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Filing Claims as an Injured Worker in ECOMP 
I. Purpose 

The Employees’ Compensation Operations & Management Portal (ECOMP) may be used 
to electronically file reports of injury or illness, as well as claims for benefits under the 
Federal Employees’ Compensation Act (FECA). After logging into the ECOMP web site 
and completing your portion of the form, ECOMP will electronically forward it to your 
supervisor, who will review it, complete the employer portion of the form, and forward it 
to your agency’s assigned ECOMP Agency Reviewer (AR) or OSHA Record Keeper 
(ORK). The AR or ORK will perform a final review of the form and file or forward it as 
needed.  

II. Supersession

This SOP supersedes:

A. None

III. Authority

A. 20 CFR Parts 1, 10 and 255 U.S.C. Chapter 5, Subchapter II - Administrative
Procedure. 

B. 20 C.F.R. §§ 10.100, 10,101 and 10.102) – Electronic Filing. 

C. Federal Employees' Compensation Act-1972 (FECA), as amended, 5 USC 8101 et 
seq.  

D. Division of Federal Employees' Compensation (DFEC) Procedure Manual 

IV. References

A. Reviewing Forms as a Supervisor in the ECOMP Claims Process – OCCHCO-BNTS-
02. 

B. ECOMP OSHA Record Keeper Process – OCCHCO-BNTS-03. 

C. ECOMP Agency Reviewer Process – OCCHCO-BNTS-04. 

V. Definitions 

A. Agency Reviewer (AR) - is responsible for reviewing FECA claim forms prior to 
submission to OWCP.  This person resides in the Office of the Chief Component 
Human Capital Officer, Employee Services Branch. 

B. OSHA Record Keeper (ORK) - is responsible for reviewing and processing OSHA 
301 forms filed by employees to report an injury or illness. This person resides in the 
Office of the Chief Administrative Officer, Safety Health and Medical Readiness 
Branch. 
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C. OSHA Form 301 - Injury and Illness Incident Report must be filled out when a 

recordable work-related injury or illness has occurred. Together with the Log of 
Work-related Injuries and Illnesses and the accompanying Summary, these forms 
help the employer and OSHA develop a picture of the extent and severity of work-
related incidents.  

Both Federal employees and contractors may complete an OSHA 301 when a 
recordable injury or illness has occurred.  

D. CA-1 (Notice of Traumatic Injury and Claim for Continuation of Pay/Compensation) 
- This form is used when an employee has sustained a traumatic injury on the job. A 
traumatic injury is a condition of the body caused by a specific event or incident, or 
series of events or incidents, within a single workday or shift. Examples of a 
traumatic injury include: a dog bite, motor vehicle accident or a slip and fall. 

E. Form CA-2 (Notice of Occupational Disease and Claim for Compensation) - This 
form is used when an employee has sustained an occupational disease as a result of 
job duties. An occupational disease or illness is a condition produced by the work 
environment over a period longer than a single workday or shift. Examples of an 
occupational disease include: noise induced hearing loss, asbestos-related illness or 
orthopedic injuries due to repetitive motion. 

F. Form CA-7 (Claim for Compensation) - This form is used by an employee to claim 
compensation in an established case for traumatic injury or occupational disease. 
Compensation may be claimed for Leave Without Pay, Leave Buy Back (CA-2 
Only), Other Wage Loss, and Schedule Award. 

G. CA-7a (Time Analysis Form) - for intermittent periods of wage loss.  This form 
accompanies a CA-7 filed for intermittent dates, and provides information about 
specific dates and hours of compensation claimed.  

H. CA-7b (Leave Buy Back Worksheet Certification) 

VI. Responsible Office 

A. This section outlines the responsibilities as determined by the SOP. See examples 
below. 

VII. Standard Operating Procedures 

A. How to File a Claim 

1. Submitting and Reviewing Claims 

a. You must register and create an account in ECOMP.  Once you have 
registered, you can initiate a claim from your Employee Dashboard. 

b. You must fill out each claim completely and submit it for review. You may 
save a partially completed claim and come back to it later. You may also 
upload and attach supporting documents to be submitted along with a FECA 
claim form. If your claim is incomplete, it will appear in your Dashboard as 
'DRAFT', and will not be processed until you complete all fields and submit 
the claim for review.  

c. Once you submit your claim, it will be reviewed by your supervisor (the 
system will ask you for their email address) and then by a reviewing official 
within the FEMA OCCHCO Employee Services Branch. If appropriate, 
FECA claims will then be submitted to OWCP. If your supervisor has a 



 
question, he/she may send the claim back to you. Claims sent back for your 
review will appear in your Dashboard as 'Returned to Filer'.  

d. You will receive status emails during this process. You may also use the 
"Track Status" function to monitor the progress of your submission or check 
the status of your claims from your Employee Dashboard.  

2. Which Claim Should I File? 

a. OSHA Form 301 (Injury and Illness Incident Report) 

i. If required, you should report a workplace injury or illness to OSHA. 
Some agencies support filing OSHA-301 forms via ECOMP, while others 
don't. When you start a new claim, ECOMP will tell you how to proceed.  

b. Form CA-1 (Notice of Traumatic Injury and Claim for Continuation of 
Pay/Compensation)  

i. Form CA-1 is used for a traumatic injury (a medical condition resulting 
from an incident or activity occurring during one work shift).  

ii. File only if you are a Federal employee and wish to submit a claim to 
OWCP. 

c. Form CA-2 (Notice of Occupational Disease and Claim for Compensation) 

i. Form CA-2 is for an occupational disease (a medical condition resulting 
from an incident or activity occurring over more than one work shift).  

ii. File only if you are a Federal employee and wish to submit a claim to 
OWCP. 

d. Form CA-7 (Claim for Compensation) 

i. File only if you have a Case Number, and if you want to claim wage loss 
compensation, leave buy back (CA-2s only) or a schedule award.  

3. How long will it take? 

a. Registering for ECOMP: 5 minutes 

b. Filing OSHA-301: 22 minutes 

c. Filing a Form CA-1 or CA-2: 15 minutes 

d. Filing a Form CA-7: 13 minutes 

4. What Will I Need? 

a. An ECOMP account (you can register for an ECOMP account using your 
email address)  

b. Your organizations physical location (address)  

c. Your supervisor's email address  

d. For new injury/illness claims, details for the event (place, time, extent of 
injury, etc.)  

e. If available, supporting documentation, such as medical reports (have these 
ready in electronic format)  

f. If you wish to file a CA-7, you need a case number  

5. How Do I Get Started? 



 
a. Create an account and then file the appropriate claim form from your 

Employee Dashboard.  

B. Registering for an ECOMP Account 

1. Before you can file any claims in ECOMP as an injured worker or employee, you 
must first register and create an ECOMP account. To register, click on the Sign 
In/Register button on the ECOMP home page, then click the link to register for a 
new account. 

2. First, enter your name, home telephone number and email address. You may 
either use your government email address or any personal email address. This 
address will be used to send notifications to you about claims you file in ECOMP. 

3. You must also enter your social security number (SSN) and confirm it. When you 
file forms CA-1, CA-2 or CA-7 in ECOMP you will need to enter your SSN, and 
it must match the one you entered in your account registration. 

4. Next, select the government organization where you worked at the time of injury. 
Using the drop down menus, select your department, then choose the appropriate 
agency group, agency and duty station for the location where you worked at the 
time you sustained your injury or illness. You may filter the available selections 
by state using the drop down filter. 

5. After you have selected your employing organization, a message will be displayed 
informing you of which forms your organization allows to be filed via ECOMP. 

6. Next, enter your immediate supervisor’s email address. The address must contain 
one of the allowable email domains for your organization. If more than one 
domain is available, choose the appropriate one from the drop down list. After 
you file a claim in ECOMP, it will be forwarded to your supervisor at the email 
address you have entered, in order for the supervisor portion of the claim to be 
completed. 

7. Next, choose a password, which must be a minimum of 8 characters and contain 
at least one upper case letter, one lower case letter, one number and one special 
character. You will need to use this password, along with your email address, to 
sign into ECOMP. 

8. Finally, choose three security questions for your account, and provide your 
answers. If you forget your ECOMP password, you will need to answer these 
questions to reset it. 

9. When you have entered all information, click Create My ECOMP Account. 

10. ECOMP will now send a message to your email address asking you to confirm 
your account registration. Click on the link within the email message to confirm 
your account and complete the registration process. You will then be taken to 
ECOMP and a message will be displayed confirming that your account has been 
created. After clicking OK, you may then sign into ECOMP using your email 
address and ECOMP password. 

11. After signing in, your Employee Dashboard will be displayed, which lists any 
claims you have filed in ECOMP. If you need to make any changes to your 
account settings, you may do so by clicking the Account link at the top of the 
page.  

C. Filing OSHA Form 301 



 
1. After signing into your ECOMP account with your email address and password, 

you will see your Employee Dashboard, which shows a list of any forms you have 
submitted via ECOMP. To file a new OSHA 301 form, click the button “File an 
OSHA 301, CA-1 or CA-2.” 

2. Your employing government organization from your ECOMP account will be 
displayed. If you need to make any changes, select the appropriate Department, 
Agency Group, Agency and Duty Station from the drop down lists. Any changes 
you make will be saved as the default for your ECOMP account. 

3. Information will be displayed on the process for reporting an injury or illness to 
your organization and claiming benefits, as well as which claims may be filed via 
ECOMP. Click “File an OSHA-301” to proceed. 

4. Additional information about OSHA Form 301 will be displayed. Click “File an 
OSHA-301” to proceed. 

5. Your name will be pre-populated from your ECOMP account. Next, enter your 
home address; date of birth; date hired; sex and job title. Once you begin typing, a 
drop down list of job titles will be displayed. Select the appropriate job title from 
the list. You may also enter the name of the physician who treated you for this 
injury or illness. This item is optional. 

6. Next, state the place where the event occurred. Also state where medical 
treatment was given; whether you were treated in an emergency room; whether 
you were hospitalized overnight; the date of injury or illness; the time you began 
work; and the time of the event. 

7. Next, describe what you were doing just before the incident; what happened; what 
type of injury or illness you experienced; and what object or substance directly 
harmed you. 

8. Now, review a summary of the information you have entered for the OSHA 301 
form. If any changes are needed, you may click the “Go to Field” button to return 
to that portion of the form to make changes. When all information has been 
confirmed, click “File Form” to proceed. 

9. You will then receive confirmation that your OSHA 301 has been forwarded to 
your supervisor for review, and you will be provided with the ECOMP Control 
Number (ECN) for tracking of your claim. You may view or save a PDF copy of 
the claim using the “View” or “Get PDF” buttons. 

10. Your supervisor will now receive an email advising that you have filed an OSHA 
301 form which requires review. After he or she reviews your form, your 
supervisor will forward it to your agency’s OSHA Record Keeper for final 
review. 

11. Federal employees who wish to claim FECA benefits in relation to the reported 
injury or illness may now click “File a Claim based on this OSHA 301” to initiate 
a form CA-1 or CA-2. This step may also be taken at a later time from the 
Employee Dashboard if not ready to proceed with a FECA claim at this time. 

12. Instructions on filing a FECA claim are available in the ECOMP training module 
titled “Filing Forms as an Injured Worker.” 

D. Filing a CA-1 



 
1. After signing into ECOMP with your email address and password, your Employee 

Dashboard will be displayed, which lists all claims you have filed in ECOMP. To 
file a form CA-1, click the button “File an OSHA- 301, CA-1 or CA-2.” 

2. Your employing government organization from your ECOMP account will be 
displayed. If you need to make any changes, select the appropriate Department, 
Agency Group, Agency and Duty Station from the drop down lists. Any changes 
you make to your employing organization will be saved as the default for your 
ECOMP account. 

3. Information will be displayed on the process for reporting an injury or illness to 
your organization and claiming benefits, as well as which claims may be filed via 
ECOMP. If your organization requires you to file form OSHA-301 via ECOMP, 
you must first complete that form before you may file a CA-1 or CA-2. For 
instructions on filing an OSHA-301, please see the separate training module titled 
“Filing an OSHA-301 Form.” If your organization does not require you to file 
form OSHA-301 via ECOMP, to file a CA-1, click the button “File a CA-1 or 
CA-2.” Information about each form and the filing process will be displayed. 
Click “File a CA-1 or CA-2” to proceed. 

4. Next, click “Select CA-1 & Continue” to begin filing a CA-1. 

5. Your name will be pre-populated from your ECOMP account. Enter your social 
security number (SSN) and confirm it. The SSN you enter must match the SSN of 
record for your ECOMP account. 

6. Enter your date of birth, sex, home telephone number, grade and step as of the 
date of injury, home mailing address and dependent information. Notice that 
ECOMP defaults to “None” so be sure to update this item if you do have 
dependents. Also note that if you filed an OSHA-301 form for this injury some of 
this information will be pre-populated and will not need to be completed unless 
changes are needed. Your supervisor’s email address will be pre-populated from 
your ECOMP account, but may be changed if needed. The address must contain 
one of the allowable email domains for your organization. Click “Continue” to 
proceed. 

7. Next, provide the place where the injury occurred. Also provide the date and time 
the injury occurred, as well as your occupation. Describe the cause of injury and 
the nature of injury, with as much detail as possible. Note that if you filed an 
OSHA-301 form for this injury some of this information will be pre-populated 
and will not need to be completed unless changes are needed. 

8. Next, if there was a witness to your injury you may enter his or her name and 
address. This step is optional and may be skipped if there was no witness. If you 
have a statement from a witness, you may enter the date of the statement and then 
electronically upload it in the next step. Click “Continue” to proceed. 

9. Next, you may upload any attachments that you wish to submit in support of your 
claim, such as statements by you or any witnesses, or medical reports. Please note 
that medical bills may not be uploaded to ECOMP and must be submitted through 
the established bill submission process. Claims for reimbursement may not be 
uploaded and must be submitted through the central mail facility. Also note that 
you may upload supporting documents at a later time from the ECOMP home 
page if your claim is submitted to OWCP and assigned a claim number. 



 
10. Finally, a summary of the information you have entered for the CA-1 form is 

displayed. If changes are needed to any of the fields, you may use the “Go to 
Field” button to return to the portion of the form needing changes. After 
confirming all information, click “Continue.” 

11. You must then indicate whether you want to claim - Continuation of Pay or Sick 
and/or Annual leave, for any disability resulting from your injury. After making 
your selection and reading the displayed certification and authorization 
statements, click “Sign and File Form” to submit your claim. You must agree with 
the displayed statement to proceed. 

12. A confirmation message will then be displayed notifying you that your claim has 
been forwarded to your supervisor for review. The ECOMP Control Number 
(ECN) which has been assigned to your claim is also displayed. You may use this 
number to track status of your claim on the ECOMP home page. You may also 
view or save a PDF copy of your CA-1 using the “View” or “Get PDF” buttons. 

13. An email message will be sent to your supervisor by ECOMP advising that your 
claim requires review. After your supervisor has reviewed the claim, it will be 
forwarded to your organization’s ECOMP Agency Reviewer (AR). The AR will 
perform a final review of the claim and forward it to OWCP for creation of a case 
as needed. The AR will also print the form and contact you and your supervisor to 
obtain your signatures on the form. The CA-1 form, with original signatures, will 
be maintained by your employing organization. 

14. If your injury did not result in lost time from work or any medical expense, or 
first aid treatment only, your claim will not be submitted to OWCP for creation of 
a case. Rather, it will be maintained in ECOMP, and may be reactivated by your 
AR for submission if you incur lost time or medical expense at a later date. In this 
circumstance, you will not be able to go back later and upload documents using 
ECOMP because an OWCP claim number is needed to upload documents after 
the initial filing. 

15. If your claim is submitted to OWCP, you will receive an email from ECOMP 
once the case has been created which contains your case file number. 

16. You may view a list of all claims you have submitted via ECOMP and their status 
by visiting your ECOMP Employee Dashboard. 

17. A claim which has been filed but has not yet been submitted to OWCP may be 
withdrawn by locating it in the list of forms and clicking the “Withdraw Claim” 
button under “More.” 

18. If you need to leave ECOMP in the middle of filing a claim, the claim will be 
maintained in a draft status for one week. After that point, it will be deleted from 
the system and you will need to start over with a new claim form. A claim which 
is still in draft status may be deleted by locating it in the list of forms and clicking 
the “Delete Claim” button under “More.” 

E. Filing a CA-2 

1. After signing into ECOMP with your email address and password, your Employee 
Dashboard will be displayed, which lists all claims you have filed in ECOMP. To 
file a form CA-2, click “File an OSHA-301, CA-1 or CA-2.” 

2. Your employing government organization from your ECOMP account will be 
displayed. If you need to make any changes, select the appropriate Department, 



 
Agency Group, Agency and Duty Station from the drop down lists. Any changes 
you make to your employing organization will be saved as the default for your 
ECOMP account. 

3. Information will be displayed on the process for reporting an injury or illness to 
your organization and claiming benefits, as well as which claims may be filed via 
ECOMP. If your organization requires you to file form OSHA-301 via ECOMP, 
you must first complete that form before you may file a CA-1 or CA-2. For 
instructions on filing an OSHA-301, please see the separate training module titled 
“Filing an OSHA-301 Form.” If your organization does not require you to file 
form OSHA-301 via ECOMP, to file a CA-2, click the button “File a CA-1 or 
CA-2.” Information about each form and the filing process will be displayed. 
Click “File a CA-1 or CA-2” to proceed. 

4. Next, click “Select CA-2 & Continue” to begin filing a CA-2. 

5. Your name will be pre-populated from your ECOMP account. Enter your social 
security number (SSN) and confirm it. The SSN you enter must match the SSN of 
record for your ECOMP account. 

6. Enter your date of birth, sex, home telephone number, grade and step as of the 
date of last exposure, home mailing address and dependent information. Notice 
that ECOMP defaults to “None” so be sure to update this item if you do have 
dependents. Also note that if you filed an OSHA-301 form for this injury some of 
this information will be pre-populated and will not need to be completed unless 
changes are needed. Your supervisor’s email address will be pre-populated from 
your ECOMP account, but may be changed if needed. The address must contain 
one of the allowable email domains for your organization. Click “Continue” to 
proceed. 

7. Next, enter your occupation and the location where you worked when the disease 
or illness occurred. Provide the date you first became aware of the illness. Also 
enter the date you first realized the illness was caused or aggravated by your 
employment, explain how you realized this relationship, and describe the nature 
of the disease or illness. If your claim is not filed within 30 

8. days of the date you became aware of a relationship between your illness and your 
employment, you may explain the delay in filing. This field is optional. Note that 
if you filed an OSHA-301 form for this injury some of this information will be 
pre-populated and will not need to be completed unless changes are needed. Click 
“Continue” to proceed. 

9. A narrative statement concerning the occupational disease you are claiming 
should be submitted along with your CA-2. Your statement should include the 
information listed on this page and may be uploaded as an attachment in a 
subsequent step. If you are not submitting a statement with your claim, the reason 
should be explained in the space provided. Click “Continue” to proceed. 

10. A medical report concerning the occupational disease you are claiming should be 
submitted with your claim. The report should include the information listed on 
this page and may be uploaded as an attachment in a subsequent step. If you are 
not submitting a medical report with your claim, the reason should be explained in 
the space provided. Click “Continue” to proceed. 

11. Next, you may upload your narrative statement, medical report, and any other 
attachments you wish to submit with your claim, by clicking “Attach New 



 
Document.” Please note that medical bills may not be uploaded via ECOMP. You 
may also upload additional documents at a later time from the ECOMP home 
page once you have received an OWCP case file number. Click “Continue” to 
proceed. 

12. A summary of the information you have entered for the CA-2 form is now 
displayed. If changes are needed to any of the fields, you may use the “Go to 
Field” button to return to the portion of the form needing changes. After 
confirming all information, click “Continue.” 

13. Finally, after reading the displayed certification statement, click “Sign & File 
Form” to submit your claim. You must agree with the displayed statement to 
proceed. 

14. A confirmation message will then be displayed notifying you that your claim has 
been forwarded to your supervisor for review. The ECOMP Control Number 
(ECN) which has been assigned to your claim is also displayed. You may use this 
number to track status of your claim on the ECOMP home page. You may also 
view or save a PDF copy of your CA-2 using the “View” or “Get PDF” buttons. 

15. An email message will be sent to your supervisor by ECOMP advising that your 
claim requires review. After your supervisor has reviewed the claim, it will be 
forwarded to your organization’s ECOMP Agency Reviewer (AR). The AR will 
perform a final review of the claim and forward it to OWCP for creation of a case. 
The AR will also print the claim and contact you and your supervisor to obtain 
your signatures on the claim. The CA-2 form, with original signatures, will be 
maintained by your employing organization. 

16. After your claim is submitted to OWCP, you will receive an email from ECOMP 
once the case has been created which contains your case file number. 

17. You may view a list of all claims you have submitted via ECOMP and their status 
by visiting your ECOMP Employee Dashboard. 

18. A claim which has been filed but has not yet been submitted to OWCP may be 
withdrawn by locating it in the list of forms and clicking the “Withdraw Claim” 
button under “More.” 

19. If you need to leave ECOMP in the middle of filing a claim, the form will be 
maintained in a draft status for one week. After that point, it will be deleted from 
the system and you will need to start over with a new claim form. A claim which 
is still in draft status may be deleted by locating it in the list of forms and clicking 
the “Delete Claim” button under “More.” 

F. Filing a CA-7 for a Case Filed via ECOMP 

1. First, log into ECOMP with your user name and password. Your Employee 
Dashboard will be displayed, with a list of any claims that you previously filed in 
ECOMP. 

2. Once your CA-1 or CA-2 has been received by OWCP and a case has been 
created, the case number will be listed in your Employee Dashboard. Locate the 
case for which you wish to claim compensation, and click the link to the right of 
the case to begin filing a CA-7. 

3. Information about claiming compensation will then be displayed. Click the button 
“File a CA-7” to continue. 



 
4. Confirmation of the case you have selected will be displayed. Click Continue to 

proceed. 

5. First, your name, OWCP file number and date of injury will be pre-populated 
with information from your case, and may not be edited. Your mailing address 
and telephone number, as well as your supervisor’s email address, will also be 
pre-populated, but may be edited if necessary. You must enter your SSN and 
confirm it. The number you enter must match the SSN of record for your ECOMP 
account in order to proceed. You will be notified if the numbers do not match. 
Click “Continue” to proceed. 

6. Next, you must indicate which type of compensation you are claiming: leave 
without pay; leave buy back; other wage loss; or schedule award. Except for 
schedule award, you must enter the period of compensation you are claiming, and 
whether dates are intermittent. If intermittent dates are claimed, you will be 
notified that a form CA-7a, Time Analysis, should be completed showing the 
dates you are claiming. You may complete a CA-7a in ECOMP after you finish 
submitting your CA-7. If you are claiming leave buy back, a form CA-7b, Leave 
Buy Back Worksheet, will also be needed. If you select other wage loss, you must 
state the type of wage loss compensation you are claiming. Click “Continue” to 
proceed. 

7. Next, you must state whether you have worked outside of your federal job during 
the period that you have claimed. If so, additional information must be provided 
before proceeding. Click “Continue” to proceed. 

8. Next, you must indicate whether this is the first CA-7 you have filed for this 
injury. If so, you will need to enter additional information in later steps. If not, 
you must state whether there have been any changes to your dependents, direct 
deposit, or other federal benefits since your last CA-7. If any changes are noted, 
you will need to update the information in a later step. If you indicated that this is 
not your first CA-7, and that no other information needs to be updated, these steps 
will be bypassed as you continue to file your CA-7, and will be crossed out in the 
work flow shown to the left. Click “Continue” to proceed. 

9. If this is your first CA-7, or you indicated that dependents need to be updated, you 
will now need to enter the information. You should enter each dependent’s name, 
social security number, date of birth and relationship to you. Also indicate 
whether the dependent is living with you. If not, you must indicate whether you 
are making support payments for the dependent. If so, additional information 
must be provided. Click “Continue” to proceed. 

10. Next, you must indicate whether a claim will be made against a third party, and 
whether you have applied for or received benefits from the Department of 
Veterans Affairs or any federal retirement or disability law. If you select “Yes,” 
additional information must be provided. Click “Continue” to proceed. 

11. Next, you may upload any attachments that you wish to submit in support of your 
claim. Please note that any periods for which compensation is claimed must be 
supported by medical documentation of disability or treatment related to your 
work injury or illness. If you have medical documentation to support your 
claimed period, you should upload it here by clicking “Attach New Document.” 
Click “Continue” to proceed. 



 
12. Next, a summary of information that you entered for the CA-7 form is displayed. 

If you need to return to any of the fields to make changes, you may use the “Go to 
Field” button. When all information has been confirmed, click “Continue” to 
proceed. 

13. If you are ready to file your CA-7, click “Sign & File Form.” You must agree 
with the displayed statement to proceed. 

14. Confirmation that your claim has been forwarded will then be displayed. An 
email message will be sent to your supervisor by ECOMP as notification that your 
claim requires review, with a link to access it in ECOMP. After your supervisor 
has reviewed your claim and completed the supervisor portion, it will be 
forwarded to your organization’s ECOMP Agency Reviewer for final review and 
submission to OWCP. You may view or save a PDF copy of your CA-7 form 
using the View and Get PDF buttons. 

15. If you claimed compensation for intermittent dates on your CA-7, you may now 
file form CA-7a, Time Analysis, by clicking the button “File a CA-7a.” If you do 
not wish to complete a CA-7a at this time you may click “Done” to exit and return 
to your Employee Dashboard. 

G. Filing a CA-7a 

1. If you file a form CA-7 claiming compensation for intermittent dates, you must 
also complete form CA-7a, Time Analysis, to provide details on the specific dates 
and hours of compensation you are claiming. 

2. You may file a CA-7a either immediately after submitting a CA-7 by clicking the 
button “File a CA-7a,” or by locating the CA-7 form on your Employee 
Dashboard and clicking the link to the right of the form. 

3. First, information about filing a CA-7a will be displayed. Click “File a CA-7a” to 
proceed. 

4. Confirmation of the case for the associated CA-7 form will be displayed. Click 
“Continue” to proceed. 

5. Your supervisor’s email address and the period covered by the CA-7a form will 
be pre-populated based on information entered for the CA-7 form. 

6. For the period covered by the CA-7a form, enter each date for which you are 
claiming compensation on a separate line. For each date you enter, indicate 
whether compensation is claimed and the number of hours of leave without pay 
(LWOP), work, holiday or leave you used on that date. If leave was used, indicate 
whether it was sick, annual or other leave using the drop down list. In the last 
column, also indicate the reason for your absence from work on the date you are 
claiming. 

7. If you are claiming compensation for dates which cover a continuous period of 
LWOP or leave, you may enter a date range on one line using the “Date Range” 
button. For example, if your CA-7a covers a period of one month, but for one 
week during that month you used 40 continuous hours of LWOP, you may enter 
that one week period as a date range on one line of the CA-7a. 

8. The total number of hours of LWOP, work, holiday and leave will be displayed 
from the information you entered in each column. You must indicate how many 
hours of LWOP and/or leave you are claiming. Note that the number of hours you 



 
claim may not be greater than the total for each column. If you claim 
compensation for leave, you will also need to complete form CA-7b, Leave Buy 
Back Worksheet/Certification and Election. At this time form CA-7b may not be 
submitted via ECOMP. You will need to contact your agency’s workers’ 
compensation coordinator for instructions on completing this form. 

9. When you are ready to proceed, click “Continue.” 

10. Finally, confirmation of your employing organization, supervisor email address, 
period covered by the CA-7a form and hours claimed will be displayed. To 
proceed, click “Sign & Submit” and agree with the displayed statement. 

11. Confirmation will be displayed that your CA-7a has been forwarded to your 
supervisor for review along with the ECOMP Control Number (ECN) for your 
claim. You may view or save a copy of the claim in PDF version using the 
“View” and “Get PDF” buttons. When finished, click “Done” to exit. 

VIII. Forms Prescribed 

A. None 




