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This tutorial is designed to demonstrate how 
attorneys can properly prepare DR-Conference 

Medical Reports for electronic submission to the 
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Step One - Scanning 
Scanning your documents can generally be accomplished using any off-the-shelf 
scanner or utilizing the scan function on your office copier. Note – nearly every 
copier manufactured in the last 9 or 10 years has scan to PDF capability. Check your 
owners manual for more information. 

Once you have scanned your documents you will need Adobe Acrobat version 10.0 
or later to combine the files, bookmark them and make the documents text searchable 
using an Optical Character Recognition tool that is part of the Acrobat software. This 
demonstration was done using Adobe Acrobat Pro DC. Your version may be 
different. 

You have two choices in scanning – 
Scan individual documents, name them and later combine them – see 
below; or 
Scan the entire packet and then bookmark each document in the packet. 

Again, scanning will depend on your machine and its procedure. From here, we are 
going to discuss how to combine the already scanned documents. It is important to 
mention when saving individual files in PDF – the naming convention should mirror 
your conference packet index (i.e. “Report of Dr. Jones 3-21-2002 or Boston Med. 
Ctr. Records 5-2-2003 to 6-15-2003” etc.) 
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Once you have saved your scanned documents and named 

Combining your PDF files. them, it will be time to combine them into a single PDF. 
Open Acrobat and select the “Combine files into PDF” 
function on the start page to accomplish this: 

A new window opens – select “Add Files” 

Select the PDF documents (the ones 
you scanned and named). 
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Tip – you can select all the documents by holding down the shift key and then 
clicking on the top and then the bottom file name. You can also select the files one 
at a time. The order which you select the documents will be the order in which they 
are combined. Then click on “Add Files.” Be sure to put your Conference Packet 
Index as the first document. You can also combine other file formats such as Word. 

2. You can rearrange the order of the 
documents by using the “Move Up” 1. The “Combine 
and “Move Down” button shown Files” window will here. 

then show all the files 
you selected.  You can 
add more if needed. 

3. When all have been 
added, click on the 
“Combine Files” 
button in the lower 
right of the window. 
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Acrobat will then begin combining the files 

Note: The procedure for Non-
medical submissions is the 
same.  The final combined 
PDF file should be identified 
as the Non-med. submission. 
For example “Ins. Conf. Non-
Med. – Smith 115906.” 

Once all the files have been combined, you 
will be prompted to save the new combined 
PDF. This is where the new combined file 
must be named properly.  For example “EE 
Impartial Med Pack. - Smith -115906” 
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 Viewing PDF w/ Bookmarks Your new combined PDF will open. 
You can then save it to your computer 
and then submit it via our “direct 
upload” module which is explained 
later in this tutorial. 

This icon 
allows you 
to view the 
bookmarks. 
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The bookmarks were automatically embedded when the PDFs were combined. This is 
how all parties, including the Impartial Physician, will view the conference med. packets. 

Embedded 
bookmarks 

Clicking on each bookmark will jump you to that document! 
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Text Recognition – Making the Document Text 
Searchable (REQUIRED). 

After creating your PDF Conf. Med. and 
Non-med. packets from your scanned 
documents, you can initiate the Optical 
Character Recognition (OCR) function to 
make the documents text searchable. 

First, select the “Tools” menu, then click 
this icon. 

Note: Some documents in your packet may already be 
text searchable. If that is the case, Acrobat will prompt 
you that the page is already in a text format and clicking 
OK will allow it to continue to the next page. 
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  Text Recognition – Making the Document Text 
Searchable (REQUIRED). 

A box will pop-up asking which pages you wish to Text Recognize – select in this file and click 
OK. 

Adobe Acrobat will then begin the OCR process. Depending on the number of pages, this could 
take a few minutes. 
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Document Pagination (Bates Numbering) is 
REQUIRED. 

How do I paginate Conference Submissions? 

In Adobe Acrobat Pro DC, the pagination function is included with the Text Recognition 
tool. Just click on “Bates Numbering” and follow the instructions. 

You would want the number in the left Header Text box then click OK. 
You can also GOOLE pagination. 



 
      

    
     

 

WHAT IS DIRECT UPLOAD? 
It is the process of submitting court documents from your computer directly to the 
Department of Industrial Accidents (DIA) through our online Case Management System 
(CMS). The environment offers a seamless and pragmatic path for interfacing with the 
board. 



 
     

   

   

WHY DIRECT UPLOAD? 
• Improves flow of information to and from the DIA; 
• Increased data security; 
• Creates an efficient system that affords knowledge, confirmation and tracking of 

submission to the DIA; 
• Provides accountability to all parties where documents are to be submitted; 
• Streamlines the document submission process; 
• Reduces processing times. 
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DEPARTMENT OF INDUSTIRAL ACCIDENTS 
HOW TO OF UPLOADING CONFERENCE MEDICAL SUBMISSION 

The DIA CMS Page can be accessed using this URL: 
https://cms.dia.eol.mass.gov 

The log-in page looks like this -

Once you have entered your username and password you will get to the DIA Application 
Tree. If you do not have a username or have forgotten the password, please call 857-321-
7542 for assistance. 

https://cms.dia.eol.mass.gov/
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You are now at the Application tree. At this point select the Attorney’s Calendar. 
This selection will bring you to your calendar which show all cases with meeting[s] 
scheduled before the Department. 
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  Select and open case for the details of the 
case. 
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Select the Case Inquiry tab to gain access to 
all cases associated with your bar number. This 
option will bring you to  Case Inquiry page. 



Case Inquiry 

You may search using any combination of information AND may USE wildcards. The percent sign % is the wildcard symbol. FOR example, you could enter smi% in the Employee Last Name field IN ORDER TO find everyone WITH a last name OF Smith. 

To search using EMPLOYEE SSN you may enter a complete SSN or wildcard with the last four digits only (for example %1234). 

Note: Searches are NOT case sensitive. 
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At this page you can use any of the options listed on the left to 
perform a search of CMS data base for an individual case. If you 
are not in possession of any of the listed information you can 
select search tab function will pull all cases associated with your 
name/bar number. You can then select the case you need for the 
upload of the Conference Medical Submission. 
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You have found your case and can now begin the process 
of uploading the Conference Medical Submission. Select the 
file upload tab. This will bring you to the Document Name 
page. 



Massachusetts Department of Industrial Accidents February 28, 2017 12:57:23 
User. I 1ersion: 1.0 Reset Your Password 

Document Name -
Narrow by Document Name ::=========;------' Document Name I -select a dorument- vi 

Document Parameters 

Employee · .,Iona Mauola 

DIA Board Number • ..845894 

Case ID • 146679 

Select a document type to proceed 

  
    

       
     

You would want to narrow your search to focus on all things related to the 
Conference Impartial Medical Submission. We recommend entering (CONF) in 
the Narrow by Document Name field (the field is not case sensitive). 
Place your cursor and click on the inverted caret for a list of the conference 
document names. 



l.lassacllusettsllepartmelll ol lndustnalAccideols Febnlar, 28, 201712:57:23 
User. Version: 1.0 ResetYOC1r Password 

Document Name 

For a list of document names click the upside down caret to 
the right of the field. This selection wi ll bring up all 
document names associated with Conference Medical 
Submission. 

I\ 

Document Parameters 

Employee· 

DIA Bond Number • 5894 

C.ase ID' 

Stlectadocume111 type 10 proceed 



U..ssacbu..,ns o..oar11nen1ol lnduslNI AtcidenlS fellfviry 22,201112:27:1, 
U enry Vmion: 1.0 RuelYour PnsWOfd 

Document Name Document Parameters 

IQrrowt,yllocumentName j~~-----------~ Employee · 

Document Name -----------•Stieda dOC>Jmeal- DIA Board Number • 
DIA 116 Rtq_LS Cool 
DIA 131 Rtq_SpHdyCOl1L Case ID· 
DIA 132AllldaYIISptl!dyCool 
DIA 1'0Cool llemo 

Selecl adOCUmefll IYPe 10 proceedDIA (6A R~Sec 46>.CM 
DR-12SUollon lo, ~edConf 
DR-cont Non~JedicalPa~l 
DR-cont Pacbt Index 
DR-contennce UecllCaJ Rtl!Ol1S 

NOTE: The selected document name has a direct correlation to the Document Parameters 
fields that would be made avai lab le. For example the DR- Conference Medical Reports option 
would have more fields to be filled out verses the DR- Conf Non-Medical Packet option which 
will have fewer fields to be f il led. The Employee, DIA Board Numberand Case ID are 
default document parameters that would be pre populated. 



I 

uassachusett5 Department ot 1nous1rial Acti0enIs Fel>nlar,22,2017 13:21 :•6 
, Vmlon- UI RA!set Your Password 

Document Name mm 
HarrowbyllocumentName :=============::::;--- I 

Document Name jOR-conretence Lledlcal Reports v j 

Document Parameters ffMlti 
v~1o... 

Employee • t aUll.llillOILl 

DIA Board Number· !1987207 

Cue ID#• 13658630 

Date of Document • l t:!1 
EIIIPIO)!! I 
Ellll)IO) K I IMed. Provider Name · lnsuret 
ThirdParty Imore ttunone fadt,ty) 

Olller 
Submitted By• DtA rhh • must lie attorney of record) 

\'ICTF 
Party • Party opt ions 
Med Packet ,Ype • v j 

• dellOles required ll@ld 

Select File for upload 

filttName 

Additional Emai forConfirmalon l~---------~il 

Browse to Selec4 afie for~Oace selected use Ille 'IIJlloadrile' bunoo to submit the fie. 
Oilly POf lie$ me 101.1ega11ytes oriessare Kcepted. 
Upon a SUCC1Sslul upload, acoofirmaoon emailis sentto an paniHol Ille case. 
n aa eddltiOtlal em.ii Is entered nwin be 1n<:luOed as well 
PleaM OoHotupload Ille same•mort tllan once. 



Llas5adluseM Depanmentol llldustrial Accidents Fellroart 22, 2017 12-.27:U 
t!Slon. 1.0 Reset Your PUSWOfd 

Document Name mm 
Harrow by Oocllment Name 

::=========::::;--'
Document Name I~-conle<ence l.tedical Ref)Ol1S v ; 

You can proceed to enter the information in each field wit h a 

Red * (required field). Once you have filled in all the fields you 

can move to selecting the file for upload. 

Select File for upload: Browse to locate t he file you wish to 

upload to the Case Management System (CMS). Once you 

have found t he file click browse again to attach your file. 

Enter the email address w here you want the confirmat ion 

notice to be sent . 

NOTE: The upload of duplicate submissions and 

submissions that do not follow the DIA instructions will 
serve to delay the processing of the 11A examination. The 
instructions for correctly compiling medical submissions are 

available on the DIA web site. 

http://www.mass.gov/lwd/workers-compensation/attorneys­
informat ion-for-workers-comp/dms/imp-med-instruct ions.pdf 

Document Parameters 1@#1!1 

Value 

Employee • 

DIA B~rd Number· l19s1201 1 

Cue ID # ' §!__&30 =1 
...._______. t:l~t•of Docum•nt • 
lmmlddlyml 

Med. Provider Name• L,_______________, 

(u1e"Vatiot.11' Hmore tllln OM~I 

!Llkhael HIIV)'Submitted By• 
(Le, Af.tl.Jolvl Stn,tll - must be tnomey or record] 

Party · C:3 
Med Packet Type · vi 

Medical Packet Type 
Initial - Relat ing to your fi rst packet 
Revised - Your packet w it h changes 
Addit ional - Augmentation of your init ial packet 

• denoces required tield 

Select File for upload 

He llame Browse_. 

MditlonalEmailIOI Coll:lnmon 
L.------------

Browse to Select ■ file for ul)lold.Once selected use tile iJpload Fie' bullon to sullmll Ille lie. 
Only PDr IJttssize 10 Uegabytes or less are acceiiced. 
UJ)OII asuoatssful ul)IOad, a conffrmllllonernai is senttoalpartllls of Ille case. 
uan adddJOGal emal is entered IIwil be inaldedas wel. 
Please DoHotul)IOad Illesame fill! more than once. 

https://u1e"Vatiot.11
http://www.mass.gov/lwd/workers-compensation/attorneys


uassachusens Departrne111Ol llldusllial Aceille11 1S !Jarell 01, 2017 13l09'.39 
Version.I.Al ResetYoorPassword 

Document Name mm 
Harrow byOocument tlame ;=========::;-----'""•"-•'•••- • I ""-Conference Uedlcal Reports v i 

Review t he parameters, file name and email address. If 
all information appears correct you now move to t he 

red tab ( Upload File) placing cursor on t he tab click to 

upload your submission. 

NOTE: For mult iple board number cases claimant's 

attorney need only upload to a single board number. 

Document Parameters 

Value 

Employet · 

DIA B0,1rd Number • 1~1010 

Case ID• · 13767674 

103/10/2017 ,~ 
Date of Document· 

(lnm'ddl)ml 

Med. Provider Name • ._jva_n_ou_s____________, 
{use "Vlliou•' ijmore than one fxililyl 

Submitted By • 
{i.e. Atty. John Smith- must be attorney of reconl) 

Pa.rty • l1nsum v i 

Med Pa.eke! Type ' llnibal v i 

• denotes required fielcl 

Select File for upload 

FileName t\JUOICW.\GENERALV-IEDPKT~JtNO fW'ORIB). UPLC Blowse 

Ad®oclal Email lor Confirmalionldebofalllllerre@massmail sta:e mius I 
Browse to Select afile for upload. Ollce selected use Ille 11pload file"bUIIDII to sutlrnit Ille file. 
Ollty POf fies size 1 O Uegabytesor less areaccepted. 
Upon asuccessful upload, aconllrmalloa emai is seat to alpariles ofIllecase. 
~ an additional email isentered ~ wtbeindudedasweh. 
Please DoHotupload Ille same file more than ooce. 

https://13l09'.39


r.iassechusetts ~rtmentot lnOUstrialAccl(lents r.aarcb 01, 201713:09:39 
user. - ·-····· - --·-··• .arstoo. 1.0 Reset Your Password 

euploaded successfully and aconfirmation e 

Document Name Ill 
Narrow by Oocurne11t Name 

!===========:-' 
Document NilffleIOR-Conference Medical Reports v i 

This wil l indicate that you have 
successfully completed upload 

Document Parameters @Ml,5 

Value 

Employee • IHervyThomas 

DIA Board Number· 1507010 

Cue ID# . ::·=========~ 13767674 

Dilte of Document · ~----~ e1 
[mrnlddlmYI 

Med. Provider Na.me • '--------------~ 
(use 'Various' itmore 1IWlone~ 

IM1chae1 HenrySubmitted By• 
fu,, Ally. Jol>n Smith • must be 1nomey ofrecord) 

Pilrty • 

Med Pilckel Type ' • I 

• denotes requ~ed field 

Select File for upload 

He tlame l!rowse 

Addlbonal Email lor Coo6rma1ion loemn p,erre@mass~ Slale ma us 

Browse to Select ar11e tor upload Once selected use llle 1Jl)IOad FIie' wnon to sul>mit Ille file. 
Only Pllf files size 1 D Megabytes or less are accepied. 
Upona successful upload, a connrmaiion emai is sent to d parties ot die case. 
II an addlliOOalemad is eatered ~ wil be ileilded as wel. 
Please Do Hot upload llle same file more than ooce. 



achusens Department of lndustn June 08, 2017 09:23:31 
assword 

For uploading a file 
o The file uploaded cannot exceed 10 1.18 

Document Name am 
Narrow by Document tJame :=============::::::;-~ 

Document Name I DR-Conference l,ledical Reports vi 

Document Parameters 

Employee · 

DIA Board Number· 

Case ID # ' 

Date of Document • 

Med. Provider Name • 

Value 

I Rhett 1,1 Butler 

I 1320909 

13738924 

~ 
[mml ddlyyyy] 

(use 'Various' if more than one facility) 

!John t Cleese 

@MIMI 

Submitted By. 

Party • 

(i.e., Atty. John Smith - must be attorney of record) 

Med. Packet Type • 

report error: 
ORA-01403: no data found 
ORA-06510: PUSOL: unhandled user-defined exception 

• denotes required field 

   
     

You will get the message in red if the file you 
are attempting to upload is too large. 



Massachusetts Department of Industrial Accidents June 08, 2017 09:26:30 
User: BAR438920 - John Cleese Version: 1.0 Reset Your Password 

1 error has occurred 
• Re meters (denoted by an 

Date of Document cannot be null 
o filed. Provider Name cannot be null 
o Party cannot be null 
o filed. Packet Type cannot be null 

For uploading a file 
A file must be selected, use the Browse button 

Document Name 1¥44 
Narrow by Document Name ;:==============;-~ 

Document Name I DR-Conference l.1edical Reports vi 

Document Parameters Mffil½i 

Employee • 

DIA Board Number • 

Case ID # • 

Date of Document• 

Med. Provider Name • 

Submitted By. 

Party • 

Med. Packet Type • 

Va lue 

IRhett M Buller 

I 1320909 

13738924 

[mmldd/yyyy] 

(use 'Various' if more t han one facility) 

!John t Cleese 
(i.e., Atty. John Smith - must be attorney of record) 

vi 
vi 

  
     

    
  
 

If you have missed Document Parameters you 
will be bounced out of the upload and the 
fields missed will appear as above. You will 
need to make the corrections and initiate the 
upload. 
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