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INSTRUCTIONS FOR EDI WEB SYSTEM 
We recommend executing this website on internet explorer version 10 or higher. To access to the EDI 

system enter: https://w3.wca.state.nm.us/edi 

Login screen 
The main screen for the EDI system follows: 

 

 

 

The first time the user enters the UserName, the system accepts the temporary password. Then, the 

system asks for a password chosen by the user. The user creates a password that should follow some 

simple rules indicated by the EDI system.  The login screen also contains the options Forgot Password 

and Contact Us. Forgot password allows requesting a new temporary password. Contact us allows to 

send questions related to the EDI system. Finally, this screen allows downloading the EDI process guide 

and the EDI system user manual. 

 

 

https://w3.wca.state.nm.us/edi
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Main Menu 
Once the user has logged into the system, the following screen appears: 

 

This screen shows the main menu: FROI (First Report of Injury or Illness), SROI (Subsequent Report of 

Injury or Illness), Acknowledgments, Contact Us and FAQ (Frequent Asked Questions). 

This screen also shows the records that have been saved to submit the FROIs and SROIs. For this 

instance, the user has no records pending to submit. 
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First Report of Injury (FROI)  
The option FROI (First Report of Injury or Illness) allows the user entering the data for this report. The 

sub-option Home returns to the main menu screen. As follows the screen to enter the FROI information 

is presented. 

 

 

 

 

: 

: 

: 
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Depending on the type of user, the system will populate either the information for the carrier, the 

employer or none.   

For convenience, we will refer to the FROI or SROI information as a record. The record can be inserted 

only if all the mandatory fields are entered, as well as the data type for the fields are observed. The 

mandatory fields are indicated with the “*” at the right of the field name. The tool tips offer help 
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indicating the allowed and mandatory information. The tool tips appear close to the text boxes. For 

instance, the tool tip for the SSN text box indicates that it only accepts digits and the length is 9. 

   

 

Once all the verification is cleared, the system saves the record and it will appear at the bottom of the 

page.  The inserted FROI information will appear after “Pending records to submit…” As follows an 

example of two records inserted. 

 

 

The user can keep inserting records on this screen. If the user wants to update any of the editable fields 

in a record, the user can “Select” the record. The record selected will be displayed in the first part of the 

screen, i.e. FROI form. Then, the user can change the information and click the “Update” button. The 

system will update and save the record.  The user can also delete the record if necessary. 

Another option is Print, which allows the user to print the record FROI. If the user needs to print the 

information from FROI, the user will validate to print the last entered or updated information. For 

instance, the following image shows the FROI generated to print. 
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Once the user has entered all the records to submit, the user can click “Create File FROI”, which will 

submit all the records inserted by the user to process EDI.  The system will display a confirmation that 

the records were submitted. The confirmation includes user identifier, date and time. 
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Subsequent Report of Injury or Illness (SROI) 
The option SROI allows the user entering the data for this report. The sub-option Home returns to the 

main menu screen. It also has two other vertical sub-options, Payments and Paid to date. As follows the 

screen to enter the SROI information is presented. 

 

 

In the same way as the option FROI, the record for SROI can be inserted only if all the mandatory fields 

are entered, as well as the data type for the fields are observed. The mandatory fields are indicated with 

the “*” at the right of the field name.  The tool tips offer help indicating the mandatory and allowed 

information. The tool tips appear close to the text boxes. Once all the verification is cleared, the system 

saves the record and it will appear at the bottom of the page.  



9 
 

The user can insert the SROI information, which will appear after “Pending records to submit…”  If the 

user wants to update any of the editable fields in a record, the user can “Select” the record. The record 

selected will be displayed in the first part of the screen, i.e. SROI form. Then, the user can change the 

information and click the “Update” button. The system will update and save the record.  The user can 

also delete the record if necessary. 

Once the user has inserted the SROI record, the user can click “Continue” to go to the “Payments” 

screen. If there is no record, the user is not able to continue with the Payments screen; instead an error 

message in color red is displayed – Please enter a record to continue with the EDI system –. 

 

: 

: 

: 

 

 

The creation of at least one record is necessary to link this record with the following screens. For 

instance the SROI record may have “Payments or Adjustments” and “Paid to date/reduced earnings or 
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recoveries.”  Once the user inserts a SROI record and the user clicks on “Continue”, the Payments screen 

appears. This screen receives the information related to the SROI record, like Claim Number. 

 

 

 

 

The user can keep inserting records in this screen, as long as the number of records is less or equal to 

10. The user can click on “Continue” to go to the next screen “Paid to date.”   

This screen “Paid to date” receives the information related to the SROI record, like Claim Number. 
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The user can keep inserting records in this screen, as long as the number of records is less or equal to 

25.  

In the same way as the form SROI, the records for “Payments” and “Paid to date” can be inserted only if 

all the mandatory fields are entered, as well as the data type for the fields are observed. The mandatory 

fields are indicated with the “*” at the right of the field name.  The tool tips offer help indicating the 

mandatory and allowed information. The tool tips appear close to the text boxes. Once all the 

verification is cleared, the system saves the record and it will appear at the bottom of the page.  

The “Payments” and “Paid to date” information inserted will appear after “Pending records to submit…”  

If the user wants to update any of the editable fields in a record, the user can “Select” the record. The 

record selected will be displayed in the first part of the screen, i.e. “Payments” or “Paid to date” forms. 

Then, the user can change the information and click the “Update” button. The system will update and 

save the record.  The user can also delete the record if necessary. 
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After the user clicks on “Continue” on the “Paid to date” screen, the user can see the following screen: 

 

The option print allows the user to print the record with the entered information. For instance if the 

user clicks Print on the record with ID 1053, the following screen can be sent to print. 
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The user can “Add New SROI” to insert another SROI record. Once the user has entered all the records 

to submit, the user can click on “Create File SROI”, which will submit all the records inserted by the user 

to process EDI. The system will display a confirmation that the records were submitted. The 

confirmation includes user identifier, date and time. 
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Acknowledgments 
This screen shows the acknowledgment files for the user logged in. The user can view each of the 

records sent on a specific date and time, or download the acknowledgment file. 
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The acknowledgment information allows viewing the records submitted. For instance the following 

records show when the user selects view on the row with header id 121. 

 

 

From the records in the previous screen, the user can select any of the records rejected during the EDI 

processing. 

Once the user selects the record with errors, the EDI system displays the error description(s) and the 

option to resubmit this record with error(s).  

 

The resubmission option works only if the record was entered on this EDI system and the user created 

this record. For instance in this case, see the following screen. 

 

Once the user clicks on Go to FROI,  this record will show at the end of the option FROI of the system. 
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If the record was entered using the EDI system, the record will be recovered from previously submitted 

records. This recovered record will show under “Pending record to submit…” in the corresponding FROI 

or SROI options. At this point, the user can “Select” the record and make the necessary changes to 

correct and resubmit the record.  For further information see FROI and SROI. 

If the user selects the option “Resubmission” and the record was not entered in the EDI system, the 

following message shows. 

 

The acknowledgment option also allows downloading the acknowledgment file to the user’s computer. 

The user can select “Save as” and rename the acknowledgment file properly. For instance, using the 

date and time the file was submitted. 
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The acknowledgment option also offers the option to search by Claim Number, showing the records of 

this claim number, as long as the records belong to the fein registered to the user. 
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Contact us 
This screen allows the user to send any question by email regarding the EDI system. The name and email 

are populated. For the user’s convenience, the user can also contact us by phone. 
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Frequent Asked Questions (FAQ) 
This option contains the most relevant questions to help users. 

 

 


