. You should now be able to view the file you uploaded.  
Revised Documents: 
If a revised file is uploaded, please add “Revised” at the end of the original file name. Do not copy over a file that has already been uploaded.
Adding Notes to a Document After Upload:
Notes can be added to the file once it is uploaded to the FTP site by clicking Description, typing the desired notes and clicking Save.  The notes should then appear beside the file title. 
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Deleting Erroneous Files:
If you have erroneously uploaded a file and need to delete it, click the box to the left of the file you wish to delete. The file should be highlighted in green; click the Delete button. 

[image: ]

FTP Site Document Retention:
A minimum of two years of information is to be retained on the FTP site: the current year and the prior year.  Information that is not from the current or prior year will be deleted by OIC personnel when appropriate. 

Questions: 
Any questions concerning the FTP Site or your specific account can be submitted to the email address below:
OICWCSelfinsured@wv.gov
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