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Before You Start...

Welcome to the Manage Data web application! The Manage Data application is available
through the online portal that allows data reporters to submit, track, and edit their workers’
compensation data in real time. The tool provides carriers with a single platform to access and
submit both policy and unit statistical data with real time validations. From the policy side, view
stored policy data, modify existing policies, and create new policies. From the unit side, view,
create, correct, and replace USR data. Manage Data also has features to provide insight into
error and rejection reasons.

Learn how to use this powerful online tool. Manage Data was designed to be user-friendly and
easy-to-use, but if problems arise, refer to this guide for help.

Now let’s get started!

Cookies

Manage Data uses session cookies to remember important information as a user moves from
page to page within the application. These session cookies reside in the browser’'s memory only
as long as the browser session is active. In other words, when the user closes the web browser
after using Manage Data, the session cookie is destroyed, thus protecting any data they
entered while using Manage Data.

Note: Many web applications use standard cookies - a standard cookie is written to the user’s
hard drive and is used to remember them next time they visit the application’s website.
Manage Data uses session cookies, not standard cookies, so no data is written to their hard
drive (unless they request to download a file).

Opening New Windows

Some pages open, or spawn, a new browser window when accessed. For example, when
printing a report, a new window is spawned. Remember to close the new window to exit and
return to the previous window in Manage Data.

Configuring Pop-up Blocker

If a pop-up blocker is installed, allow pop-ups from the WCRB website. To allow pop-ups from
the WCRB website using Google Chrome, follow these procedures:

Step 1:

Open Google Chrome. Click on the More icon * inthe top right corner.

Select Settings from the Tools list. Based on the browser version, the view - ’
may look different. S .| n
Step 2:

In the Settings window, select the Privacy and Security tab.



Step 3:
On the Privacy and Security tab, click the Site Settings button.

i @ Settings Q, Search settings

You and Google i Your browser is managed by your organization

Safety check

B Autofill
e Privacy and security 0 Chrome can help keep you safe from data breaches, bad extensions, and more m
(& Performance
@  Appearance Privacy and security
Search engine
Q 9 = Clear browsing data N
u Clear histary, cookies, cache, and more
BN Default browser
() Onstartup ® Cookies and other site data N
Third-party cookies are blocked in Incognito mode
@ Languages e Security R
Safe Browsing (protection from dangerous sites) and other security settings
¥ Downloads
. A ibili _, Site settings R
Ll ccessibility “"  Controls what information sites can use and show (location, camera, pop-ups, and more)
9, System "
Frivacy Sandbox
i Trial features are off L
£ Reset settings -

Step 4:

Scroll down to find the Pop-Ups and Redirects button.

Content

Cookies and site data

& »

Third-party cookies are blocked in Incognito mode

JavaScript
<> ; b
Sites can use Javascript

Images
m >

Sites can show images

o Pop-ups and redirects 3

Don't allow sites to send pop-ups or use redirects

Additional content settings ~

Step 5:

Under Customized behaviors click the Add button. In the Add a Site pop-up, Type
http://www.wcrb.org in the Site field to allow and click Add.

Step 6:

£ Settings - Pop-ups and redirects

Close this window using the X in the right side of the tab.


http://www.wcrb.org/

System Timeout

Manage Data times out after it has been inactive for more than thirty minutes. A message may
display indicating that the user must log into the system again.

PDF Documents

Manage Data supplies some forms and reports in pdf (Portable Document Format) form. To read
pdf documents, a pdf reader, like Adobe Acrobat Reader™, must be installed.

LA
\*/ ‘ RB Home About Us l“i““qvis Upcoming Meetings - Helpful Info ~ Annual Report Q, Search -

Download Acrobat Reader free of charge at http://www.adobe.com.

Group Administrators

It is the Group Administrators (GA) responsibility to grant users access to Manage Data within the
WCRB member page. To find your GA, go to View My Member Information and look under Group
Information.

Member's Area

B Naaic WCRB Member Information

Your Information

Name: |

Group Information

Group: Example Name

Account Administrator: AdminExample@Email.Address.
Phone:  867-5309

B view My Member Information »
View My Products »

Accessing Manage Data

Access Manage Data from the WCRB Membership Products area of WCRB Web site. This
section describes how to get to the Login page, enter credentials, and access Manage Data.

Logging into the WCRB Member Products

The Member Products portal will provide access to the secured applications and data on the
WCRB website. Log on to the Member Products area to access Manage Data. To login to the
Member Products area, use the following procedure.

Step 1:

On the WCRB website (http://www.wcrb.org), click the Login button in the upper right corner.
This leads to the Member Products login page.


http://www.adobe.com/

Step 2:

Enter Login ID and password and select the “I'm
not a robot” box to complete the reCAPTCHA.
Click the Login button below the reCAPTCHA.
This goes to the WCRB Member Products page.

Note: If an incorrect username or password is
entered, the system will return an error message.
The system will lock if incorrect information is
entered more than 5 times. It is recommended to
reset password with “Forgot My Password” link
below the login fields before entering incorrect
information a fifth time.

Step 3:

Member's Area

User ID

Password

Find and click Manage Data in the Products List. The
application will launch in a separate browser window.

Note: The Secured Members Area is the common place from

which all secured applications are accessed on the WCRB
website. The user will only see applications they have been

authorized to access. Contact your Group Administrator if you

require access to Manage Data and do not see it in your

Products List.

Navigating Manage Data

The application page displays the default
dashboard for a user type — either Data Submitter
or Underwriter. The widgets may look different
between the two dashboards.

To the right is an example of the Data Submitter
Dashboard.

There are multiple ways to navigate Manage
Data. From the main screen is a row of tabs at
the top called the Navigation Menu. These tabs
have drop downs that will navigate to different
sections of the application.

I'm not a robot

Belcad reCAPTCHA

Products

Annual Rate Filings
Carrier Assessment

Carrier Elections

Class Code Historical Performance
Depopulation Report
Experience Modification Calculation

Experience Modification Lookup
Experience Rating Worksheet
Inspection History Lookup
Invoice Information

Manage Data




When first logging into Manage Data, the landing page is called the Dashboard. This is a page of
widgets that display high level information for the carrier and provides easy access to different
sections of the application. Located throughout Manage Data are hyperlinks. These hyperlinks easily
navigate to different pages in the application to complete common processes.

Navigation Menu

The top right row in Manage Data is called the navigation menu. The navigation menu allows
easy access to the different sections of the application: Dashboard, Policy, Unit, and
Correspondence. Regardless of location in the application, the navigation menu will appear at
the top of the screen.

MANAGE DATA Dashboard = Pelicy ~ Unit ~ Correspondence ~ Back to Portal @R @ Log Out

FOR THE DATA SUBMITTER

o Dashboard Tab Navigate to either the Data Submitter or Underwriter Dashboards.

o Policy Tab Create a new policy transaction, complete a real time search for policy
information and complete a submission search for policy errors and rejections.

e Unit Tab Add and correct unit statistical data. Search by unit statistical report, claims, unit
statistical tracking and submissions.

e Correspondence Tab Search and view all correspondence for USRs and NTCs.

e Back to Portal Tab Return to the Members Secured Area page of the WCRB web portal.

e The ® icon provides contact information for the Wisconsin Compensation Rating Bureau.

Embedded Links

Located throughout Manage Data are embedded links also known as hyperlinks. These links easily
navigate to different sections of the database. They are identifiable by their alternate text color and
when hovered over, they underline and change the mouse arrow to a hand.

Policy Number: When the policy number is linked, click and go to the View Policy Information
page. See all the data elements of the policy transaction.

IXN (Transaction) Code: When the TXN code is linked, select it and navigate to the View
Transaction page. See the individual policy transaction data.

Rpt. No. (Report Number): When the Report Number is hyperlinked, select it and navigate to
the View Unit Stat Report. See submitted Unit Statistical Report data and make corrections.

Submission ID: When the Submission ID is hyperlinked, select it to navigate to the Policy
Search screen to see all transactions for that submission and see their correlating status.

Edit ID: When the Edit ID is hyperlinked, view a full description of the edit in a new window.



Insured Name: When the Insured Name is hyperlinked, select it and navigate to the Employer
Chronicle page. See employer information, such as the experience modification.

Address: When the Address is hyperlinked, select it to Google Maps to see the physical location of
the employer.

Dashboard Use

The landing page for the Manage Data application is called the Dashboard. If the Group
Administrator grants full-edit rights to the user, they will see the Data Submitter Dashboard. If the
Group Administrator grants view-only rights to the user, they will see the Underwriter Dashboard. If
the user’s role requires access to all dashboards, they will see a drop down on the navigation menu
and they can navigate between them. If the user does not see the drop down, they can contact their
Group Administrator and request their role be adjusted.

[ | MANACE DATA

i
NOTIFICATIO

Policy Effective Date

mmydd /yyyy

The dashboard is an intuitive interface that is user-friendly and customizable to meet carrier
needs. The dashboard allows carriers to see their data at a high level, while also allowing users
to identify and execute multiple tasks.

The dashboard is customizable for viewing the widgets on the dashboard. Select the pencil s at
the lower section of the screen to change where the widgets sit on the dashboard. Click and drag the
most used widgets to the top of the screen, or least used to the bottom. Resize by pulling the arrows
in the lower right corner of boxes that allow it. Not all widgets can be adjusted by size.

Once the customization is complete, select the v to accept the changes or X to reject the
changes. If the changes are accepted the dashboard view will remain the same until changed again.

Below is a breakdown of each widget on the dashboard, and its functionality.

Data Submitter Dashboard

The Data Submitter Dashboard allows users to enter data, search, and view. It contains the

Outstanding Assigned Risk Policies
Ratio of Rejected Policy Transactions

widgets:

. Experience Rating Search
. External Applications

. My List

. Notifications

. NTC Search

. Ratio of Rejected USRs
. Search
. Top 10 Policy Edit Failures



. Top 10 USR Edit Failures

. Tracking by Category

. USR Correspondence Search

. WCPOLS/WCSTAT Queue

. WCPOLS/WCSTAT Upload

. WCPOLS/WCSTAT Test Validation

Underwriter Dashboard

The Underwriter Dashboard functions in the same way the Data Submitter Dashboard does. It
allows carriers to see data at a high level and manage accordingly. The Underwriter Dashboard
has many of the same features — Search, Notifications, USR Correspondence Search, External
Applications, and Experience Rating Search.

Widgets

There are multiple Unit Statistical Report and Policy Transaction analytics on the Manage Data
Dashboard. The Underwriter Dashboard does not have analytics widgets as it is designed to be
a search and view landing page. Most widgets provide real time information on the data to help
manage data submissions. Some widgets may have a time delay, such as the Tracking by
Category widget, which is updated nightly and is labeled with the time increment.

Widgets and their descriptions are listed alphabetically.

Experience Rating Search Widget
This widget allows carriers to search for a specific employer’s experience rating or do a search
for all ratings that the carrier has issued in a specific time frame.

EXPERIENCE RATING SEARCH

Employer Name Zip Code
£ Mame Zip Code

Policy Number Combo ID FEIN

Policy Number FEIN

o ‘- B
| SEarcH ) | RESET |
. S \ /

OR
Issue Date Range

I ~ ‘- B
| SEarcH ) | RESET |
. S \ /

CombolD °  Employer Name LatestMod ° ARAPFactor ° Rating Effective Date Zip Code
No data available in Table

The top half of the widget allows input of multiple search parameters to locate a specific
employer’s experience rating. The bottom half of the widget allows a search for all
experience ratings that carrier has issued within a specified time frame. To do so, enter
criteria in the Issue Date Range.

Employer Name: Input the employer’s name.

10



Zip Code: Input a zip code to narrow down the results.
Policy Number: Input the policy number for the employer.
Combo ID: Input the Combo ID for the employer.

EEIN: Input the FEIN for the employer.

After adding search criteria, select Search and the results will display.

Combe ID Employer Name Latest Mod ARAP Factor Rating Effective Date Zip Code

6737094 [ 097 ] 02/12/2022 27527

In the Latest Mod column of the search results there is a badge. By clicking on the badge, the
system will navigate to the stored experience rating history of the employer.

1 TOTAL INSUREDS
Rating Eff. Issue Rating Mod Has
Date Date Classifications Result Factor Revisions?
L 02/12/2022 02/26/2021 Contributing Class Codes Experience 0.970 No
5645 - CARPENTRY-CONSTRUCTION OF RESIDENTIAL DWELLINGS NOT EXCEEDING THREE Rated
STORIES IN HEIGHT
13 05/237201 02/26/2021 Contributing Class Codes: Experience 0970 No
5645 - CARPENTRY-CONSTRUCTION OF RESIDENTIAL DWELLINGS NOT EXCEEDING THREE Rated

STORIES IN HEIGHT

o Selecting the arrows to the far left drills down into the specific rating information for
ez« each policy period. After selecting one of the arrows to expand a specific rating,

e 1ind @ PDF icon. Clicking this icon will generate a copy of the experience rating
D worksheet for that employer, for that policy period.

There is the option to export the information to an Excel, CSV, or PDF file.

Showing 1 to 2 of 2 entries

BIGEREENELLE  Show Revisions Excel | CSV | PDF

11



The widget displays pre-selected time frames with a badge. Clicking on the badge will navigate
to the experience rating search screen where the results will display.

entries Excel | €5V | PDF Print Ratesheet(s) s .

Combe 1D Employer Name Rating Effective Date | Mol Facter Rating Result Issue Date

452350 02/ 26/2022 1.15 Exgy

= Clicking the arrow on the far left will display a drop
i el %Y down to show additional information about the
p— Emploer Name employer’s experience rating for a specific policy
[[] wes period.
Carer D Clicking the PDF icon will generate a copy of the experience
it rating worksheet for that employer for that policy period.
¥ | *Note: The carrier will only be able to see ratings for an
v oz employer if they are the carrier on record for the policy.
External Applications Widget
The external applications widget leads to common applications 0 weks
outside of Manage Data. @ o e

WI Manuals
K

By selecting an application from the widget, the system will open a
new tab/window and navigate to the application.

My List Widget

The My List widget displays transactions added using the = (+) buttons located throughout
Manage Data. It was designed to create a shortcut for items the user is working on or wants to
monitor. This tool will help to quickly locate the policy or unit transaction without the need to
search for them again.

MY LIST (B0 a vt
NCCIID POLICY HO. EFF.DATE. EXF DATE COMBO ID COV.ID STATUS PRIMARY NAME ADDED DATE . USER
Mo datz available intable
= Individuzl Transactions o
A Emrors o
UMIT STAT
O  Units o
t31  Individuzl Transactions o
@  Unit Stat Tracking o

Navigate between the tabs on the left to view the transactions associated with either policy or unit.

12



Policy:

POLICY

B Policies
Flagged stored policies in Manage Data

= Individual Transactions o
—*  Flagged individual policy transactions

A Errors (2 ]

——  Flagged policies with an error
Unit Stat:
UNIT STAT

@ Units (0 ]

——  Flagged stored units in Manage Data

3 Individual Transactions 0 ]
—  Flagged individual unit transactions

@ Unit Stat Tracking o
——  Flagged unsubmitted units in Manage Data

After selecting a category from the left, a table will display to the right in a sortable grid with
columns. The table has the following information for the transactions: NCCI ID (aka Carrier ID),
Policy #, Effective Date, Expiration Date, Combo ID, Coverage ID, Status, Primary Name,
Added Date, and User.

Adding Items

Add items to My List by selecting the green plus sign © on alisted item in a grid. New policy
transactions and new USR transactions should automatically add to My List.

Removing Items:
The items placed on the My List will stay on their list until removed. To remove the item from the

My List Widget, select the © located at the far right of the table.

Exporting Lists:
Export the entire My List or a specific category by the export buttons at the top of the table.

MY LIST T Exportentire My List
oo [x i g ’ Export specific list of
L =2l [ 120 [}L-F 1 ETATLE DO LIAATMT ABDED o
B 3 D - PELIET R BATE BATH CEBI  ETATUR  BATE e, BATE [ transactions

This generates an Excel spreadsheet with each tab on its own worksheet with column headers.

- pasert -
B [ My =
N Tt & B i -
v w8 | Condmonal Fommatas Call
" fomiatting - Tobles Sty 2 TOrmats

Gy el

r F G H
(1)1 NCCIID = POUCYNG. |~ EFF, DATE - |COMBO I - COV.ID - |DAYS DUE( )TYIFY DATE - ERROR T - ERROR M3, 1 3
2 ‘-’!11 61 1IWRCALASAS  02/14/2020 Mw " 01/16/2020 ATEA011S W have not received the ariginal palicy for this policy

3 'I:ilbl 2IWHEKT 206 o1/l 'b!'ls‘li '2(12!540 30-90days | 01/16/2000 17881685 Multiple mailing addresses regorted on change transa:
Fis TP e, anmminis Mrrasaim Mratenan RARASEIN Al e e 4 e St T T T o g R R S




Outstanding Assigned Risk Policies Widget

This widget only pertains to Pool Carriers. Search for a specific outstanding assigned risk policy.

Inputting information into the fields will generate a grid of results.

P
QUTST. C 55 ED RISK POLICIES

Coverage ID Insured Mame Policy Mumber

Coverage ID nsured Name Policy Number
Payment Confirmation Effective Date Assign Date

Payment Confirmation # m/dd/yyyy - mm/dd/y mmy/dd/yyyy - mmydd/yy
Status

w
- N
[ sEamcH | | mESET
. vy
Coverage Policy Effective Payment . Assign Days
15} Insured Mumber Date Confirmation Date Outstanding
Mo data availzble intzble
evious | Next

Coverage ID: Input the Coverage ID.
Insured Name: Input an employer name.

Policy Number: Input the policy number.
Payment Confirmation: Input the payment confirmation number.

Effective Date: Input a date range.
Assign Date: Input the range for the date the Servicing Carrier is assigned an employer.

Status: Select from the dropdown.

Notifications Widget
The notifications widget is located at the top right corner of the dashboard. The Wisconsin
Compensation Rating Bureau is not using this widget at this time.

14



NTC Search Widget

This widget allows carriers to search for a specific NTC using Policy Number, Issue Date Range, NTC
Type, and an Unresolved Status filter. It navigates to the NTC Search under the Correspondence Tab,
where more fields are available for an advanced search.

NTC SEARCH

Policy Number Issue Date Range

Policy Number mm/dd/yyyy - mmy/'dd/yyyy

NTC Type Unresalved Status

' Y
SEARCH | mESET |
\. A

Policy Number: Input the policy number for the employer.

Issue Date Range: Input the date range.
NTC Type: Select a type — Mandatory or Advisory.

Unresolved Status: Filter by unresolved status.

Ratio of Rejected Policy Transactions to Total Policy Transactions Widget

RATIO OF REJECTED POLICY This analytics widget shows the ratio of the carrier’s rejected policy
TANSASTONS TOTOTALPOLICY transactions to all policy transactions that have been submitted.
Displayed next to that is the same ratio for the industry as a whole.

This widget can be customized to exclude the user’s carrier from the
graph. Click the Exclude User’s Carrier button and hit Apply to see the
changes in the graph.

*Note that the scale of difference may sometimes be very small
as the Y axis adjusts automatically.

| T
Analytics Oplian;3 - o -ADDLY
Analytics Optiori:'.sjm' Industey | CAppLY Analytics Options

Exdlinels M Sar R A E Exclude User's Carrier(s)

Analytics Date Range

Analytics Date Range Last Month v coprrmm

Last 3 Months

The Analytics Date Range can also be customized. Select the date range from the drop down
and click Apply to see how the company is doing compared to prior time frames.

15



Ratio of Rejected USRs to Total USRs Widget

RATIO OF REJECTED USRS TO
TOTAL USRS

whole.

Analytics Options
Exclude User's Carrier(s) .

Analytics Date Range

Last 30 Days v

—

This analytics widget shows the ratio of the carrier’s failed
transactions to all transactions that have been submitted.
Displayed next to that is the same ratio for the industry as a

This widget can be customized to exclude the user’s carrier
from the graph. Click the Exclude User’s Carrier button and hit
Apply to see the changes in the graph.

*Note that the scale of difference may sometimes be very small
as the Y axis adjusts automatically.

Analytics Options
Exclude User’s Carrier(s) .

Analytics Date Range Last 30 Days

Last 6 Months
Last Year

The Analytics Date Range can also be customized. Select the date range from the drop down
and click Apply to see how the company is doing compared to prior time frames.

Search Widget

Ihis widget allows for a quick search for policy and unit statistical data stored in ManageEata.

SEARCH

Policy Number

Policy Number

( EMPLOYER ) ( UNIT STAT ) ( POLICY)

[

Policy Effective Date

mm/dd/yyyy

=

Input a policy number and select one of the following buttons: Employer, Unit Stat or Policy.

¢ The Employer Button leads to the Employer Chronicle for that policy.

¢ The Unit Stat Button leads to the Unit Stat Report Search page or the Unit Stat Tracking
Search page, depending on if the unit has been submitted or not.

o The Policy Button leads to the Policy Search page.




Top 10 Policy Edit Failures (Carrier) Widget

This widget has two parts. The first shows
the top 10 policy edit failures the specific
user’'s company has. The second part shows
the top 10 policy edit failures of the industry
as a whole.

TOP 10 POLICY EDIT FAILURES
(CARRIER)

Hover over pieces of the graph to get

EDIT 20013 3.5% additional information in a tool tip. There
Bt Pedhns: 18 Yotal Faikiiae: 515 are options to customize the information in
Description: Edit 20013: There are duplicate non-ey the graph at the bottom of the widget. The
R v e - severity level can be changed. The user’s
carrier can be included/excluded from the
industry totals.

To remove Informational Edits, Transactions Rejected, Submissions Rejected, or Printed Edits,
toggle the Edit Severity and click Apply. That will add or delete from the graph. The same can be
done to include or exclude the carrier.

Analytics Options APPLY
Y P Analytics Options

Edit Severity: Warning : . Edit Severity: Warning .
Edit Severity: Transaction Rejected ‘f_. Edit Severity: Transaction Rejected u_.
Edit Severity: Submission Rejected . Edit Severity: Submission Rejected @
. . Edit Severity: Printed .

Edit Severity: Printed .
Exclude User's Carrier(s) .

Exclude User's Carrier(s) { .

Analytics Date Range Last Month

Analytics Date Range LS MGHER v Last 2 Months
Last 3 Months

The Analytics Date Range can also be customized. Select the date range from the drop down
and click Apply to see how the company is doing compared to prior time frames.

-



Top 10 USR Edit Failures (Carrier) Widget

This widget has two parts. The first shows the
TOP 10 USR EDIT FAILURES top 10 edit failures the specific user's company
(INDUSTRY) has while the second shows the top 10 edit
failures of the industry as a whole.

Hover over pieces of the graph to get additional

information in a tool tip. There are options to

customize the information in the graph at the

bottom of the widget. The severity level can be
courn ] ,

changed. The user’s carrier can be
EDIT 153 51.2%

included/excluded from the industry totals.
Edit Fallures: 3649 Total Falkares: 7123

Description: Edit 153 This i & correction 1o a USR

that has not boen received or is repected

To remove Informational Edits, Transactions Rejected, Submissions Rejected, or Printed Edits,
toggle the Edit Severity and click Apply. That will add or delete from the graph. The same can be
done to include or exclude the carrier.

Analytics Options Analytics Options

Edit Severity: Warning . Edit Severity: Warning .

Edit Severity: Failure ’_. Edit Severity: Failure \__.

Edit Severity: Error . EditSeventysEnor @

Edit Severity: Failure & Stop USR oy EAiEHeperty Faikine & Stag IR o
Exclude User's Carrier(s

Exclude User's Carrier(s) . o @ .
Analytics Date Range LastT

. ays
Analytics Date Range Last 30 Days T Mohs
s %

The Analytics Date Range can also be customized. Select the date range from the drop down
and click Apply to see how the company is doing compared to prior time frames.
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Tracking By Category Widget

The Tracking By Category widget summarizes at a high level the number of unit statistical errors.

The colored badge next to each category shows the number of units in that category. Hovering
over the badge defines what items can be found in that category. Clicking on a badge will
navigate to the Unit Stat Tracking Search page with the individual unit statistical results
displayed. If there are a large volume of records, the grid will read “Loading...” until the process

is complete.
| 2 a | [~
TRACKING BY CATEGORY TRACKING B Ur:ﬂrm;:nw pre—
Pre-Delinguent : @) month)
Expected : Expected - (sosas
UNIT STA Delinquent - @ UNIT 5TA Delinquent : P

Rejected (All) : 2P Rejected (All)": €
(UPDATED NICHTLY) (UPDATED NICHTLY]

*NOTE: The maximum returned number of units is set to 5,000 to prevent loading lag time. If the
number of expected USRs displayed in the badge were greater than 5,000, only the first 5,000 would
show when clicked on for further details. Use the search page to select criteria to find units.

Unit Stat:

e Pre-Delinquent: Unsubmitted unit statistical reports that are approaching their due date.

e Expected: Unsubmitted unit statistical reports that are due.
¢ Delinquent: Unsubmitted unit statistical reports that are due and are accumulating fines.

e Rejected: Submitted unit statistical reports that were rejected and are subject to fining.

USR Correspondence Search Widget

USR CORRESPONDENCE SEARCH The USR Correspondence Search widget allows a
search for all letter communications that have been sent
to the carrier from the Wisconsin Compensation Rating
Bureau. Input search criteria to locate the
correspondence needed.

Policy Number Combo ID
Status Date Range Correspondence Type

Coverage ID

Policy Number: Add the information to search for all correspondence for that specific policy.

Combo ID: Add the combo ID of the employer.
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Status Date Range: Add a date range to find all correspondence issued during that time.
Correspondence Type: Select a specific type of correspondence from the drop-down menu.
Coverage ID: Add the Coverage ID of the employer.

After adding search criteria, select the search button. The system will navigate to the
Correspondence Search results page. This leads to the same page as the Correspondence

button on the navigation menu. Steps for this process and detailed information on the results
page are located here.

WCPOLS/WCSTAT Queue Widget

T wesmrouoe ] The WCPOLS/WCSTAT Queue allows the user
to view policies and/or unit statistical reports
Carrier - PolicyNumber ' Eff.Date  TxnCode lssue Date waiting to be exported to WCRB. The system
10448 05/01/2020 02 03/22/2020 (@ performs uploads approximately every 15
10448 03/22/2020 03 027252020 @ minutes based on volume. Navigate back and
10448 03/22/2020 04 0212572020 @ forth between WCPOLS and WCSTAT from the
10448 03/26/2020 03 03/24200 @ tabs at the top of the widget. To upload the
10456 ¢ 05/01/2020 15 04/08/2020 (@ policy or unit statistical report, see the steps
10448 03/26/2020 02 02/15/2020 (@ below in WCPOLS/WCSTAT Upload Wldget
19666 04/01/2020 01 03/28/2020 (-]
[ Expn;"i'dsd;ec‘ren wepoLs | | Exponil silL:g‘ign \E\rscpnl.s ANDU:E13;2\?:1 S
i |

Once all policies have been added to their WCPOLS or WCSTAT queues, export them to the
WC format. Select the policies from the left-hand side of the screen, and then use the buttons at
the bottom of the widget.

WCPOLS QUEUE WCSTAT QUEUE
carrier Policy Number Eff. Date Txn Code Issue Date
] 10448 05/01/2020 02 03/22/2020 (-]
10448 03/22/2020 03 02/25/2020 (-]
10448 03/22/2020 04 02/25/2020 (-]
10448 03/26/2020 03 03/24/2020 (=]
10456 1| 05/01/2020 15 04/08/2020 (-]
10448 2 03/26/2020 02 02/15/2020 (-]
19666 J 04/01/2020 O 03/28/2020 Q@
10448 2% 01/01/2020 08 03/18/2020 Q@

[ EXPORT SELECTED WCPOLS || EXPORT SELECTED WCPOLS AND REMOVE | Button to export, or export and delete

o Export Selected WCPOLS: Export selected policies to the WC format, but the policy remains
on the widget until deleted with the red (-) button on the right-hand side.

o Export Selected WCPOLS and Remove: Export selected policies to the WCformat and
delete the selected policies from the widget.
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WCPOLS/WCSTAT Upload Widget

The next widget is the WCPOLS/WCSTAT
WCPOLS/WCSTAT UPLOAD Upload widget. Carriers can import WC files
and the system will submit the data to the
Wisconsin Compensation Rating Bureau
approximately every 15 minutes.

. To upload the file, click and drag the file, or
Choose a file or drag it here. select the “Choose a File” box to browse the
computer for the file.

e e i Once the file is selected, the file name
Policy File- The file queued is to process and will and Status W|” ShOW at the bOttom Of the
Sample.20200730100558 begin processing on 07/30/2020 Wldget The WCRB doeS not retain or
11:42:42 .
keep the file to be downloaded later.

WCSTAT Test Validation Widget

WCPOLS/WCSTAT TEST VALIDATION Y The WCPOLS/WCSTAT Test Validation widget gives
the option to run test validation on the file prior to
submitting. The Wisconsin Compensation Rating
Bureau highly recommends using this validation

i test to confirm the file is correct prior to
Choose a file

submission.
Carrer To upload the file, click and drag the file, or select
D |Fewame the “Choose a File” box to browse the computer for
the file.
Once a file has been uploaded the system will validate for Yy ——— 1

any errors. Results display at the bottom of the widget with
the response listed on the left-hand side.

Correct any errors identified and revalidate the file until it Choose a file
displays “No Errors”. Once no errors are confirmed, use the
WCPOLS/WCSTAT upload tool to submit the file to the

Rating Bureau. ‘

rors I
*Note: To make corrections to errors and resubmit a file erors R
for validation, change the file name. Once a file name
has been validated, it cannot be revalidated under the
same name.
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Employer Chronicle

Manage Data provides a tool called the Employer Chronicle which shows the carrier the latest
employer information at the combinable group level.

To access the Employer Chronicle, input the policy number in the Search widget on the
dashboard and select the Employer button.

SEARCH

Prficy Mambser Poby EMective Date

=D Dl

Results show the latest rating information, the primary name, and the address for the
insured. Expanding the row on the left shows all the Coverage IDs under this combo group.

Show 10 & entres I b
Comba ID 1 Rating Eff. Date Rating Result Interstate ID Mod Factor Name Address
6744603
Coverage ID Insured Name Address Foreign Addr. Ind. Area Country
27205280 N
Showing 1 to 1 of 1 entries Previous Mext

Expanding the rows further displays all of the carriers’ policies related to that employer contained
in our records. Continuing to open the rows furthers the details of this policy. If unit statistical
reports were filed, they will also be displayed here.

Palicy Number NCCI 1D Period Eff. Date Period Exp. Date Cov. Eff. Date Cov. Exp. Date Status ARAP Factor Migsing Units? =
10456 07/25/2019 07/25/2020 07/2572019 07/25/2020 CANC 1.00 N [+]
- 10456 o7/25/208 07/25/2009 07725/2018 07/25/2019 ACTIVE 1.00 N o
Submission ID USRID Rpt - Corr Status Accepted Date =
- 202001280007 0000001E6 1-00 Accepled 01/29/2020

Split Mod 1 Class coviEh Premium Payroll

[ o 0900 o 250 [
a a B742 om @7 195123
o 0 9740 o 20 o
[} 0 9741 o 39 [}
o o 9807 m 7 o

Claim# ~ AccidentDate 1 Class ~ Ij@E®  Cov@E®  Indemnity | Medical ~ Recovery Type (ED Claim Status

No data avaalable in table

Click on the Rpt-Corr (Report Correction) hyperlink to view the unit report, or the green plus sign
icon to add it to the My List widget on the dashboard.



Tabs
Policy Tab

Search for a policy, policy transaction, or submission, and create new policy transactions from
the policy tab on the navigation menu.

How to Search for A Policy Transaction

Conduct a general search for stored policy information and/or individual policy transactions in the
Policy Tab on the Navigation Menu or via the Search Widget on the Dashboard.

From the Policy Tab, select Policy Search.

Dashboard Policy * Unit * Correspondence Fines Back to Portal

B Create New Policy Txn~
| Policy Search | I NOTIFICATIONS

This leads to the Policy Search Screen. Input search criteria to locate the stored policy
information and/or the individual policy transactions.

POLICY SEARCH  [EEIEIRIEta N o

FPOLICY SEARCH

Carrier Policy Mumber Policy Effective Date Search Type

All Carriers Selected (573) - Policy Number mimydd/yyyy Policy Paolicy Transactions
Submission 1D Received Date Policy Status

Submissicn ID mam,ddfyyyy - mimd ddfyyy w
FEIMN Insured Name

5 e Blar e
FEIN N3UTed Name

SEARCH [ mESET | MOTE: The last 5 years of processed data are available to search in Manage Data.

i
=]
it

Toggle between Policy Search and Submission Search by using the tabs at the top of the box.

Policy Number: Input to search for a specific stored policy or policy transaction.
Policy Effective Date: Narrow the search by date with this option.
Search Type: THIS IS A REQUIRED FIELD. The system will default to Policy, which will

search for all stored policies with that policy number. To search for all policy transactions,
regardless of status, select Policy Transactions.
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Submission ID: This is not a required field; enter this information if known.
Received Date: Narrow the search with this option.

Policy Status: Use the drop-down menu to choose a policy status.

EEIN: Input the employer FEIN here.

Insured Name: Input the employer name here.

After adding search criteria, select the Search button to show the results.

Policy Search Type
In the policy results section is a list of stored policies that correspond to the search criteria.

POLICY SEARCH

Palicy Numbar Policy Effective Date Search Type
Submission 1D Received Date Policy Status FEIN Insured Name
v

o Number 0 Date Insured Name Address Date Code States  1d Date

The search shows a sortable grid with identifying policy information.

-
On the right of the grid, there are icons on each row or which adds or deletes the
transaction from the My List Widget on the dashboard.

*Note: The Units tab on the left-hand side. This displays all associated units for this policy.

Export these transactions to Excel or CSV, or Copy to the clipboard.

L] Famber ] Date Ingured Hame Address Daate Code Stetus W Date
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Viewing a Policy

The policy number is hyperlinked. This hyperlink goes to the View Policy Information page for
submitted and/or stored policy information.

VIEW POLICY INFORMATION

Canrlar 18

Type of Plaa 1D Code

Mormal As:

Lugal Mutire of bnissed Cose

Emplsyet Leasing Type

90000000000

1 - Moa-ELC/Clen

INFORMATION PAGE

Palicy Mumber

Dthes Ligsl Nitisse

Retre Rating Code

3 - Mot retro rsted

Froducer Hame

Eapiration Dais Covarags 1D Camba 10

Recanved Date Primasy Hams

Prise Palicy Number

WirapUUs Cade Typs of Covarags 1D Cad

M

Min Prem Stuts Code *

MC

Most of the fields in the left hand menu are explained in How to Create a Policy Transaction.

The notable difference is the additional field Policy Periods, which displays the Period Effective

Date, Period Type, Governing Class, Experience Rating Code, Deposit Prem. Amount, Policy

Est. Std. Prem. Total and Policy Min Prem. Amount. These are not editable fields when viewing

the policy.

POLICY PERIODS

Period Effective Date Period Type

07/01/2020 1-1Year 8868

Governing Class

Experience Rating Code

3 - Intrastate Rated Only

Policy Transactions Search Type

Deposit Prem. Amount

S0

Policy Est. Std. Prem. Total Policy Min Prem. Amount

51,529,695 3900

When searching for policy transactions, the transaction code is hyperlinked. This leads to the
View Transaction Information page associated with the policy transaction.

= D RS s . SRy
Show &  entries Excel | CSV

g Cop
Carrior Policy Coverage Policy Eff.
] Humber w Date Insured Name Address
13161 25209710 621472014
13161 25209710 021472014

Ten. lssus Ten Submission Received

Date. Code Status ] Date

G7/01/2014 Accepted 210886 (4L 4 Q
O7/08/2014 1 Accapted 2118544 T2 o

It is important to note, once policy information is submitted and stored, it cannot be changed.
Create and submit a policy change transaction to change the stored policy data.
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How to Search for a Policy Submission
Conduct a search for policies that were reported through the same submission. *Note: only
direct reporters to the Wisconsin Compensation Rating Bureau will be able to use this search.

From the Policy Tab, select Submission Search. = Zalicr = Lni = Comespondence =

Create Mew Policy Tn =
Policy Search
Submission Search

This leads to the Submission Search Screen. Input search criteria to locate the specific policies
from a specific submission.

—————————————
SUBMISSION SEARCH

SUBMISSION SEARCH

Carrier Submission 1D File Name
575 items selected - Submission ID File Name
Received Date Begin/End Status
mm/dd/vyyy - mm/dd -

Toggle between Policy Search and Submission Search using the tabs at the top of the box.
Submission ID: Input an exact submission ID to locate all policies that were submitted.
File Name: Search for a specific file name, if known.

Received Date: Input a From Date and To Date to locate all submissions for that specific time
period. The Received Date range must be 30 days or less.

Status: Select from a dropdown —
e Processed: The policy is stored on the WCRBs database

e Rejected: The transaction has not been stored and has been rejected. The reject reason can

be viewed on the Submission Rejection Report
¢ Unmatched: Transaction(s) in a submission require manual action by the WCRB

After adding the search criteria, select the Search button to show a list of all policies that
users have reported.

Show | 10 ~ |entries

Total #of = of #of
Submission Submission, Record Accepted Rejected Unmatched Received Processed

1] File Name Status Count Txns Txns Txns Date Date

Fejected 4746 03/11/2023 Submiszsion
Reject
Report

Rejectad 2987 05/15/2023 Submission

Reject
Report
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How to Create a Policy Transaction

A user with specific permissions (Data Submitter) can create a new policy transaction. Create a
New Policy Transaction or create a Policy Change Transaction.

If additional information is needed to determine whether to create a New or Policy Change
Transaction, contact the Wisconsin Compensation Rating Bureau directly at (262) 796-4540 or
manage.policy@wcrb.org

Transaction Code ([Transaction Type

01 New Policy

02 Renewal Policy

15 New Policy TXN Adding WI
16 Binder

To create a New Policy Transaction, navigate to the Policy Tab on the Navigation Menu and select
Create New Policy Txn- 01 New Policy from the drop down.

Dl - . — TmFrRsmmRdemre . AP et Eime

Create Mew Policy Tin~ | 01 - Mew Policy

T
L)
Lr
1]
[
2
i
jEx]
it
fii
ol
L
i

(s3] i

The system navigates to the Create New Policy Transaction page. Add all the policy information
for the transaction. Fields with a gray background are not editable and fields with a blue asterisk
* are required. To the left of the screen is navigation menu that details each section of the policy
transaction that needs to be completed.

*Note: These fields were designed to be entered in order. Skipping ahead to other sections will
bring up error messages requiring previous information fields to be entered first.

The following examples include simulated test data.

Information page

The first section is the information page that contains:

o Carrier ID e Type of Plan ID Code e Type of Coverage ID Code
e Policy Number e Producer Name e Policy Term Code

¢ Effective Date e Prior Policy Number o Experience Rating Code

e Txn. Code e Legal Nature of Insured ¢ Employee Leasing Type

e |ssue Date Code ¢ Retro Rating Code

e Other Legal Nature
e Wrap-Up Code

e Expiration Date
e Primary Name
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All grayed fields are not editable, and all blue asterisks indicate a required field.

INFORMATION PAGE

Insured Names o
Addresses o Carrier ID * Policy Number * Effective Date * Issue Date * Txn. Code *
. ~ mm/dd/yyyy 02/09/2024 01
Premium o e
Exposure o Expiration Date * Primary Name
mm/dd/yyyy
Endorsements o W‘
Edit Runs @) TypeofPlanID Code* Producer Name Prior Policy
1 - Voluntary v Number
Quick Links ~

3A/3C States
Add 3A-3C States to the policy transaction by selecting the corresponding box to the left.

3A/3C STATES
3A Sakein} 3 Shabefn] inchude 5L Satnn) Enchede

HEXA = GA

Employer Liability Limits Amounts
Input the necessary information in the employer liability limits and premium fields

EMPLOYER LIABILITY LIMITS AMOUNTS

Bodily Imjury by Accident-Each Accident *

e
o Bodily Injury by Disease-Policy Linnit *
- Bodily Injury by Disease-Each Employee *
PREMIUM
Deposit Prem Amount Policy Est 5td Prem Total * Policy Min Prem Amount * Min Prem State Code *
e
Premium

Policy Est Std Prem Total, Policy Min Prem Amount, and Min Prem State Code are required fields.
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Change Effective/Expiration Dates
These fields are not editable in New Policy transactions.

Insured Names

Input all names for the insured in a sortable grid. Add a primary name and correct Name Link ID.
Reference the WCIO specs for details. To add a name, select the Add Name button at the lower
left of the section.

INSURED NAMES @ indicates Primary Name

Show 10 # entries Search:
Insured Name FEIN Name Link ID Cont. Seq. # PEQ Indicator Change Effective Date Change Expiration Date
No data available in table
Showing 0 to 0 of 0 entries Previous = Next
Add Name .

A pop-up box will display to add the insured name. Once all fields have been added, select from the
following: Reset, Save, Save and Add New, and Cancel. When the Insured Name being added is the
primary insured, confirm the Primary Name dropdown selection is Yes.

ADD INSURED NAME

[ — Farsl mpliyes 0 besmbor 580,

| oo oo compry come [re——

Change Hctivn Duts = Change Eapleation Dat

After selecting Save, the name appears in the grid. To edit or delete an insured name, use the
Edit and Delete buttons on the left-hand side of the grid.

INSURED NAMES @& indicates Primary Name

Show 10 ¢ entries Search:
Insured Name FEIN Name Link ID Cont. Seq. # PEO Indicator Change Effective Date Change Expiration Date
[ Edit TEST COMPANY 002 0o
Edit TEST COMPANY AFFILIATE 003 001
Showing 1 to 2 of 2 entries Previous n Next
: Add Name

Note: There is no blue asterisk® indicating the FEIN is a required field, but if it is left blank it will pop
up in the validation errors.

29



Addresses

This section allows input of all addresses for the insured in the same sortable grid as the
insured name section. Click the Add Address button.

ADDRESSES

Show 10 % entries

Foreign
Address Name Link Address Country Area
123 MAIN TEST N
STREET COMPANY
RALEIGH, NC
27616
Showing 1 to 1 of 1 entries
Add Address
A pop-up box will display to add the address.
ADD ADDRESS
Type of Address Code * Address Structure Foreign Address Code Name Link *
V 1 - Structured Address - Mo ~
Street Address *
City * State Code * Zip Code ™

Wrap-up Project Name/Location *

Type

Tz
Mailing

Search:
Change Effective Change Expiration
Date Date
Previous Next
X

e D T Y

Geographic Area* Country Code *
v
Change Effective Change Expiration
Date * Date =
mmy/dd/yyyy mm,/dd/yyyy
Premium

Input all premium information for the insured in a sortable grid. To add premium information, follow
similar steps as outlined above for adding an insured name.

PREMIUM *
Show 10 v  entries
Est. Experience
DCO State Exp. Exp. Mod. Expense
Risk Std. Mod. Mod. Effective Constant Expense Premium
D Prem. Status Factor Date State Constant Discount

Mo data available in table

Showing 0 to 0 of 0 entries

| Add Premium |

Other
Indv.
Risk
Rating

Insurer
Prem.
Deviation

Search:
Type of
Prem. Premium State Change Change
Deviation Adjustment Added Effective Expiration
Code Period Code Reason Date Date

Previous = Next

Click the Add Premium button. A pop-up box allows the user to add the premium.
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ADD PREMIUM

Experience Modification Status

1 - Final Modification Factor Fe ~

Est. State Std. Prem. Total *
3 3

Experience Mod. Effective Date
mm/dd/yyyy

Insurer Prem. Deviation

Reason State was added to the Policy Code *
0 - Field Does Not Apply

Change Effective Date

mm/dd/yyyy

Anniversary Rating Date

Expense Constant *

mm/dd/yyyy _—

$

DCO Risk 1D ARAP
Type of Prem. Deviation Code

Change Expiration Date

mm/dd/yyyy

Premium Discount *

Experience Modification Factor

Other Ind. Risk Rating *

Premium Adjustment Period Code

g

Find definitions of input fields in the Wisconsin Workers Compensation Statistical Plan Manual.

Exposure

Input all exposure information for the insured in a sortable grid.

EXPOSURE

Show 10 & entries

Class
Code

S ss10

Showing 1 to 1 of 1 entries

Add Exposure

Est.

Exposure
Phraseology Amount
CLERICAL OFFICE $1,000.00
EMPLOYEES NOC

Manual Est. Prem.
Rate Amount
0.2300 41,000

Expo.
Period
Eff. Date

Search:

Expo.
Act

00

Effective

Date

Expiration
Date

Previous - Next

Click the Add Exposure button. A pop-up box appears to add exposure information.

ADD EXPOSURE

Classification Code *

Est. Exposure Amount *

$

Expo Act/Expo Coverage Code *

Change Effective Date *

Class Code Description

Manual/Charged Rate *

Change Expiration Date *

mm/dd/{yyyy

Est. Premium Amount *

$

Exposure Period Eff. Date

mimy/d

g

X
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Endorsements

Add endorsements to the policy transaction. Use the list of endorsements located at the bottom of
the page and add them by checking the corresponding box to the left.

Once the endorsements have been selected, indicate the effective date to the right of the screen.
*Note: If the endorsements have different effective dates they will need to be added separately.

Endorsement List Emdorsement Effective Date
Search: mmy/dd/yyyy
Endorsement Number Endorsement Name Effective Date Expiration Date
¢ >
WC000000 Pualicy Declarstion Page Endorsement @/ /2m3 [:] Su Mo Tu We Th Fr Sa
WC000D00A Policy Declaration Page Endorsement ’ 2 3
4 3 & T 8 9 10
WCOD0DO0E: Pualicy Declaration Page Endorsement 17 12 13 14 15 16 17
VCOO0D0OC Policy Declaration Page Endorssment 01/01/2015 eote e =
25 % IF 28 19 3
WCODoDIm Plicy Jacket Endorsement
8  wCoooDiA Pualicy Jacket Endorsement
WCO00D0E Pualicy Jacket Endorsement 01/01/2015

| Add Endorsement(s) |

Once all endorsement effective dates and applicable endorsements are indicated, select the Add
Endorsement button. If any of the selected endorsements require detailed information, the system
will display a blank endorsement data entry field for each endorsement. Enter the necessary
information and continue with the Save or Close buttons.

WC000101A - DEFEMSE BASE ACT COVERAGE

ek D et

Edit Runs
Indicator of how many times the edit has run.

Quick Links:
Only the last 5 years of data are included in Quick Links.

QUICK LINKS
NTC LETTERS CPAP EFF DATES INSPECTION DATES
Letter ID Effective Date Inspection Date
Mo data svailsble in tzble Mo dzta availzble in tzble Mo dzta availzble in tzble
Savin

When all fields have been entered for the transaction, scroll to the top of the screen to select the

save ©  Cancel © . or Print.

To save, select the Save button at the top right of the screen. A pop-up box appears as
confirmation. *Note: Saving the transaction does not submit the transaction to the Wisconsin
Compensation Rating Bureau, it saves the policy transaction in Manage Data.
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Validating

After saving, users with edit permissions have the option to test validate the transaction prior to
submitting it to the Wisconsin Compensation Rating Bureau. *Note: transactions that are test
validated are not submitted. The transaction will still need to be submitted to us after validations
are run.

To validate the transaction prior to submitting, select the Test Validate button at the top left
corner of the saved policy transaction.

VIEW TRANSACTION INFORMATION

| Export to WCPOLS | Create New Transaction From Policy | Test Validate | Submit |

The WCRB highly recommends using the Test Validate to POLICY TRANSACTION ERRORS
confirm the transaction is correct prior to submission. £ ot

In Test Validate, the system will run the same validations that are
used for our policy errors and rejections process. A dialog box will
display any edit IDs and comments found in the validation process.
If any of the edits are rejected, the transaction will not be accepted
to the database and the errors should be resolved before
submitting the transaction. Close the dialog box to return to the
saved and unsubmitted transaction.

Submitting

There are buttons along the top of the screen:

——
| Export to WCPOLS | Create Mew Transaction From Policy | Test Validate | Submit | 0 |]]] f
Export to WCPOLS: Transfer this policy transaction into the WC format.

Create New Transaction From Policy: Duplicate policy information added and make changes.

Test Validate: Run the validation. It is recommended to run again if anything was modified after
the first validation. *Note: if the validation fails, it is important to make changes to the current
policy transaction and DQ NOT create another transaction to fix the issue, as it will generate a
duplicate policy transaction and cause an error. To correct the current policy transaction, click the
pencil icon at the top right and change the information on the transaction.

Submit: This submits the full policy transaction to the Wisconsin Compensation Rating
Bureau. The system acknowledges that the transaction was submitted by listing the status of
the transaction. Acknowledge the message by selecting OK, or OK and add to WCPOLS
Queue to add the transaction to the WCPOLS Queue located on the dashboard.

Icons:
The (+) icon adds the policy transaction to the My List Widget. The Trash Can icon deletes the
policy transaction completely. The Pencil icon modifies the policy transaction data.



How to Create a Policy Change Transaction
To create a Policy Change Transaction, first locate the shell of the Policy.

Navigate to the Dashboard and input the policy number in the Search Widget and select the
Policy button.

SEARCH

Paliy Mumsbies [ { P

DD

o

BOLCY j]

View all policies in the search results. Click the hyperlinked policy number to go to the View
Policy Information screen.

POLICY SEARCH
gy Rt R taarn e

The View Policy Information screen will show the saved and submitted policy. Select the Create
New Transaction from the top left of the screen.

VIEW POLICY INFORMATION

Create New Transaction From Pelicy | Print

A dialog box will display the available transaction types. After selecting the intended transaction code
type, hit the Create button.

CREATE NEW TRANSACTION FROM POLICY *

M e The policy transaction will display a copy of the
stored policy information with the ability to edit
any open fields.

06 - Rewrite

08 - Rating Change-Premium Billed-Effective At Policy Inception
10 - Non-Rating Change

14 - Miscellaneous Change

15 - Add/Delete State Change

17 - Eligibility/Ineligibility




Unit Tab or USR (Unit Statistical Report)

Create a new Unit Statistical Report, search for submitted and unsubmitted reports, search for
claims and search for submissions, from the Unit Tab on the navigation menu.

Below are steps to common procedures as it relates to unit statistical reports.

How to Search for a Submitted Unit Statistical Report

Search for unit statistical reports via the Search Widget on the Dashboard, or from the Unit Tab on
the Navigation Menu.

From the Unit Tab, select Unit Stat Report Search.

On the Unit Stat Report Search screen, input search criteria to locate the unit statistical report.

UNIT STAT REPORT SEARCH

Cairler Palicy Number Policy [Mective Date Subinlssbon 1D Recelved Date Range
3 014)

Report No. Cor, Seq. No. Combeo ID Coverage 1D Sep. Segment No. Sep. Insured Name

Edit Status

=
Toggle between Claim Search, Unit Stat Tracking Search and Submission Search using the tabs
along the top of the search box.

Carrier: This field allows the carrier to search all companies they are associated with, a specific
company, or a mix of companies. The system will automatically default to all carriers. To select a
specific company, click the drop-down menu and then click Deselect All button. Then select the
company or companies to search.

Policy Number: THIS IS A REQUIRED FIELD. To find a specific stored policy, or policy
transaction, input that here.

Policy Effective Date: Narrow the search with this option.

Submission ID: If multiple unit statistical reports were submitted in a single submission, the
Submission ID criteria can locate all the units.

Received Date Range: Narrow the search by adding a received date range. Manually enter
the date range or select a pre-fillable date range.

Report No.: Use the drop-down menu to select a specific report number for the correlating
policy number.

Corr. Seq. No.: Add the correction sequence number if appropriate.
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Combo ID: Add the Combo ID for the employer here. Find the Combo ID in the Employer
Chronicle.

Coverage ID: Add the Coverage ID for the employer here. Find the Coverage ID in the
Employer Chronicle.

Sep. Segment No.: This is used as an indicator to help identify a unit as separated data.

Sep. Insured Name: Add the separated entity name here to help locate the specific unit
statistical report.

Status: Use the drop-down to locate a specific unit statistical report based off the report’s status.
Current View: This view displays the current overall view of units. If checked, Submission ID,
Received Date Range, and Status fields lock and become grayed out from options. If subsequent
reports have been corrected, the newest data is viewable.

After the search criteria is added, select the Search button to show the results.

In the unit stat results section is a list of unsubmitted unit statistical reports that correspond to
the search criteria.

(-]

Show| 10 ~ | entries | Excel Cony | S - Next
Camier  Falicy Policy Effective Rpt  ComSeq.  Com Combo  Coverage  Submission _  View Sep. Segment  Recsived Dus/Fallowup Status Web
D Number Date Insured Name No. No. Type D D D Latters Ho. Date Date Status Date Status
165 O 08/31/2020 J— 0 w 970065633 0430566 202203250007 (@R 03/25/2022 Rejected | 03/27/2022 | Submitted
Showing 110 1 of 1 entries . . et

The search results will be displayed in a sortable grid with identifying policy and unit statistical report

information. The report number is hyperlinked. This hyperlink goes to the individual saved unit
statistical report. The policy number is also hyperlinked and leads to the View Policy Information
page for the stored policy information.

VIEW UNIT STAT REPORT

Export to Exce | Add to WCSTAT Queue ‘ Print | Error Report | Replace | To Policy

| Export to WCSTAT

Add to MyList

FOLICY INFO

Risk ID Number

Insured's Name

Address

08/31/2021
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o Received Date Accepted Date Edit Status Submission 1D Report No. *
03/25/2022 Rejected 202203250007 0
Carrier ID Policy No. * Policy Eff. Date * Correction Type Corr. Seq. No. ® Replacement Ind.
16594 (DCO) - 16594 (NCC 08/31/2020 00 R ~
Combo ID Coverage ID Palicy Exp. Date Exposure State * State Eff. Date
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*Note: a feature on the View Unit Stat Report screen is the To Policy button at the top of the screen.
This navigates to the stored policy for this unit.

Show 10 ~ | entries

Carrier Policy Policy Effective . Insured Rpt Com.Seq. . Corn. Combo . Coverage .  Submission View Sep. Segment . Received Due/Followup Status Web
1} Number Date Name No. No. Type D D D Letters No. Date Date Status Date Status

Showing 0 to 0 of 0 entries

Located toward the right side of the results grid is a column for Status. All unit stat reports for the
policy and the status of each report are located there.

WView Sep. Segment Received DueFollowup Status Web

Letters Mo Date Date Status Date Status

[ 2 ] 03/25/2022 Rejected 03/27/2022 Submitted @
Previous . Mext

On the right side of the grid there are icons on each row Y or e which allow adding or deleting

the transaction from the My List Widget on the dashboard.

The search results screen has the option to View/Print USR(s), View/Print Error Report, Export the
units to the WCSTAT format, Export to WCCRIT, export the units to Excel, CSV or Copy to clipboard.

How to Search for a Claim

Conduct a claim search for a unit that has been submitted to the Wisconsin Compensation
Rating Bureau.

From the Unit Tab, select Claim Search.

This goes to the Claim Search Screen. Input search criteria to locate the specific claim information.
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—————————————————————————————
UNIT STAT RESORT SEARCH JNITSTATTRACKING SEARCH  SUBMISSION SEARCH

CLAIM SEARCH

Carrier Claim No. Policy Number Policy Effective Date Range

Claim No Policy Numbe mmy/dd/yyyy - mm/dd/yyyy

SEARCH | RESET |

View/Print Error Report |

Toggle between Unit Stat Report Search, Unit Stat Tracking Search and Submission Search
using the tabs along the top of the search box.

Carrier: Select a carrier to narrow the search.
Claim No.: Input the specific claim number.

Policy Number: Narrow the search with this option.

Policy Effective Date Range: Use the drop-down menu to select the specific date range.
After adding the search criteria, select the Search button to show the results.

The results section has a list of all submitted unit statistical reports that contain a specific claim.

Pobcy Eoir Sep
Carrier  Poliey Effective  Claim M Gy Corr Beg. Combe Cowsage  Subsshasos Upd Ing e Clam  Clam e Ire a
1] Murmbe: Date Hearnbeor Ha Ho Tres ha |11 1] [ '] Typs (=1 Typs =" ] (=T} = Ind Rad | ]
4R 1 L WA IRITIA00NE R ] B L}
Sl 4 F

Results display in a sortable grid with identifying policy and unit statistical report information. The
policy number is hyperlinked and leads to the View Policy Information page for the stored policy
information. The report number hyperlink leads to the individual stored unit statistical report.

Scrolling right, the system displays all claim information that was submitted with the unit.

Policy Com e
Py Effwcaiee Claier, Ryt Sy G, B Comiba Coreernge Sapbamvin hon ipd Inf A Claim Clam 124 I, Pasd Paid
Mumbor Carte Murrber Mz Wa Ty [ 1] o 1] Type Clamy Trpe [ ] Count E=11 Ird Kad ird W
ER3E V00N R0y P nmnm [ oRaARmr 1 1] oL f 1 T 92 [+]
. 0 . ° .
On the right of the grid there are icons on each row or which add or delete the

transaction from the My List Widget on the dashboard.

Export the units to Excel, CSV or Copy to the clipboard. The View/Print Error Report button is below
the Search button.
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How to Search in Unit Statistical Report Tracking

Conduct a Unit Statistical Tracking Search for units that have been rejected or not yet submitted
to the Wisconsin Compensation Rating Bureau.

Search for unsubmitted unit statistical reports via the Search Widget on the Dashboard, the Tracking
by Category Widget on the Dashboard, or from Unit Tab on the Navigation Menu. From the Unit Tab,
select Unit Stat Tracking Search.

Dashboard Policy = Unit * Correspondence Fine

Create New Unit Txn

Unit Stat Report Search

AYLIST i
Claim Search

YLIST
| Unit Stat Tracking Search r:

Submission Search o

L5

TRACKINC

On the Unit Stat Tracking Search Screen, input search criteria to locate the unsubmitted or rejected
unit statistical reports.

Narrow the search for Due Status of Pre-Delinquent or Expected to all unit statistical reports that are
not submitted and have potential to produce a fine.

UNIT STAT TRACKING SEARCH

For rejected USRs, please use the Unit Stat Report Search

Carrier Policy Number Policy Eff. Date Begin/End
All Carriers Selected {573) - Policy Number mim,dd/yyyy mim/dd/yyyy
Due Status Due Follow-up Date
A L3 T OOy Y'Y - T fdd ¥yyy

./. .\.
SEARCH [ mRESET |
L A

| View/Print Error Report |

:I'oggle between Claim Search, Unit Stat Report Search and Submission Search using the tabs
along the top of the search box.

Carrier: This field allows the carrier to search all companies they are associated with, a specific
company, or a mix of companies. The system will automatically default to All Carriers. To specify
a company, click the drop-down menu, and then click Deselect All button. From there select the
company or companies to search.
Policy Number: Input information here or in the field of Due Status to generate results.

Eff. Date Bedgin/End: Enter a date range here.

Due Status: Narrow the search with this option.

All: Show all unsubmitted unit statistical reports for this policy number, regardless of status.
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Filing Due Date Custom Search: Use a custom date range.

Pre-Delinquent: Show all unsubmitted unit statistical reports that are
approaching their due date.

Expected: This will show all unsubmitted unit statistical reports that are currently due.

Delinquent: Show all unsubmitted unit statistical reports that are due and are
accumulating fines.

Rejected: Show all unit statistical reports that are currently in a rejected status and
require carrier action or response.

Due Follow-up Date Range: Narrow the search by adding a date range. Manually enter the date
range or select a pre-fillable date range. This field is grayed out unless Due Status has “Filing
Due Date Custom Search” selected.

After adding the search criteria, select the search button to show the results.

The unit stat results section has a list of unsubmitted or rejected unit statistical reports that
correspond to the search criteria.

UNIT STAT TRACKING SEARCH

Policy Number Due Status Filing Due Date
Range

SEARCH RESET |

Show & entries e - .
| o Y v e
- —

Carrier 1D Policy Humbes Felicy Effective Dale Policy Expiration Dale Insured Na—s Bpl. Ha Coverage I Do Slatus Do Dale

VDA 5E oFAT20 07720 o B3040 ENFECTEL oA 202

O 0720 LTl 2523040 P I o

Showing 1 1o 2 of 2 eniries n

The search will show a sortable grid with identifying policy information. The policy number is
hyperlinked. This hyperlink leads to the View Policy Information page for the stored policy
information. The insured name is hyperlinked. This hyperlink goes to the Employer Chronicle.

Located on the right-hand side of the grid is a column for Due Status. All unsubmitted and
rejected unit stat reports for that policy and the status of that report should be listed.

On the right of the grid there are icons on each row Y or = which add or delete the transaction

from the My List Widget on the dashboard.

Export these transactions to Excel, CSV or Copy to the clipboard using the buttons.

l Show 10 & |entnes Eiccd v | cony




How to Search for a Submission

Conduct a search for all units that were reported through the same submission. *Note: only
direct reporters to the Wisconsin Compensation Rating Bureau will be able to use this search.
Carriers that report USR through NCCI will not need access to this.

From the Unit Tab, select Submission Search.

Dashboard Policy = Cormrespondence Fines
| CreateNew UnitTxn

Unit Stat Report Search
Claim Search

Unit Stat Tracking Search Received Date Ranc

I Submission Search I — -
TH OOy i

On the Submission Search Screen, input search criteria to locate the specific unit statistical
reports from a specific submission.

e =
UNIT STAT REPORT SEARCH CLAIM SEARCH UNIT STAT TRACKING SEARCH
SUBMISSION SEARCH
Carrier Received Date (Begin) Received Date (End) Submission ID
All Carriers Selected (574) - mm/dd/yyyy mmy/dd/yyyy Submission 1D
| View/Print Error Report
< |

Toggle between Claim Search, Unit Stat Tracking Search and Unit Stat Report Search using the
tabs along the top of the search box.

Carrier: Select a carrier to narrow the search.

Received Date: Input a From Date and To Date to locate all submissions for a specific time period.
Submission ID: Input an exact submission ID to locate all units that were submitted.

After the search criteria is added, select the Search button to show the results.

The results show a list of all submitted unit statistical reports that a specific claim has reported.

UNIT STAT REPORT SEARCH  CLAIMSEARCH  UNIT STAT TRACKING SEARCH  SUBMISSION SEARCH

SUBMISSION SEARCH

Received Date (From) Received Date (To) Submission ID

n/dd/yyyy mm/dd/yyyy 202009200001

Show 10 ¢ entries Excel | CSV | Copy Pre - Next
Submission 1D Receivad Dato Pracessad Date Total Rejected Total Acosepted Total AWW Total USR(S)
202009200001 09/20/2020 09/20/2020 1 1 1 3

Showing 11o 1 of 1 entries Previou - Next
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If only a date range was used as search criteria, the results will display all submissions during that
time period.

UNIT STAT REPORT SEARCH CLAIM SEARCH UNIT STAT TRACKING SEARCH

SUBMISSION SEARCH

Carrier Received Date (Begin) Received Date (End) Submission ID
All Carriers Selected (574) - 01/01/2022 09/02/2022 Submission 1D

SEARCH [ meser |

View/Print Error Report |

Show| 10 v |entries | Excel Co | evious - 2 45 100 e
Submission Received Frocessed Toral Total Toral Toral
Carier D Insured Name Date Date Rejected Accepted Flagged USR(S) Status

15¢ 01/03/2022 01/03/2022 o 15 0 15 PROCESSED View
R

158 1/03/2022 01/03/2022 o 10 0 10 PROCESSED View

o

15¢ 1/03/2022 01/0372022 o 1 0 1 PROCESSED Wiew

o

o

1/03/2022 01/0372022 o 1 o 1 PROCESSED View

o

1/03/2022 01/0372022 o 1 o 1 PROCESSED View

o

1/03/2022 01/03/2022 o 1 0 1 PROCESSED View

1/03/2022 01/03/2022 o 1 0 1 PROCESSED View

=

1/03/2022 01/0372022 o 1 o 1 PROCESSED

o

1/03/2022 01/03/2022 o 1 o 1 PROCESSED

o

1/03/2022 01/0372022 o 1 o 1 PROCESSED Vie

o

Showing 1to 10 of 1,000 entries Previous 213 4|5 100 MNext

How to Create a New Unit Statistical Report

Users with specific permissions can create a new unit statistical report from scratch. Only direct
reporting carriers to the Wisconsin Compensation Rating Bureau are allowed to submit the created
unit statistical reports via the Manage Data web application. The Wisconsin Compensation Rating
Bureau must already have a submitted policy in order for the unit statistical report to be processed.

Depending on whether this is the first report for the policy, or a subsequent report, either create
a new unit statistical report or a subsequent unit statistical report.

If additional information is needed to determine whether to create a new, subsequent, or correction

report, contact the Wisconsin Compensation Rating Bureau directly at (262) 796-4540 or exr-
usr@wecrb.or

To create a new unit statistical report, go to the Unit tab on the navigation menu and select Create
New Unit Txn.

The system will load the Create New Unit Transaction screen. Add all the unit statistical report data
for the policy.
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*Note: To the left of the screen is a navigation menu of each section that
needs to be completed.

Exposures 0
[ o]

Loss Info
Header Record
Policy Info

The first section is the header record. As previously mentioned, blue asterisks indicate a
required field. There may be some pre-filled fields, edit if necessary.

HEADER
POLICY INFO
Carrier ID * Policy No. * Report Mo. ™ Corr. Seq. No. *
e 01 oo
Policy Eff. Date * Policy Exp. Date Exposure State * State Eff. Date
mm/dd/yyyy mim/dd/yyyy 48 mmy/dd/yyyy

Risk ID Number
Insured's Name

Address

Policy Conditions

Place a check mark on any of the following policy conditions. The default selection is “No” for not
selected.

POLICY COMNDITIONS

3 yr. F/R Policy Multi State Policy Interstate Policy Estimated Audit Code
M- Mo w M- Mo w M- Mo w M- Mo w
Retro Policy Canceled Mid-term MCO Indicator
M- Mo w M- Mo w M- Mo w

Policy Type ID

Use the drop-down menus to further identify policy information.

FOLICY TYPE 1D
Type Coverage Plan Indicator Non-Standard Indicator *
01 - Standard Work v 01 - Voluntary Polic v 01 - Mon-Standard Code Does Ne v
Amt Per Claim/Acc Aggregate Amount Percent 43

]



Previous Fields

Add the policy information that was previously added in the policy info section.

PREVIOUS FIELDS

Carrier ID Policy No. Policy Eff. Date

mm/dd/yyyy

Ex re Record:
Exposure Splits

Enter an exposure or exposure split to the unit statistical report. To add an exposure, click the Add
Expo button at the top right of the section. To add a split, click the Add Split button. Once exposures
and splits have been added, click the Calculate button to calculate the exposure totals. The totals
can also be manually inputted.

EXPOSURE
SPLITS
Add Split | Add Expo | Calculate
Split Indicator Mod. Eff. Date Rate Eff. Date Total Exposure Subject Premium Exp. Mod Modified Premium

Mo data available in table

EXPOSURE TOTALS

Subject Premium Standard Exposure Standard Premium

A pop-up box displays to add the split and a pop-up box displays to add the exposure. Once all
fields have been added, Reset, Save, or Cancel using the buttons. *Note: the first exposure
added will have the Split Indicator pre-populate to ‘0’. Adding multiple exposures causes the
split indicator to go in consecutive order 0,1,2 etc. Split indicator must be completed in
consecutive order, or an error will occur.

ADD EXPO " ADD SPL X
e
Split Ind. * Mod Eff. Date * Rate Eff.Date * Exp. Mod.
0 ~ nm/dd/yyyy mm/ddfyy 00.000
,,,,,,, = - .
fffff ——— -
- A (e D D
« | [0 DY
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After selecting Save, the exposure appears in the grid. There are different subsections on the
exposure splits. Depending on what class category selected when adding the exposure, the
system will add to the subsection of Subject to Mod, Not Subject to Mod, and Non-Standard.

EXPOSURE

ko CF. [ S Y. G g Wod [l s Tun (2 e e Pramiur hew

EXPOSURE

seums To edit or delete an exposure, use the Edit and Delete buttons on the left-hand
== side of the grid.

Exposure Totals

Tally up all exposures for the insured and place them in the corresponding fields. There is also
the option to use the Calculate Button in the Splits Section. *Note: this is not a required section.
Ensure values are entered correctly to prevent additional follow-up.

EXPOSURE TOTALS

Subject Premium Standard Exposure Standard Premium

If there are no losses to report, save the unit.

Loss Info Record:
Loss Info

Add all losses applicable to the unit statistical report. To add a loss, click the Add Claim button at
the bottom of the section.



LOSS INFO

Show 10 2

Update Type

Claim Number

Showing 0 to 0 of 0 entries

Add Claim

Accident Date

No. Of Claims

Incurred Indemnity

No data available in table

Incurred Medical

Claim Status

Previous  Next

A pop-up box displays to add the claim information. Input data and Reset, Save, or Cancel.

ADD CLAIM

Update Type
R - Revised

Incurred Medical

52344

Claim Numer =

Class

8310

LOSS CONDITIONS

Loss Act
01 - State Act

Catastrophe Code
oo

Oecupation Description

Faid Madical

523.44

Loss Type
01 - Trauma b
MCO Type

00 - Not Approvec ¥

Lump

Claimant Att, Fees

Actident Date *
09/02/2019
Type of Injury *

03 - Temporary Inj %

Recovery

01 - No Recovery ¥
Injury Part *

35 - Hand W
Fraud Claim ind.

00 - Not Frauduler

Emgp. Att. Foes

Me. of Claims.

1

Claim Stats *

1 - Closed

Claim Type:

0 - Worker's Com ™

Injury Mature =

40 - Laceration

Deduct. ind,

ALAE Paid

L

Incurred Indemnity

Sertlement

00 - Claim not sub ¥
Injury Cause =

16 - Hand Tool, kY

Paid indemnity

ALAE Incurred

M - CLAIM DOES b v

x

s

Users can find definitions of input fields in the Wisconsin Workers Compensation Statistical Plan

Manual.

After selecting Save, the loss appears in the grid. To edit or delete the loss, use the Edit and
Delete buttons on the left-hand side of the grid.

LOSS INFO

5 aili

e Ty

Shoseng 7 b 1o 1 entnes

Loss Total

s marsbe

Braend Dals

i, 8 s

Ieop et s

Barwer e Bewe o

13384

Tally up all losses and place them in the corresponding fields. *Note: this is not a required

section. Ensure values are entered correctly to prevent additional follow-up.
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LOSS TOTAL

No. of Claims Incurred Indemnity Incurred Medical Paid Indemnity Paid Medical

ALAE Paid ALAE Incurred

When all fields have been entered for the unit statistical report, scroll to the top right of the
screen to either Save or Cancel the unit transaction. To save, select the Save button at the
top right of the screen. A pop-up box appears as confirmation.

*Note: Saving the unit does not submit the transaction to the Wisconsin Compensation
Rating Bureau, it simply saves the unit statistical report in Manage Data.

Validate

After the unit has been saved, test validate the unit prior to submitting it to the Wisconsin
Compensation Rating Bureau. *Note: unit statistical reports that are test validated are not
submitted. The unit will still need to be submitted after validations are run.

To validate the unit prior to submitting, select the test validate button at the top left corner of the
saved unit statistical report.

The WCRB highly recommends using the Test Validate to confirm the unit is correct prior
mission.

VIEW UNIT STAT REPORT

Export to WCSTAT | Export to Excel ‘ Add to WCSTAT Queue | Print Test Validate | Submit

In Test Validate, the system will run edit validations on the data to ensure the reporting is correct
prior to submission. A dialog box displays any edit IDs and comments found in the validation
process. If any of the edits are rejected, the unit will not be accepted to our database and the
errors should be resolved before submitting the unit to the Wisconsin Compensation Rating
Bureau. Close the dialog box to return to the saved and unsubmitted unit statistical report.

USR EDIT ERRORS %

Show 10 ¢ entries
Edit ID Edit Comment Severity Record Identifier Additional Info
699 Carrier ID 10448 is not 4 (Rejection)
approved to report USRs
directly to NCRB.
87 Report is too early for 2 (Failure)
policy entered.
Showing 1 to 2 of 2 entries Previous - Next
‘ Close ‘
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Submitting

After saving and validating the unit statistical report, use options at the top right of the screen:

O || &

With the (+) icon adds this unit to the My List Widget on the Dashboard. With the Trash Can icon
the delete the unit statistical report completely. With the Pencil icon modify the unit data.

To the top left there are additional options:

Print

‘ Export to WCSTAT Add to WCSTAT Queue

Test Validate | Submit ‘

Export to WCSTAT: Transfer this unit statistical report to the WC format.

Export to Excel

Export to Excel: Create an Excel spreadsheet with the data entered for the unit.

Add to WCSTAT Queue: Add the unit to the WCSTAT Queue Widget on the Dashboard.
Print: Open a pdf copy of the unit for printing.

Test Validate: Test validate the unit again after any modifications are made.

Submit: This submits the full unit statistical report to the Wisconsin Compensation Rating
Bureau. Once selected the system acknowledges that the unit was submitted and lists the

status of the unit. Acknowledge the message by selecting OK, or OK and add to WCSTAT
Queue to add the transaction to the WCSTAT Queue located on the dashboard.

How to Create a Unit Statistical Report Correction

It is possible to correct a previously submitted and accepted or rejected unit statistical report.
To make a correction, find the unit statistical report that needs the change.

Go to the Dashboard and input the policy number for the unit in the Search widget and select
the Unit Stat Button.

F n |

SEARCH

Policy Number Policy Effective Date

mm/dd/yyyy

( EMPLOYER )( UMIT STAT ) ( POLICY )

—

The search results show unit statistical reports submitted for that policy. By clicking the
hyperlinked report number, the system shows the unit stat report screen.
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To make a correction to the report, select the Create Correction button at the top of the screen.

VIEW UNIT STAT REPORT

Export to Export to Add to WCSTAT - Create Create Create
rint
WOCSTAT Excel Cueus Coarrection Subsequent Separated

A Create Correction dialog displays to select which correction type is needed. After selecting the
correction type, hit the Create button. *Note: selecting a specific record to correct displays only
that record for editing. To correct multiple records, select the Corrections to multiple record types
[M] option.

CREATE CORRECTION

SELECT CORRECTION TYPE

(PR | Cancel

The unit statistical report displays with a copy of the stored unit data and the ability to edit any
open fields.

For all sections on the left-hand side of the screen, edit or delete previously saved records or
add new records. Once all records have been updated with the correct unit data, save, validate,
and submit the unit statistical report data.

How to Create a Subsequent Unit Statistical Report
To create a subsequent unit statistical report, find the initial reported unit for that policy.

Go to the Dashboard and input the policy number for the unit in the Search widget and select the
.L,Jnit Stat button.

SEARCH

Policy Number Policy Effective Date

mm/dd/yyyy

( EMPLOYER )( UMIT STAT ) ( POLICY )

—

The search results show all unit statistical reports submitted for that policy. Clicking the
hyperlinked report number (Rpt. No.) 01 leads to the view unit stat report screen.

Shaow 1} & enkries Excel | CSV | Copy F M
Carrier Palicy Policy | Hocteeo B, [=-0 8 Carr. Combo Corverngs Saubmisaacn Sop. Sogman Hecotved idin weh
] teamber Duate: wnsured Mame 3 Mo Tree 1] o o Ha. Datn Fates Sats

10848 DA ¥ 5 1 oa BYIAZT 235H910 TWEIT A000% 12 e Acvepled Subemitied *]
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To make a subsequent report, select the Create Subsequent button at the top of the screen.

VIEW UNIT STAT REPORT

Export to Export to Add to WCSTAT B Create Create Create
nnt
WCSTAT Excel Queus Correction Subsequent Separated

A dialog displays to select which losses to copy to the subsequent unit. If the initial unit does
not have a loss reported, select Create.

CREATE SUBSEQUENT ®

SELECT LOSSES TO COPY

Show 10 & entries Search:
Update Claim Accident No. Of Incurred Incurred Type of Claim
Type Number Date Claims Indemnity i Class Injury Status

No data available in table

Previous Next

[

The unit statistical report will display with a copy of the stored unit data and the ability to edit any
open fields.

Showing 0 to 0 of 0 entries

For all sections on the left-hand side of the screen, edit or delete previously saved records or
add new records. Once all records have been updated with the updated unit data, save, validate
and submit the unit statistical report data.

How to Create a Separated Data Unit Statistical Report

This function is used when a policy covers more than one risk, and the data needs to be
separated out. Submit a separated unit report by copying the original unit containing the
combined entities and then separating out the exposure and loss records for each entity.

To separate data between the entities, access the original submitted unit stat report. Navigate
to the Dashboard and input the policy number for the unit in the Search Widget and select the
Unit Stat button.

’-
SEARCH

Policy Number Policy Effective Date

mm/dd/yyyy

( EMPLOYER )( UNIT STAT ) ( POLICY )

—

50



Search results show all unit statistical reports submitted for that policy. Clicking the hyperlinked
report number (Rpt. No.), shows the View Unit Stat Report screen.

Show i} & entries Excel | CSV | Copy € - i
Carrier Palcy Py [ Hectve Bpt Corr. S8q.  Com Comba Coverage Submussazn Sep. Segmeni  Rwcwived dit web
L] Humber Date Insured Hame L Mo Trpe ] L] L4 No. Drate Sabun Slafiun
10248 TRy I 5 1 (21 BI9IAZT 233M40 201812150005 121 Ae Accepled Suteitted o
10448 QBT -D ] 6523 25554410 IMNTI00N WAL Acoepted  Bubmimed 0
Shawing 1 to 2 of 2 entties 3 - ;

At the top left of the screen there is a button for Create Separated. Clicking this button
generates a new unit statistical report that is identical to that which has already been submitted.

VIEW UNIT STAT REPORT

Export to Export to Add to WCSTAT Print Create Create Create
Tin
WOCSTAT Excel Queus Correction Subsequent Separated

Update the submitted information to differentiate what records that were submitted belong to
the separated entity.

H r Record:
The unit will display grayed fields that are not editable. The insured name and address fields
can be changed. This should be the name of the entity from the original unit report. Further

down the page, update the report with the separated entities names.

HEADER

POLICY INFO

Eaavias 102 - Poliy B~ Rt e Corr. e Mt Ceveanieen T Faplareerd Ll
oo

Py 11 Sate * oty fup Sate i St - S Bate

Pk D Mmba

s e

Addeen

POLICY COMDITIONS

3y, IR Paliy Muki Stabe Py lernab: Foboy Lt AuderLade

POLICY TYPE ID

Typa Cremmgs Plam ke oa Seantend e

Lo Sk b Dhvain by Dl ] (Lo b [ [ -



Ex re R rd:

View the exposure details by clicking the arrow on the left- hand side of the screen. The exposure
records shown are from the combined original unit statistical report that was submitted. Clicking the
edit and delete fields on the left-hand side allows updates to the records to show what is contributed
to the separated entity.

EXPOSURE
SPLITS

]

SUBJECT TO MOD:

BeE bl T Fwin e e Frneen

[Ty peey W ERY. Dte Aute EIT, Dke. Fap Mad [N o ] [ Enjusare Masial R Ferarase dar

=

HOT SUBJECT TO MOD

b [ Mt A Oaie B Y. e Hag. bhaat g et (T st Papumiae Bl Mg ek b

WO STANDARD
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For example, this insured submitted $42,000 in exposure for class code 8832. Let’s say their
separated entity is responsible for $20,000 of that $42,000. Select the Edit button.

tipsate Tpme i EIT. G e EFT, Dave Eup. bes Expes i (ED Claws fres—, il Bt reraaan e

In the dialog box, update the Exposure number to reflect the exposure information for the
separated entity. So, for this example delete the $42,000 and input the $20,000 this entity is
responsible for. Once all edits have been made to the exposure, click the Save button and the
system will change the record information on the grid.

EDIT EXPOSURE pe
Split bnd. * Class Category *
o b Subject toMod V¥
Update Type * Mod Eff. Date * Rate Dff.Dale * Exp. Mod. Expo, Act *
R - Revised w o6/12/2007 06/12/2017 0 01 - State Act or F v
Class * Exposure Manual Rate Premsum Amt, *
8832 20000 .22 92

Reset % Save [l || Cancel ®

If there are exposure records listed that are attributed to the first entity and not this separated
entity, the user needs to delete them by selecting the delete button to the left. *Note: The
exposure records displayed should reflect that of the separated entity only.
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*Note: if there is an additional exposure record that needs to be added, create a correction
transaction to the original combined unit statistical report, not this separated USR.

Once the exposure information is updated for the separated entity the user will then need to
update the exposure totals for this entity.

EXPOSURE TOTALS

Subject Premium Standard Exposure Standard Premium Modified Premium

Loss Info Record:

Similar to the exposure records, the Loss Info Record will show all losses the insured has
submitted from the original combined unit. If there are losses that do not apply to the separated
entity, select the delete button. The losses displayed should reflect that of the separated
entity only.

*Note: If the separated entity has a loss that is not reflected here, create a correction
transaction to the original combined unit statistical report, not this separated unit statistical
report.

Once the loss information is updated, update the loss totals for this entity.

LOSS TOTAL

rated Data Record:

The separated data record is the section of the unit to identify the separated entity.

SEPARATED DATA

Separated Segment Number * Separated Date * Separated Insured Name * Previous Separated Segment Number

Separated Segment Number: Enter the separated segment number. The first separated unit
for the policy would be reported as a 01. When multiple separations occur on one policy, the
segment numbers should be reported in sequential order 02, 03, and so forth.

Separated Date: This is the date the insured(s) separated from the original unit report data.

Separated Insured Name: This is the name of the person or business that is being separated from
the existing unit statistical report.

Previous Separated Segment Number: This is not a required field. However, if placed here it
would be the previous separated number used for that policy. This is only used when
correcting link data.

Once all records have been updated with the separated unit data the user will need follow the
steps to save, validate and submit the unit statistical report data.
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Correspondence Tab

How to Search for Correspondence

USR SEARCH NTC SEARCH

USR CORRESPONDENCE SEARCH

Carrier Correspondence ID USR Status Correspondence Type
All Carriers Selected (574) - Correspondence ID
Policy Number Status Date Range
Policy Number mm/dd/yyyy - mm/dd/yyyy
Combo ID Coverage ID
Combo ID Coverage ID
4 ™ / ™
 semmrcH | [ RESET |
. S \ J

Search for all correspondence from the Wisconsin Compensation Rating Bureau via the
correspondence tab on the navigation menu.

Dashboard Policy ¥ Unit ~ Fines Back to Portal

On the Correspondence Search Screen, input search criteria to locate the stored
correspondence sent to the carrier. The search is divided into USR or NTC.

USR Search
USR Search Fields
Correspondence ID: If specific correspondence ID is known, input that in this field.

USR Status: Narrow down by status, such as Delinquent and Pre-Delinquent.

Correspondence Type: Use the drop-down menu to select a specific type of
correspondence.

Policy Number: Add the information to search for all correspondence for that specific
policy.

Status Date Range: Narrow down by specific time period.
Combo ID: Narrow down by specific ID.
Coverage ID: Narrow down by specific ID.

ive Date: Add the effective date of the policy to further narrow the
search for a specific correspondence.

Once all the criteria is entered, the search will display results in a sortable grid.



USR SEARCH NTC SEARCH

USR CORRESPONDENCE SEARCH

Carrier Correspondence ID USR Status Correspondence Type

All Carriers Selected (575) - Correspondence ID v
Policy Number Status Date Range

Policy Number 06/15/2023 - 07/14/2023
Combo ID Coverage ID

Combo 1D Coverage ID

SEARCH [ mEseT |

Show 10 ~  entries

Correspondence ID Correspondence Type Status Date - | Status Follow-up Date Carrier ID Coverage ID Policy Number Linked Entity
[ 991020028304 USR ESTIMATED 07/14/2023 Accepted 11103 0016679 000003173 USR|01-01 )
[ 991020058156 USR ESTIMATED 07/14/2023 Accepted 11193 0016679 USR101-01 =]
[ 991020060702 USR ESTIMATED 07/14/2023 Accepted 11103 0016679 000003173 USR|01-01 =
[ 991020983392 USR ESTIMATED 07/14/2023 Ancepted 11193 0016679 USR101-01 3]
[ 991020095203 USR ESTIMATED 07/14/2023 Accepted 11193 0016679 000003173 USR101-01 =]
D_ 991020999569 USR ESTIMATED 07/14/2023 Accepted 11193 0016679 000003173 USR |01-02 Q)
[ 991020783028 USR REJECT 06/22/2023 Accepted 10863 0337772 0 )
[ | 991020780047 USR ESTIMATED 06/22/2023 Accepted 10363 0337773 0 =3
[ 991020812050 USR ESTIMATED 06/22/2023 Accepted 10363 0337773 0 =]
[ 991020008570 USR REJECT 06/21/2023 Rejected 16144 0 =)
Showing 1to 10 of 318 entries 3 32 ext

Export the correspondence to Excel, CSV or Copy to the clipboard. To the left side there is
also a pdf icon, clicking the icon the correspondence will open in another window.

Show 10 &  entries

dence 1D Type Issued Date Carrier Linked Entity Policy Number Emplayer
[1:] 2934094 NONCOMPLIANGE CANCELLATION REQUEST 08/24r2020 21873 Coverage ID - 25444440
B | s NCRE FINAL INELIGIBILITY NOTICE 082472020 12579 Coverage |D - 25668880

Hover above the dialogue bubbles in the column on the right display the status. The color
changes based on status: Green = Answered/Complete, Yellow = Under DCO Review, White =
Unanswered. Clicking the dialogue bubble brings up a pop-up box with a free text field to respond to
the USR message. A paperclip icon allows for attachments. An up arrow icon sends the response.

View and Respond to USR Letters

Navigate to the USR Correspondence Search via the

. Dashboard ~ Policy ~ Unit * Correspondence ~ t
Correspondence Tab. Use Correspondence ID search field ’
criteria for fastest results (if known). Otherwise, search USR Search '
using known criteria: Carrier, USR Status, Correspondence NTC Search

Type, Policy Number, Status Date Range, Combo ID and/or
Coverage ID.
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Use the PDF icon * on the left to view a printable version of the USR letter. Use the dialogue icon

on the right 2 to enter a response.

Type a message into the blank box. Use the
up-arrow button @ to send the response.

COMMUNICATOR MESSAGES X

ENTER A MESSAGE TO SEND A RESPONSE TO THE DCO.

@

The paperclip button allows a user to add

}@ an attachment.
[+]

—

No files attached

If the Unit Stat Report Search displays a badge in the View Letters Column, clicking on it leads to the
USR Correspondence Search tab.

(IS CLMSEARCH  UNIT STAT TRACKING SEARCH SUBMISSION SEARC

UNIT STAT REPORT SEARCH
Carrier Policy Number Policy Eff. Date Begin/End Submission Il
All Carriers Selected (585) - mm/dd/yyyy - mm/dd/yyyy |
Report No. Corr. Seq. No. Combo ID Coverage ID Sep. Segmen
v Cor.Seq. No Combo ID Coverage ID Sep. Segme
Status Current View Due Date Begin/End
Al v mm/dd/yyyy - mm/dd/yyyy
<)
View/Print USR(s) | View/Print Error Report ‘ Export to WCSTAT ‘ Export to WCCRIT |
Show 10 v entries ‘ Excel | CSV | Copy ‘
Policy Effective cor.Seq. <
CarrierID” Policy Number”  Date Insured Name Rpt.No."  No. Com.Type” CombolD” CoveragelD Submission!D ™ View Letters™ 1
1 10/01/2021 P 0 7 o
L'
1 1070172021 o o o0
il

NTC Search

NTC SEARCH

Carrier Correspondence 1D NTC Status Correspondence Type

574 items selected v Correspondence |D hd A4
Issue Date Range Policy Number Unresolved Status

i mmy/dd/yyyy Policy Number

SEARCH [ mESET |
\. W,

Toggle between USR Search and NTC Search using the tabs along the top of the search box.

NTC Search Fields
Correspondence ID: If the specific correspondence ID is known input that in this field.

NTC Status: Narrow down by status, such as Unanswered Fined, or Advisory.
Correspondence Type: Use the drop-down menu to select a specific type of correspondence.
Issue Date Range: Add a date range to find all correspondence that occurred during that time.

Policy Number: Add the information to search for all correspondence for that specific policy.
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Unresolved Status checkbox: Narrow down by status of unresolved.

After adding the search criteria, select the search button to show the results. The results section has
a list of all correspondence that corresponds to the search criteria.

—
USR SEARCH NTC SEARCH

NTC SEARCH

Carrier Correspondence ID NTC Status Correspondence Type
575 items selected - Correspondence ID Under DCO Review 4 Mandatory 4

Issue Date Range Coverage ID Policy Number Unresolved Status
06/15/2023 - 07/14/2023 Coverage ID Policy Number

SEARCH [ mEseT |

Show 10 v entries | Excel | CSV | Copy | Download Selected | Previous - Next

] Carier D~ Policy Eff. Date ©  NTCID Original lssus Date - TimesFined = MNextFineDate = NTC Status Stopped Date ~  Last Comment Submitted ~  Policy Link

u EF 10/15/2022 39 06/15/2023 08/14/2023 Open/Not Fined = N/A Carrier Comment Q‘_)

= EF 05/20/2023 ';.C"l 06/15/2023 0B/14/2023 Open/Not Fined = N/A Carrier Comment Q\J

u EF 3 03/23/2023 991 o 06/15/2023 0B/14/2023 Open/Not Fined = N/A Carrier Comment Q\J

0 a8 07/18/2023 99° L 06/15/2023 08/14/2023 Open/MotFined  N/A Carrier Comment J [

O E 06/22/2023 o9 3 06/15/2023 08/14/2023 Open/Not Fined | N/A Carrier Comment

u E 07/01/2023 997 0 06/15/2023 08/14/2023 Open/Not Fined = N/A Carrier Comment [} Q\J
0oa 08/01/2023 99° 1 06/15/2023 08/14/2023 Open/MotFined  N/A Carrier Comment \ [

Showing 1to 7 of 7 entries Previous . Next

Notice to Carrier (NTC) letters that are not connected to a policy or coverage ID should be listed first
in the results grid, if any. These events are uncommon, but if they occur carriers can respond to
match them appropriately to a policy.

View and Respond to NTCs

Hovering above the dialogue bubbles ~in the column on the right display the status. The color
changes based on status: Green = Answered/Complete, Yellow = Under DCO Review, White =

Unanswered. NOTICE TO CARRIER [

INotice Issuance Date File Number
IMPORTANT - REPLY AT ONCE TO: pe/16/23
Wiscansin Compensation Rating Bursau [DUE DATE - PENALTY AFTER THIS DATE

wwwwerb.org

Checking NTC Due Dates e

[poicy Effective Date Carrier NCCI Number

If there is a Due Date on the NTC, it will be listed on the upper right

of the letter under Due Date — Penalty After This Date. ' E—

Submitting NTC responses

ly contained in the palicy or its

When there is an NTC, they can click on the hyperlinked NTC
ID to navigate to the notice. At the bottom of the Notice are two e e et s i

If a correct reply is not received by the due date listed in the top right portion, s $150 fine will be levied
Fines will be in the amount per the fining schedule provided below. *

buttOI’]S that a”OW a Reply or Prlnt. m,o: i:!n responses will be subject to the same Geadline/late filing penalty

* Fining Sehedule: 1<t notice/na fine, 2nd natice/$150, 3rd notice/$250, 4th notice/$350, Stht natice $500

“* Effective 1/1/10 hard copy responses will no longer be accepted. See Circular 529, **

BE ADVISED THAT PREVIOUS COVERABE FOR THE EMPLOYER INCLUDED ADDITIONAL NAMED INSURED(S} NOT
INCLUDED ON THIS POLICY.

REPLY PRINT

THIS NOTICE FOR INFORMATIONAL PURPOSES ONLY

Letter ID: 991020997529

W00, Rev. 01-01-10
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Clicking Reply brings up a pop-up box

COMMUNICATOR MESSAGES

with a free text field. To the right of the

field is a paperclip icon for adding

attachments. There is also an upward
arrow icon for adding response.

There are also drop-down options to o]
request a due date extension and an 4

option to respond on the next
submission.

Summary of Changes

No files attached |z|
Extend NTC Due Date ~

Response will be the next submission ~

Version | Date Editor Changes

1.0 3/5/2024 | Allia Nelson | Indicated Notifications Widget is not in use for WI.

1.0 2/21/2024 | Allia Nelson | Updated grammar for concise instructions using active
verbiage. Added External Links section.

1.0 9/8/2023 | Allia Nelson | Added View & Respond to USR Letter section. Titled View &
Respond to NTC section for ease of navigation.

1.0 9/5/2023 | Allia Nelson | Removed Communicator Tab section. Ratio of Failed Policy
Transactions renamed to Ratio of Rejected. Mention of Fines
Tab removed.

1.0 8/3/2023 | Allia Nelson | Initial Draft

External Links

Policy Electronic Reporting Instructions/\WWCPOLS Submission Instructions
https://www.wcrb.org/manuals/WCPOLS-SubmissionlInstructions.pdf

WCRB Manuals
https://www.wcrb.org/manuals/

Wisconsin Workers Compensation Statistical Plan Manual
https://www.wcrb.org/manuals/WI WORKERS COMP_STATISTICAL PLAN MANUAL.pdf

Workers Compensation Insurance Organizations
https://www.wcio.org/wcio-specifications-and-related-documents
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https://www.wcrb.org/manuals/WCPOLS-SubmissionInstructions.pdf
https://www.wcrb.org/manuals/
https://www.wcrb.org/manuals/WI_WORKERS_COMP_STATISTICAL_PLAN_MANUAL.pdf
https://www.wcio.org/wcio-specifications-and-related-documents

Glossary

Badge: a clickable icon located throughout the program. May be a circle/oval with number inside,

often gray, blue, green, yellow or red. Examples: L 2 .

EEIN: Federal Employer Identification Number. A 9-digit unique number assigned by the IRS.

NTC: Notice to Carrier

Rpt-Corr: Report Correction

Rpt. No.: Report Number. When this field is a blue hyperlink, it navigates to the unit statistical report.

Transaction Statuses:

Unmatched: One or more of the transactions in a submission required manual action by the
WCRB.

Processed: The policy is stored on the WCRBs database.

Rejected: The transaction has not been stored and has been rejected. The reject reason can
be viewed on the Transaction Rejection Report.

Accepted: The transaction has been stored on the policy without error.

Accepted with Errors: The transaction has been stored on the policy with errors that can be
viewed on the Error Reports.

USR: Unit Statistical Report
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