F207-028-000 Provider’s Initial Report

e The current version date is 01-2014.

e The 10-2012 paper version expired on 12-31-2014 and should be discarded.

e Check the internet for updates to this form.
http://www.Ini.wa.gov/FormPub/Detail.asp?DoclD=2467

There are 2 different files for this form.

Notice the extension at the end of the file name, e.g. F207-028-000.doc and F207-028-000.docx
The file name that ends in .doc is for Office 2003.

The file name that ends in .docx is for Office 2007 and/or Office 2010.

This form is a “protected” MS Word form.

The advantages are:
e You can TAB from field to field and enter data OR you can click in the field you want to type in.

e You can CLICK on a checkbox to select it and have an X appear. Where an option to answer
“yes” or “no” is offered, make sure to check either “yes” or “no” and not both as the form allows.

o For phone and Social Security Number fields, there will be help text in the lower left hand corner
of the MS Word ribbon that will describe the format. If the user does not type in the data in the
correct format, an error message will appear. The date fields are in a generic format, to accept
other data besides dates.

e The fields also have character limits, so that a user can not type more data than would fit in the
form field.

e You can use electronic signatures. Typing your name isn’t considered an electronic signature. A
simple method to produce an electronic signature is to scan the signature, save it, and paste it into
the form. Other methods to achieve an electronic signature are also acceptable.

The disadvantages are:
o Spell check does not work in the fillable fields.

e This form was designed to look like the paper form. The tabbing order in Word is from left to
right, top to bottom.

o Because this form was designed to look like the paper form, the tabbing order is not always what
would be preferred. To get around this problem, you can CLICK into the field that you want to

type in.

IMPORTANT:
The Department of Labor & Industries Self-Insurance Program requires you to use this form, with no
substantive changes. If you are creating the same form in MS Word, software such as Adobe, or a web
based environment:

e Make sure the words are in the same location as the official L&I form.

e Remove the L&I form number F207-028-000 on your version of the form.

e Don’t use the State of Washington or your company logo.
If you choose to unprotect the form, L&I is not responsible for any changes made to the form, unprotected
form fields, or any violations of license agreements with software vendors.

F207-028-000 Provider’s Initial Report Instructions 01-2014



