CompFile Release 3 –
Electronic Settlement Updates!
1. Pro se settlements will be submitted electronically in CompFile.
2. CompFile will prepopulate fields in the settlement contract based on case information and the
previously filed application (only for applications filed in CompFile).
3. Automatic assignment of a settlement contract to a Commissioner for a case no longer in
arbitration.
4. Greater flexibility in updating the petitioner’s “Signature on File.”
5. Want to delete a contract that is no longer in “Draft” status? You do not need to send in a
request to CompFile Support.
6. The drafter no longer adds the other attorney(s) to the settlement contract. All attorneys that
appear as an attorney of record on the case automatically show up on the contract. (This does not
apply to settlement contracts when there is no case number.)
7. Attachments will be easily accessible on approved settlement contracts.
8. You will no longer see the “Expired,” “Sent,” or
“Redeemed” status next to the e-signer names on the
Signature Table.
9. Was the case originally filed on paper? Do not forget to
claim the case in CompFile before you begin drafting the
settlement contract!

See the information below on
how settlements will change in
Release 3 of CompFile!
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What’s New in CompFile Settlement Contracts?
The initial electronic filings made in CompFile have been limited to settlement contracts. Starting
on April 21, 2021, all case filings must be made electronically in CompFile. Improvements were
also made to the electronic settlements process:
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Pro se settlement contracts will now be submitted in CompFile.
 You can submit the contract for approval prior to receiving a case number.
 Immediately upon submission, a case number and Arbitrator will be assigned to the case.
 You are still required to contact the Arbitrator outside of CompFile to schedule a virtual
hearing.

2

Pre-population with known case information
 You no longer need to input the name of the Arbitrator when drafting a settlement
contract.
 When you input the case number, known information about the case assignment
populates on the contract.
 You can also choose to pre-populate case information, which may assist you with drafting
the contract.
o NOTE: Do not use the prepopulate function if the case was created prior to CompFile
because the case information may not be updated.
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Automatic assignment to a Commissioner
 When a settlement occurs in a case that is no longer in arbitration, the settlement
contract must be reviewed by a Commissioner.
 If the case is not yet assigned to a Commissioner, select “Yes” to the “Do you need a
Commissioner assigned to the case that is being settled?” question when initiating the
contract in CompFile.
 If the case is already on review and assigned to a Commissioner, select “No” to the
question, and the contract will be routed to that Commissioner for review.
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Updating the petitioner’s signature date
 When the petitioner’s signature date needs to be updated, the petitioner attorney (or the
respondent attorney if it is a pro se settlement) can click the down arrow next to the
petitioner’s name in the Signature Table and select the “Update” option to update the
date. (In “Draft” status, if the petitioner’s signature and signature date was added via the
“Signature on File” option, the petitioner must be removed before edits can be made to
the settlement contract.)
 Once a settlement contract is submitted to the IWCC for approval, the information in the
contract cannot be changed.
o NOTE: The Arbitrator or Commissioner reviewing the contract may choose to
return the contract for changes, in which case changes can be made and the
signatures updated.
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Deleting a settlement contract prior to submission to the IWCC
 The drafter can delete a contract in “Draft” or “Returned by Attorney” status.
 If the contract is in the “Routed for Signatures” status, the drafter can click the “Changes
Needed” button to get the contract into “Returned by Attorney” status so that it can be
deleted.
 This allows a drafter to start over with a draft contract.
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Adding attorneys to the settlement contract
 Attorneys must enter an appearance in a case to e-sign a settlement contract. The
attorneys of record on the case automatically get added to the settlement contract.
 If the settlement contract is on a case with no case number, the drafter can add the other
attorney(s) to the settlement contract on the “Add Attorney” screen.
 NOTE: The Law Firm Administrator can manage which attorney within a law firm should
be assigned to a case (using the “manage assigned attorney” function). This allows that
attorney to apply his or her e-signature to a settlement contract as opposed to another
attorney in the law firm who was not involved in the settlement.
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Quickly viewing attachments after settlement contract approval
 After a contract is approved, you can quickly access the approved contract and all
attachments.
 The case appears in the “Inactive” status after approval in your list of cases. Locate the
case and click on the case number to view all details of the case, including the approved
contract and attachments.
 NOTE: You can also view the attachments from the list of settlements by selecting the
“View Documents” option.
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The “Invitation Status” column no longer appears on the Signature Table
 The “Sent,” “Redeemed,” or “Expired” status next to the e-signer’s name on the Signature
Table refers to the link in the email notification that allows e-signers to register in
CompFile. These statuses are no longer relevant once the e-signer completes registration
and cause confusion on subsequent settlement contracts. Therefore, the “Invitation
Status” column no longer appears on the Signature Table.
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For cases originally filed on paper, the case must be claimed and activated in CompFile prior to
drafting the settlement contract.
 CompFile allows you to submit new filings on cases that were originally filed on paper
(“legacy cases”). A legacy case was commenced and assigned an Arbitrator prior to
CompFile.
 Step 1: You must “claim” the case in CompFile prior to submitting the contract. During
the case claiming process, you can review the case details and note any incorrect
information (e.g., wrongly assigned Arbitrator or Commissioner, an incomplete listing of
connected or consolidated cases, or a missing petitioner or respondent party).
 Step 2: You must ensure that the appropriate attorneys are added when you claim the
case.
 Step 3: Once claimed, certain case information will be locked on the settlement contract.
o The assigned Arbitrator or Commissioner cannot be changed.
 If an incorrect Arbitrator or Commissioner appears on the case, contact
CompFile Support at wcc.compfile@illinois.gov for assistance with
updating the case jurisdiction to the correct Arbitrator or Commissioner.
o The attorneys listed as appearing in the case on the settlement contract cannot
be changed.
 If one attorney in a law firm should be replaced with another attorney in
the same firm, then the Law Firm Administrator can make this change
using the “Manage Assigned Attorney” function to ensure the appropriate
attorney appears on the settlement contract.
 If a new law firm needs to be added to the settlement contract, then an
attorney from the law firm needs to file an appearance in the case.

Note
Please take a moment to review the new videos on electronic settlements by visiting the
CompFile Implementation webpage. These resources will allow you to continue filing settlement
contracts through CompFile with updated knowledge and renewed confidence.
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