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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 will provide carriers with a single platform to access
and submit both policy and unit statistical data with real time validations. From the policy side,
users can view stored policy data, modify existing policies, and create new policies. From the
unit side, users can view, create, correct and replace USR data. Manage Data also has fine
features to provide insight into error and rejection reasons, as well as, monthly fine details.

By taking some time to review the first few pages of this user guide, the user will be prepared to
quickly learn how to use this powerful online tool. Manage Data was designed to be user-
friendly and easy-to-use, but if the user has problems, they can refer to this guide for help.

Now let’s get started!

Cookies

Manage Data uses session cookies to remember important information as the user moves
from page to page within the application. These session cookies reside in their browser’'s
memory only as long as their browser session is active. In other words, when the user closes
their 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 web site.
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 in Manage Data open, or spawn, a new browser window when they are accessed.
For example, when they print a report, they are spawning a new window. The user will need to
remember to close the new window whenever they want to exit it and return to where they were
in Mange Data.

Configuring Pop-up Blocker

If the user has a pop-up blocker installed, they will need to allow pop-ups from the NCRB Web
site to properly use Manage Data.

To allow pop-ups from the NCRB Web site using Internet Explorer 11.0, follow these
procedures:

Step 1:
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Open Internet Explorer. Click on the Tools icon 2% in the top right corner. Select Internet
Options from the Tools list. The Internet Options window displays. Based on the browser
version, the user’s view may look different.

Internet Options ? X

General Security Privacy Content Connections Programs Advanced

Home page
(‘ To create home page tabs, type each address on its own line.
W21 sharepointprods
Use current Use default Use new tab
Startup

(O Start with tabs from the last session
(®) Start with home page
Tabs
Change how webpages are displayed in tabs. Tabs

Browsing history

Delete temporary files, history, cookies, saved passwords, and web
form information.

[ Delete browsing history on exit
Delete... Settings
Appearance
Colors Languages Fonts Accessibility

©@  Some settings are managed by your system administrator.

Cancel Apply

Step 2:
In the Internet Options window, select the Privacy tab. The Privacy tab information displays.
Step 3:

On the Privacy tab, click the Settings button. The Pop-up Blocker Settings window displays.
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Step 4:
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On the Pop-Up Blocker Settings window, type www.ncrb.org in the Address of website to
allow field and click Add. The URL www.ncrb.org is added to the list of Allowed sites.

Pop-up Blocker Settings X

Exceptions

Pop-ups are currently blocked. You can allow pop-ups from specific
2 I websites by adding the site to the list below

Address of website to allow:

‘www nerb.org| ‘ | Add
Allowed sites:
Remove
Remove all

Notifications and blocking level:
Play a sound when a pop-up is blocked.
Show Notification bar when a pop-up is blocked.
Blocking level

Medium: Block most automatic pop-ups ~

Learn more about Pop-up Blocker Close

Step 5:

Click Close to close this window.

System Timeout

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

NCRB * NCRF * NCIGA

aaaa
aaaaa

Enter your Logon 1D and Password below and cick Logon to continue. The - |  EXPired session
sy notice

Forgot Your Password?

Click here to request a new Password.

PDF Documents

Manage Data supplies some forms and reports in PDF (Portable Document Format) form. To
read PDF documents, the user must have a PDF reader, like Adobe Acrobat Reader ™,
installed on their computer.
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The user can download Acrobat Reader free of charge at http://www.adobe.com.

Accessing Manage Data

The user will access Manage Data from the Secured Members Area of NCRB, NCRF and
NCIGA Web site. This section describes how to get to the Log On page, enter their credentials,
and access Manage Data.

Logging into the Secured Members Area

The Secured Members Area, also known as the Member Services Portal, will provide access to
all of the secured applications and data on the NCRB, NCRF and NCIGA Web site, so the user
must log on to the Secured Members Area before they can access Manage Data. To log in to
the Secured Members Area, use the following procedure. The user must use the valid user
name and password that were provided to them.

Step 1:
On the NCRB Web site (http://www.ncrb.org), click the NCRB link and then click on Workers

Comp Services link. Under the Member Services area, click the Logon to NCRB Portal link.
The Secured Members Area Logon page displays.

NCRB ¢ NCRF * NCIGA

Logon
Web Applications can only be accessed by personnel. Access
any reports or functions can be accessed. Users of the syste: st first

Need a Logon Account?
Click New Account Instructions if you need a new account setup fog

Already have a Logon Account?

Enter your Logon ID and Password below and click, 4:0 continue. The * indicates fields that are
requires

Enter Logon Information

Forgot Your Password?

Click here to request a new Password.

Step 2:

The user will enter their Logon ID and password. Click the Logon button. The Secured
Members Area page displays.

Note: If they enter an incorrect user name or password, the system will return an error
message to inform them of the invalid data. Re-enter their user name and password
correctly, and click the Logon button to enter the system.
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Launching an Application

The Secured Members Area is the common place from which all secured applications are
accessed on the NCRB, NCRF and NCIGA Web site. The user will only see applications they
have been authorized to access. All of the applications are categorized based upon the
business unit that the application represents. To launch an application, follow these
procedures:

Step 1:

One the left navigation menu, click Workers Comp

|
Home

MCRB.org

Personal Lines

Workers Comp

General

Help

Logoff
|

Step 2:

On the sub-menu, click Manage Data. The application page displays.

Welcome to the Web Apj

Welcome back Morgan. The last time
applications you are authorized to ac

Personal Lines

Workers Comp
Depop Report

Experience Mod Lockup

WCRatings

ManageOwnership
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Navigating in Manage Data

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

When the user first logs into Manage Data they are on the landing page called the Dashboard.
This is a page of widgets that display high level data information for the carrier and provides
easy access to different sections of the application.

Located through out Manage Data are hyperlinks. These hyperlinks easily navigate the user 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
the user easy access to the different sections of the application: policy, unit, correspondence
and fines. Regardless of where in the application to user is, the navigation menu will appear at
the top of the screen.

e ormhfarcina | MANAGE DATA - - - . 7
s RATE BUREAL | "% THE 0ATA omsariTen | |

e The dashboard tab allows the user to navigate to either the data submitter, underwriter
or assigned risk dashboards.

e The policy tab allows the user to create a new policy transaction, complete a real time
search for policy information and complete a search for policy errors and rejections.

e The unit tab allows the user to add and correct unit statistical data. The user can also
search by unit statistical report, claims, unit statistical tracking and submissions.

e The correspondence tab will navigate the user to a correspondence search, which
allows carriers to search and view all correspondence.

e The fines tab will navigate the user to the fines search, which allows carriers to search
and view all policy and unit fines that have been assessed.

e The assigned risk tab will navigate the user to the compliance/non-compliance search,
which allows carriers to verify the status of a transaction.

e The back to portal tab will navigate the user back to the Members Secured Area page
of the NCRB web portal.

e The ®@ icon will navigate the user to instructional videos and provide contact information
for the North Carolina Rate Bureau.

11
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Data Submitter Dashboard

The landing page for the Manage Data application is called the dashboard. Depending on the

user’s role with the carrier, they will either see the data submitter or underwriter dashboard and
possibly the assigned risk 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 master web administrator and request their
role be adjusted.

= £ 4

i ol 20 16 morbuig L & i

— i )
== h o | MANAGE DATA

Bdary Hudberi B
¥ reptitication T - HyTLBO 406 pm =@

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 completely customizable in the way the user views the widgets on the

dashboard. The user can select the pencil at the lower section of the screen to change where
the widgets sit on the dashboard.

Once the customization has been completed, the user can select the \/ or X to accept or
reject the changes. If the changes are accepted the dashboard view will remain the same until
the user changes again.

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

12
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Search Widget

The search widget is located at the top left corner of the dashboard. This widget allows for a
quick search for policy and unit statistical data stored in Manage Data.

r ) |
SEARCH
Policy Number Policy Effective Date
Policy Number mm/dd/yyyy
( EMPLOYER ) ( UNIT STAT ) ( poucv)
[ =

From the search widget, the user is required to input a policy number and the policy effective
date is an optional field. After entering the policy number, the user can select one of the
following buttons: Employer, Unit Stat or Policy.

e The Employer Tab will navigate the user to the Employer Chronicle for that policy.
o The Unit Stat Tab will navigate the user to either the Unit Stat Report Search Page or
the Unit Stat Tracking Search Page, depending on whether the unit for that policy

number has been submitted or not.

e The Policy Tab will navigate the user to the Policy Search Page.
Notifications Widget

The notifications widget is located at the top right corner of the dashboard. The notifications
widget will display all notices sent to the carrier from the North Carolina Rate Bureau. These
could be global announcements sent to all carriers, or those specific to the carrier. Some
examples might be- a new circular or a system outage.

&

# of un-read notifications

NOTIFICATIONS ©O)

COVID-19 - IMPORTANT NOTICE
REGARDING FINES - 3/24/2020

9:36 AM Eﬁ Delete message from

nofification widget

To see additional information on the notification, follow these procedures:

13
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Step 1:

Click on the hyperlink wording of the message. This will open a dialog box that displays the full
notification.

Step 2:

From here the user can select the following: Close, Email Response, Mark as Unread or Delete.
If the user selects Email Response, it will go directly the support email address for the NCRB.

COVID-19 - IMPORTANT NOTICE REGARDING FINES - 3/24/2020 9:36 *
AM

Policy and USR fines for the month of March 2020 have been waived as a result of COVID-19 while organizations adjust to a new
way of doing business. Fines will resume in the month of April 2020.

Email Response & Mark as Unread &

My List Widget

The My List Widget is located on the middle of the dashboard, on the left-hand side. The My
List widget displays transactions that the user has added. It was designed to create a short cut
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.

The user can navigate between the tabs on the left to view the transactions associated with
either policy or unit.

MY LIST
POLNCY NPTRET PO T BT
L n o o] (e e oo O Ay BIEOED
1] POLECY R DA [ § 1] -] TTATIE LTE ] BATE e
e . i SRR Ok A TR Ao R PR Y BT woHstonl
2 D
& [ 2]
UKNIT STAT
1 D
- 0
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Policy:

POLICY

B Policies (1]
Flagged stored policies in Manage Data

= Individual Transactions (5 ]
—"  Flagged individual policy transactions

A Errors (2]

——  Flagged policies with an error

Unit Stat:

UNIT STAT

O Units (0 ]

———»  Flagged stored units in Manage Data

2 Individual Transactions O
—*  Flagged individual unit transactions

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

Once the user selects a category from the left, a table will display to the right in a sortable grid
with columns. The table will display the following information for the transactions: NCCI ID,
Policy #, Effective Date, Expiration Date, Combo ID, Coverage ID, Status, Primary Name,
Added Date and User.

Removing Transactions:

The transactions the user has placed on their My List will stay on their list until they decide to

remove them. To remove the transaction from the My List Widget, select the © located at the
far right of the table.

Exporting Lists:

Users can also export their entire My List or a specific category by the export buttons at the top
of the table.

15
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MY LIST
POLCY
w0 WFF. [}1-F 3
W Palicies O ¢ s o pan
1088 EDLSFUSIGMI) QARG DAORINE 13
10480 SDLFFJSDOTM2] OAFBLNEYD DAMOI000 1%
10338 3 A VIR 0D
I Frooe [:]
0888 TTWRCASOEYT ORIt
UralT STAT 0838 W 4 AN DA o
] o
an sciions 1D
- [ : ]

[exmonr s sovr] |
[exresT rowscy TansACTIONS LSt |
STATUS  EMDOESEMENT  ADDED
cotl  ETATUR  BATE ) baTE L]

Freied 4TSN HABN wsraiond g
Unrmaiched 34/00/7020 MMM bmblationd &
Mrephed  ALTINDRE AT v
L indeidl a2 T nmmamiond @
Meecied | Q1I4TO WOREUID) WL e

—

—r

Export entire My List

Export specific list of
transactions

The system will generate an excel spreadsheet with each tab on its own worksheet with column

headers.

B X

QUER et Poge Lavo

o
Vs

.

Chptoard

2 M6t

3 N3ie1
4 T16t

POLICY NO.
13WCRUEEI6

* | EFF. DATE
02/14/2020
0270172019
12/07/2018
01/01/2020
02/13/2020

2TWBEK2206
STWACACOLS2
15WHPK2 160
FEWEGITS178

Poicis | PolicyTaw  Errors | Linds

€

(IEDE]
6582047

Tracking by Category Widget

"
22129540

257110 3090

ACROBAT Q) e
F-! l M sen -
X7 2 g
2 o Condmonal Fomatas Cail
Fommatting = Toble~ Styhes~
ayw ok

I-Ay

20
Som & bna &
Tiver = Swlect~

P volete ~
Hirormat- £ -

F G H

~|COMBO It - COV.10 - DAYS th:@nn DATI ~ ERROR IC * | ERROR MSG.
) 17880115 We have not received the criginal policy for this policy

(L 01/16/2020

Al Transactions

17881685 Multiple mailing addresses regorted on change transad
17910286 There are duplicate non-key field change transactions
18015128 We have not received the orginel policy for this policy.
18013711 Wie have ot recmived the ariginal paficy for this policy

The tracking by category widget is located on the middle of the dashboard, on the right-hand
side. The tracking by category widget allows the user to see at a high level the number of policy
and unit statistical errors they have in real time.

The colored badges next to each category show the number of transactions in that category. If
the user hoovers over the badge it will define what items can be found in that category.
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TRACKING BY CATEGORY

Less than 60 Days: | 876

Over 60 Days: @[11D

POLICY ERRORS

Pre-Delinquent:

Expected: | 11266

Delinquent: 2P
Rejected (All): €D

30-60 Days: €7D

ASSIGNED RISK 60-90 Days: | 1038

Over 90 Days:

UNIT STAT

Policy Errors:

Less than 60 Days: Policy errors that are less than 60 days old, that have not yet
generated a fine.
o If the user clicks on the badge to the right, it will navigate them to the error and
reject search page, with the individual policy results displayed at the bottom of
the screen.

Over 60 days: Policy errors that are greater than 60 days old, and are accumulating
fines.
o If the user clicks on the badge to the right, it will navigate them to the error and
reject search page, with the individual results displayed at the bottom.

Unit Stat:

Pre-Delinquent: Unsubmitted unit statistical reports that are approaching their due date.
o If the user clicks on that badge to the right, it will navigate them to the unit stat
tracking search page, with the individual unit statistical results displayed at the
bottom of the screen.

Expected: Unsubmitted unit statistical reports that are due.
o If the user clicks on that badge to the right, it will navigate them to the unit stat
tracking search page, with the individual unit statistical results displayed at the
bottom of the screen.

Delinquent: Unsubmitted unit statistical reports that are due, and are accumulating fines.
o If the user clicks on that badge to the right, it will navigate them to the unit stat
tracking search page, with the individual unit statistical results displayed at the
bottom of the screen.

Rejected: Submitted unit statistical reports that were rejected, and are accumulating
fines.
o If the user clicks on that badge to the right, it will navigate them to the unit stat
report search page, with the results individual displayed at the bottom of the

17
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screen.

WCPOLS/WCSTAT Queue Widget

The WCPOLS/WCSTAT Queue widget is located on the right-hand side of the dashboard. This
widget allows the user to export policies and/or unit statistical reports in the standard WC
formats. The user can navigate back and forth between WCPOLS and WCSTAT from the top of
the widget. To upload the policy or unit statistical report, see the steps below here.

WCPOLS QUEUE WCSTAT QUEUE
Carrier Policy Number Eff. Date Txn Code Issue Date
10448 20WBCA09693 05/01/2020 02 03/22/2020 (=)
10448 D2WBCACISEV 03/22/2020 03 02/25/2020 (-}
10448 02WBCACOSEV 03/22/2020 04 02/25/2020 (-
10448 22WBCAB2QDA 03/26/2020 03 03/24/2020 (=)
10456 TESTPLEASEWORK  05/01/2020 15 04/08/2020 (-}
10448 22WBCAB2QDA 03/26/2020 02 02/15/2020 (-]
19666 JIHJIKJK 04/01/2020 01 03/28/2020 (-]
10448 22WBCAABOTT 01/01/2020 08 03/18/2020 (-]
EXPORT SELECTED WCPOLS | | EXPORT SELECTED WCPOLS AND REMOVE |

Once all policies have been added to their WCPOLS or WCSTAT ques the user can export
them to the WC format. The user will 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 /[BCAD9693 05/01/2020 02 03/22/2020 (-]
10448 03/22/2020 03 02/25/2020 (=]
10448 03/22/2020 04 02/25/2020 (-]
10448 22WBCABZQDA 03/26/2020 03 03/24/2020 (-]
10456 TESTPLEASEWORK  05/01/2020 15 04/08/2020 (-]
10448 22WBCABZQDA 03/26/2020 02 02/15/2020 (-]
19666 JIHJKJK 04/01/2020 01 03/28/2020 (-]
10448 2ZWBCAABOTT 01/01/2020 08 03/18/2020 (-]

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

o Export Selected WCPOLS: Will export selected policies to the WC format, but the policy
will remain on the widget until the user deletes with the red button on the right-hand side
of the widget.

18
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o Export Selected WCPOLS and Remove: Will export selected policies to the WC format
and will delete the selected policies from the widget.

Unit Statistical Report Analytics Widget

There are multiple Unit Statistical Report Analytics on the Manage Data Dashboard. Each
widget is designed to provide real time information on the Unit Statistical data and help the user
manage their data submissions.

Top 10 USR Edit Failures (Carrier) & Top 10 USR Edit Failures (Industry):

These are two separate widgets. The first widget shows the top 10 edit failures the specific
user’'s company has, the second widget shows the top 10 edit failures the industry as a whole
has.

The user can hover over the edit on the widget to get additional information on the edit.

TOP 10 USR EDIT FAILURES
(INDUSTRY)

EDIT 153 51.2%

Edit Fallures: 3649 Total Falkares: 7123
Description: Edit 153. This is & correction to a USR

that has not boen received or is rejectod

The user has the option to customize these two widgets to remove different edit severities or
include or exclude the carrier from the totals. Located that the bottom of the Top USR Edit
Failures for Industry widget the user will notice the options to customize.

By clicking the edit severity, it will add or delete from the graph. The same can be done to

include or exclude the carrier. Once everything has been customized, the user can select the
Apply button to see the changes in the graph.

19
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Analytics Options
Edit Severity: Warning
Edit Severity: Failure
Edit Severity: Error
Edit Severity: Failure & Stop USR
Exclude User's Carrier(s)

Analytics Date Range Last 30 Days ™~

The user can also customize the graphs with the Analytics Date Range. The drop down will
allow the user to select the date range, giving the user the ability to see how the company is

doing compared to prior time frames. Once selected the user can click the apply button to see

the graphs change.

Analytics Options

Edit Severity: Warning

»
]
=
<

Edit Severity: Failure
Edit Severity: Ermor

Edit Severity: Failure & Stop USR

Exclude User's Carrier(s)

Analytics Date Range Last 30 ﬁ

Ratio of Rejected USRs to Total USRs:

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

20
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RATIO OF REJECTED USRS TO
TOTAL USRS

0.040 —
0.035 4
0.030 4
0.025 +
0.020 4
0.015 o
0.010 4

0.005 4

Carrier Industry I

The user has the option to customize this widget to exclude the user’s carrier from the graph.
By clicking the exclude user’s carrier button, it will delete from the graph. Once the selection
has been made, the user can select the Apply button to see the changes in the graph.

Analytics Options
Exclude User's Carrier(s) C.
Analytics Date Range Last 30 Days v

—

The user can also customize the graph with the Analytics Date Range. The drop down will
allow the user to select the date range, giving the user the ability to see how the company is

doing compared to prior time frames. Once selected the user can click the apply button to see

the graphs change.

Analytics Options

Exclude User's Carrier(s) C‘

Analytics Date Range

Last 30 Days
Last 6 Months
Last Year
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Policy Transaction Analytics Widget

There are multiple Policy Transaction Analytics on the Manage Data Dashboard. Each widget
is designed to provide real time information on the Policy Transaction data and help the user
manage their data submissions.

Top 10 Policy Edit Failures (Carrier) & Top 10 Policy Edit Failures (Industry):

These are two separate widgets. The first widget shows the top 10 policy edit failures the
specific user's company has, the second widget shows the top 10 policy edit failures the
industry as a whole has.

The user can hoover over the edit on the widget to get additional information on the edit.

TOP 10 POLICY EDIT FAILURES
(CARRIER)

EDIT 20013 3.5%
Edit Failures: 18 Total Failures: 519
Description: Edit 20013: There are duplicate non-key
field change transactions within the submission

Edit 45034: 17%

The user has the option to customize these two widgets to remove different edit severities or
include or exclude the carrier from the totals. Located that the bottom of the Top Policy Edit
Failures for Industry the user will notice the options to customize.

By clicking the edit severity, it will add or delete from the graph. The same can be done to

include or exclude the carrier. Once everything has been customized, the user can select the
Apply button to see the changes in the graph.
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Analytics Options
Edit Severity: Warning .
Edit Severity: Transaction Rejected .
Edit Severity: Submission Rejected .
Edit Severity: Printed .
Exclude User's Carrier(s) .
Analytics Date Range Last Month v

The user can also customize the graphs with the Analytics Date Range. The drop down will
allow the user to select the date range, giving the user the ability to see how the company is
doing compared to prior time frames. Once selected the user can click the apply button to see
the graphs change.

Analytics Options

Edit Severity: Warning

Edit Severity: Transaction Rejected

Edit Severity: Printed

Exclude User's Carrier(s)

.
@
Edit Severity: Submission Rejected D
&
]

Analytics Date Range

Last 2 Months

Last 3 Months
r

Ratio of Failed Policy Transactions to Total Policy Transactions:

This analytics widget shows the ratio of the carriers failed policy transactions to all policy
transactions that have been submitted. Displayed next to that is the same ratio but for the
industry as a whole.
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r
RATIO OF FAILED POLICY
TRANSACTIONS TO TOTAL POLICY
TRANSACTIONS

0.25
0.20
0.15
0.10
0.05

o -l

Analtire ('!ntlf\nccame' Industry

APP LY

The user has the option to customize this widget to exclude the user’s carrier from the graph.
By clicking the exclude user’s carrier button, it will delete from the graph. Once the selection
has been made, the user can select the Apply button to see the changes in the graph.

Analytlcs Opt‘on(_sarrler Industry
Exclude User's Carrier(s) @
Analytics Date Range Last Month ~ ~

The user can also customize the graph with the Analytics Date Range. The drop down will
allow the user to select the date range, giving the user the ability to see how the company is
doing compared to prior time frames. Once selected the user can click the apply button to see
the graphs change.

Analytics Options™ "

Exclude User's Carrier(s)

Analytics Date Range

Last 2 Months
Last 3 Months
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WCPOLS/WCSTAT Validation Widget

The WCPOLS/WCSTAT validation widget gives the user the option to test validate the file prior
to submitting. The North Carolina Rate Bureau highly recommends using the test validate to
confirm the file is correct prior to submission.

r 5
WCPOLS/WCSTAT TEST VALIDATION

Choose a file

Carrier
(] File Name

S |

To upload the file the user can click and drag the file, or the user can double click the “Choose a
File” box to browse their computer for the file.

Once a file has been uploaded the system will validate for any errors. The results will display at
the bottom of the widget, with the response listed on the left-hand side.

WCPOLS/WCSTAT TEST VALIDATION

Choose a file

Carrier
] File Name

No errors |

m 11347
m 10804 1
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Ideally, the user will correct any errors identified and revalidate the file until it is at a point of
displaying “No Errors” as a response. Once no errors are confirmed, the user should use the
WCPOLS/WCSTAT upload tool to submit the file to the Rate Bureau.

NOTE: If the user needs to make corrections to errors and resubmits a file for validation

they will need to change the file name. Once a file name has been validated once it
cannot be revalidated under the same name.

WCPOLS/WCSTAT Upload Widget

The next widget is the WCPOLS/WCSTAT Upload widget. Carriers can import their WC files
and the system will submit the data to the North Carolina Rate Bureau every 15 minutes.

To upload the file the user can click and drag the file, or the user can double click the “Choose a
File” box to browse their computer for the file.

Once the file is selected the user will see the file name and status at the bottom of the widget.
The NCRB does not retain or keep the file to be downloaded later.

WCPOLS/WCSTAT UPLOAD

Choose a file or drag it here.

File Name Status

Policy File- The file queued is to process and will
Sample.20200730100558 begin processing on 07/30/2020
11:42:42

Correspondence Search Widget
The correspondence search widget allows the user to search for all letter communication that

has been sent to the carrier from the North Carolina Rate Bureau. The user can input search
criteria to locate the correspondence needed.
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CORRESPONDENCE SEARCH

Policy Number Combo ID

Policy Number Combo ID
Issue Date Range Correspondence Type

mm/dd/yyyy - mm/dd/yyyy v
Coverage ID

Coverage ID

SEARCH RESET

Policy Number: This is not a required field. However, the user will have to input either a policy
number, a correspondence ID or an issued date range. The user can add the information to
search for all correspondence for that specific policy.

Combo ID: This is not a required field. The user can add the combo id of the employer.

Issue Date Range: This is not a required field. However, the user will have to input either an
issued date range, a correspondence ID, or a policy number. The user can add a date range to
find all correspondence that occurred during that time.

Correspondence Type: This is not a required field. The user can use the drop-down menu to
select a specific type of correspondence.

Coverage ID: This is not a required field. The user can add the coverage id of the employer.

Once the user has added the search criteria they wish, they can select the search button. The
system will navigate the user to the correspondence search results page. This is the same
page the user will see if they used the correspondence button on the navigation menu. Steps
for this process and detailed information on the results page are located here.

External Applications Widget

The external applications widget allows to the user to navigate to common applications outside
of ManageData.

EXTERNAL APPLICATIONS

NC Class Code NC Manage NC Basic Manual
Lookup Ownership For WC and
E/l‘ E/l. Employers
Liability
=
NC WC Statistical Depop Report

Plan Manual E/l.

=

27



Manage Data User Guide

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

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.

The top half of the widget allows the user to input multiple search parameters to locate a
specific employers’ experience rating.

r ) |
EXPERIENCE RATING SEARCH

Employer Name

Employer Name

Policy Number

Policy Number

Combo ID

Combo ID

Zip Code
Zip Code

FEIN
FEIN

SEARCH RESET

Employer Name: This is not a required field. The user can input the employers’ name to
generate a search of the experience rating.

Zip Code: This is not a required field. The user can input a zip code, but will have to input
another search parameter to generate a result.

Policy Number: This is not a required field. The user can input the policy number for the
employer to generate a search of the experience rating.

Combo ID: This is not a required field. The user can input the policy number for the employer
to generate a search of the experience rating.

FEIN: This is not a required field. The user can input the full FEIN for the employer to generate
a search of the experience rating.

Once the user has added the search criteria the can select search and the results will display at
the bottom of the widget.
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Combo ID Employer Name Latest Mod ARAP Factor Rating Effective Date Zip Code
6737994 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 the user to stored experience rating history of the employer.

RATING INFORMATION FOR COMBO GROUP: 6737994 x
Rating Eff. Issue Rating Mod Has
Date Date Classifications Result Factor Revisions?

> 021272022 02/26/2021 9 Experience 0970 No
RPENTRY-CONSTRUCTION OF RESIDENTIAL DWELLINGS NOT EXCEEDING THREE Rated

> 05/23/2021 02/26/2021  Cont lass Codes Experience 0970 No
ARPENTRY-CONSTRUCTION OF RESIDENTIAL DWELLINGS NOT EXCEEDING THREE Rated

STORIES IN HEIGHT

Showing 1 to 2 of 2 entries

Hide Revisions ESUGITEENEGHE Excel | CSV | PDF Close

By selecting the arrows to the far left, the user will be able to drill down into the specific rating
information for each policy period.

RATING INFORMATION FOR COMBO CROUP: 6737994 *
1TOTAL INSUREDS
Rating Eff. Issue Rating Mod Has
Date Classifications Result Factor Revisions?

v | 2272022 02/26/2021  Contributing Class Codes: Experience 0970 No
5645 - CARPENTRY-CONSTRUCTION OF RESIDENTIAL DWELLINGS NOT EXCEEDING THREE Rated
STORIES IN HEIGHT

Carrier ID Policy Number Effective Date Caverage ID

@ 13439 UB9R43387221426 02/12/2021 27131600

v 052302021 (12/26/2021  Contributing Class Codes: Experience 0970 No
5645 CARPENTRY-CONSTRUCTION OF RESIDENTIAL DWELLINGS NOT EXCEEDING THREE Rate

STORIES IN HEIGHT

| )

Showing 1 to 2 of 2 entries

Show Revisions Excel | CSV | PDF Close

To the far left will be a PDF icon. By clicking the PDF icon the system will generate a copy of
the experience rating worksheet for that employer for that policy period.

From this screen the user also has the option to export the information to an Excel, CSV or PDF

file.
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RATING INFORMATION FOR COMBO GROUP: 6737994
SUAREZ CARRILLO REMODELING LLC

Rating Eff. Issue Rating Mod Has
Date Date Classifications Result Factor Revisions?
2021 E No
TRUCTION OF RESIDENTIAL DWELLINGS NOT EXCEEDING THREE Rated
5/23/2 1 Experie No
TRUCTION OF RESIDENTIAL DWELLINGS NOT EXCEEDING THREE Rated

Showing 1 to 2 of 2 entries

The bottom half of the experience rating search widget allows the user to search for all

experience ratings that carrier has issued within a specified time frame.

The widget displays pre-selected time frames with a corresponding badge. By clicking on the
badge, the system will navigate the user to the experience rating search screen, where the

results will display.

EXPERIENCE RATING SEARCH

If the user clicks the arrow on the far right, a drop down will appear to show additional

information about the employers’ experience rating for a specific policy period.

Carrier Cambo ID Palicy Number Rating Results Issue Date Employer Hame
Show 10 ¢ entries Eacel | €5V | BOF || Print Ratesheetts . ' et
Combeo I Empheper Hame: Rating Effective Date Mod Fasctor Fating Result Issue Date
Expes
[
Expe
3 [

By clicking the PDF icon the system will generate a copy of the experience rating worksheet for

that employer for that policy period.
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CombaiD Employer Name Rating Etfective Date MedFacter  Rating Res un s Date

Carrier D Palicy Number Efective Date Coverage D

Back on the experience rating search widget, the user also has the option to specify a different
date range by using the issue date range feature.

‘ ............ |

NOTE: The carrier will only be able to see ratings for an employer if they are the carrier on
record for the policy.

Take Out Credits Widget

This widget allows the user to see final credit amounts by year and the corresponding final
credit report for all companies the user is allowed access to. If a final credit report is not
available, then the preliminary report will display if it has been completed.

Woiiar Carry Mame

At the bottom of the widget the user can see all listed reports. The user can use the search
function at the top of the widget to narrow their search by either year or carrier name.

Vil Carree Mame
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To the far left the user will notice a PDF icon. This icon will open another internet browser and
display the credit report.

Herth Carolng Rale Bureau P 1

Takp-Out Crudit Final 2098

Tha mpor shown the otel of all credils Tl haree been submilied 1o RCC] aa calende e J018 Norh Cacling Take-Oet
Cooins. Ay QUESHONS OF CONOEMS reQandid T depodi shoulkd be deecied o the MNCRE lermalon Ceonle o
sspp Lot org o RS- 10

MCC G Cods Tl MR Amounl

0

Performance Reports Widget
This widget will serve as a report card feature for the carriers in 2022.
Fine Invoices Widget

This widget allows users to easily access invoice related information including monthly invoices
and associated payment history.
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FINE INVOICES
Invoice Number Invoice Sent Date Range
Invoice Number mm/dd/yyyy - mm/dd/yyyy

Fine Month Fine Year

September 2021

SEARCH RESET

[ Excer PDF |

Invoice Total
Invoice Sent Carrier Invoice Invoice Payment
Number  Date ID Amount  Balance  Status History

No data available in table

The top half of the widget allows the user to input multiple parameters to locate a specific
invoice, invoices for a specific date range or a specific month and year.

Invoice Number Invoice Sent Date Range
Invoice Number mm/dd/yyyy - mm/dd/yyyy
Fine Month Fine Year
September e 2021 e

SEARCH RESET

None of the criteria at the top is required, other than at least one field must be entered/selected
before a search can be executed.

Invoice Number: The user can input the exact invoice number, or use the item number for
historical invoices.

Invoice Sent Date Range: The user can designate a specific date range to narrow their search.
It is important to note that the invoice sent date is the date the invoice was sent to the carrier.

Fine Month/Year: The user can designate a month and year combination to narrow their
search. The system will default this to the most recently issued fine month and year.

Once the user has added the search criteria the can select search and the results will display at
the bottom of the widget.
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| 4
FINE INVOICES
Invoice Number Invoice Sent Date Range
Invoice Number mm/dd/yyyy - mm/dd/yyyy
Fine Month Fine Year
October v 2021 v

Excel
Invoice Total

Invoice Sent Carrier  Invoice Invoir

Number Date ID Amount  Balance  Statu
3014710202132 11/2021 30147 $50 $50 Un
2060510202132 11/2021 20605 $300 $300 Un|
1966610202132 11/2021 19666 $450 $450 Unj
1497410202132 11/2021 14974 $150 $150 Un
1439710202132 11/2021 14397 3350 $350 Unj

Each line item in the search results is an individual invoice for each carrier that the user has

access to.

Working from left to right in the results grid, the pdf icon will open a new browser tab and display
the invoice.

FINE INVOICES
Invoice Number Invoice Sent Date Range
Invoice Number mm/dd/yyyy - mm/dd/yyyy
Fine Month Fine Year
October v 2021 v
(oo Y o)
Invoice Total
Invoice Sent Carrier Invoice Invoii
Number Date ID Amount  Balance  Statu
3 [B014710202132 11/2021 30147 $50 $50 Un
J 2060510202132 11/2021 20605 $300 $300 Un
] 1966610202132 11/2021 19666 $450 $450 Un
q (1497410202132 11/2021 14974 $150 $150 Un
] 1439710202132 11/2021 14397 8350 $350 Un
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EE Dashboard - Manage Data X @ LoadGlobalFininglnvoice ® +

C & test2016.ncrb.org/Manag

= LoadGlobalFiningInvoice

RATE BUREALI

North Carolina Rate Bureau

Workers Compensation
Reporting Fines

September 2021 InLvoice

Carrier ID:*
Page 10f 2
Invoice Issue Date: 10/05/2021

Remit To Name and Address:
dn

North Carolina Rate Bureau)
P.O. Box 60058
Charlotte, NC 28260-0058

Overnight Remittance Address
North Carolina Rate Bureau
Lockbox #60058|

1525 West WT Harris Bivd - 2C2|
Charlotte, NC 28262|

IMPORTANT

pay the oldest invoices first

Please find below the current invoice that is due 1o be paid within 28 days. The following page(s) are the
outstanding invoices yet to be paid. Note the remit to addresses above. If paying by ACH please send
remittance advice to JAW@ncrb.org, listing the invoices you are paying. Please list the invoice
numbers that you are paying. Do not list the policy numbers. If you do not list the invoices 1o be paid, we will

The invoice number is also hyperlinked and will navigate the user to the fines search screen and

will display each individual fine that contributed to the invoiced total.

FINE INVOICES
Invoice Number Invoice Sent Date Range

Invoice Number mm/dd/yyyy - mm/dd/yyyy

Fine Month Fine Year
October v 2021 ~
[Excel PDF |
Invoice Total
Invoice Sent Carrier Invoice Invoir
Number Date ID Amount Balance Statu
3014710202132{11/2021 30147 $50 $50 Un
2060510202132/11/2021 20605 $300 $300 Un
196661020213211/2021 19666 $450 $450 Unj
1497410202132{11/2021 14974 $150 $150 Un
1439710202132|11/2021 14397 $350 $350 Unj
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o

— orth C i - - - - -
S e BUREAU | EAGERATA 2 : @
FINE SEARCH

nth. NC allows & grace period of anather 30 days from the finable date. Missing

NOTE: NiF represents data not found.

Carriar * Fine Category Fine Type

Al Carriers Selected (539) - Al . v
Invoice Number Fine Month. Fine Year

1996806202232 - -

Show 10 ¢ entries Excel | CSV | Copy Your search raturned 14 record(s) for a total fine amount of $700 Previous - 2

Next
Carier  foice. e Efective  Recsived  THN RPT coRR Ed Fina

o Bumber PolicyUsR  Type  incued Name Policy Humber  Oate Date code M o, o Emeriessage amoust Fine Date
o 9seEn2TZE2 USR RES WOVEIT280  GGNE01)  02EWAZ W az w WENF 580 otre2022 @)
96a  199es0EaII  USR REJ WCVETI4008  DA/042018 02782022 WIF o o n WE $50 osrzsanzz @
gote  9seEDSNIZZI2 USR REJ WCVEI9IIS  OMOA200 OS2V wr a % WENF 50 06r262022
e 2 usa og WOVELIE  OSOLI0E  MF wr o ® WENF 350 06262022
ss68 oLICY Late AFWCFI00008753 0272 teraar202 WE N n e 880 602022
s568 w2 POLIY Late AFACPI00013027 04 temarz022 02 WE N n WE 880 a6rs0/2022
WL 199680620223 POLICY Late AFWCPI0DIZ4ET! 0SOVOR  06RO/Z022 92 WE o NF WENF 350 06302022
9968 199680602232 POLICY Error AFWCPION0NIS ONDS0Z  OLO4/0ZR 01 WE W 45035 An exparience rating m tor of 0.69 i not being reported onthe  $50 06302022 @

palicy for axparionce ma 319 01/06/2021
ek 1996806202237 POLICY Error AFCPIONUIBM DINT BT 6 T 45036 An eapanience rating modifcaton factor of 053 1 10t bHng reported anthe  $50 ez @
dice o

The invoice sent date displays the date the invoice was sent to the carrier. For example,
October fines will display an invoice sent date of November.

| 4
FINE INVOICES

Invoice Number Invoice Sent Date Range

Invoice Number mm/dd/yyyy - mm/dd/yyyy

Fine Month Fine Year

October v 2021 v

SEARCH RESET

Invoice Total
Invoice Sent Carrier Invoice Invoil
Number Date ID Amount Balance Statu

3014710202132 ]11/2021
2060510202132]11/2021
1966610202132]11/2021
1497410202132]11/2021
1439710202132]11/2021

30147 $50 $50 Un
20605 $300 $300 Un
19666 $450 $450 Un|
14974 $150 $150 Un|
14397 $350 $350 Un|

(= = R = R =)

The widget also displays the total invoice amount and the current balance.
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[
FINE INVOICES
Invoice Number Invoice Sent Date Range
Invoice Number mm/dd/yyyy - mm/dd/yyyy
Fine Month Fine Year
October v 2021 v
(oo Y v
Invoice Total
Invoice Sent Carrier  Invoice Invoir
Number Date ID Amount Balance Statu
[® 3014710202132 11/2021 30147 $50 $50 (Un
2060510202132 11/2021 20605 $300 $300 [Un|
1966610202132 11/2021 19666 5450 5450 |Un
1497410202132 11/2021 14974 $150 $150 |Unj
[® 1439710202132 11/2021 14397 $350 $350 |Unj

By using the scroll bar on the bottom, the user will see the next column highlights the invoice
status. Note that the status will show as unpaid even if a portion of the invoice has been paid. It
will change to paid once the invoice has been paid in full.

FINE INVOICES
Invoice Number Invoice Sent Date Range
Invoice Number mm/dd/yyyy - mm/dd/yyyy
Fine Month Fine Year
October v 2021 v

[ Excel | csv | poF |

Invoice Total

Sent Carrier Invoice Invoice Payment
Date 1D Amount Balance Status History
11/2021 30147 $50 $50

11/2021 20605 $300 $300

11/2021 19666 $450 5450

11/2021 14974 $150 $150

11/2021 14397 $350 5350

The final column on the widget is the payment history. The folder icon will generate a pop-up
box that will display the payment history for that specific invoice. This unique feature allows
carriers to see if a payment has been applied without an inquiry to the North Carolina Rate
Bureau. The payment history provides detail such as check number, and the date the payment
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was applied.
FINE INVOICES
Invoice Number Invoice Sent Date Range
Invoice Number mm/dd/yyyy - mm/dd/yyyy
Fine Month Fine Year
October v 2021 v

Excel | CSV PDF]

Invoice Total

Sent Carrier  Invoice Invoice Payment

Date 1D Amount  Balance  Status History

11/2021 30147 $50 $50 Unpaid =

11/2021 20605 $300 $300 Unpaid =

11/2021 19666 $450 $450 Unpaid g

11/2021 14974 §150 $150 Unpaid =

11/2021 14397 $350 $350 Unpaid =

PAYMENT HISTORY FOR INVOICE NUMBER: 1134709202132 x

Excel | CSV | Copy

Invoice Number Event Date Entry Type Payment Method Check/ACH Number Check/ACH Amount Amount Applied

1134709202132 10/25/2021 1:28 PM Credit-Paid ACH/EFT 247370 $200.00 $50.00

1134709202132 1252021 1: 28 PM Credit-Pald ACH/EFT 247370 5200.00 $50.00

1134709202132 10/25/2021 1:26 PM Credit-Paid ACH/EFT 247370 $200.00 $50.00

1134709202132 10/25/2021 1:28 PM Credit-Paid ACHEFT O 9 auaEm $200.00 $50.00

Close

The user can also export the fine invoice search results to an excel file, csv file or pdf, using the
buttons at the top of the search results.
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FINE INVOICES
Invoice Number Invoice Sent Date Range
Invoice Number mm/dd/yyyy - mm/dd/yyyy
Fine Month Fine Year
October v 2021 v

[ Excel | csv | poF |

Invoice Total

Sent Carrier Invoice Invoice Payment
Date 1D Amount Balance Status History
11/2021 30147 $50 $50 Unpaid =
11/2021 20605 $300 $300 Unpaid =
11/2021 19666 $450 3450 Unpaid =
11/2021 14974 $150 $150 Unpaid =
11/2021 14397 $350 $350 Unpaid =

[ 4 J

NOTE: Once an invoice is generated by the North Carolina Rate Bureau, an email notification
will be sent to the carrier typically on the 8" of each month. The email will include a copy of the
applicable invoice. In addition, the invoice will be available on the dashboard through this
invoice widget.

Underwriter Dashboard

The landing page for the Manage Data application is called the dashboard. Depending on the

user’s role with the carrier, they will either see the data submitter or underwriter dashboard and
possibly the assigned risk 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 master web administrator and request their
role be adjusted.
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The underwriter dashboard functions in the same way the data submitter dashboard does. It
allows carriers to see their data at a high level, and manage accordingly. The underwriter
dashboard has many of the same features as the data submitter dashboard — search widget,
notifications widget, correspondence search widget, external applications widget, take out

credits widget and the experience rating search widget. All are linked respectively to take you to

their section in this document.

Loss Cost Multiplier Widget

The loss cost multiplier widget allows the user to see all filed loss cost multipliers for each

carrier they are associated with.

LOSS COST MULTIPLIER Search:

Loss Cost Effective
Carrier Multiplier Date
10227 - 1.595 01/11/2011
11347 - 1.544 04/01/2018
13439 - 2.470 04/01/2018
13579 - 1.544 04/01/2018
19399 - 1.564 04/01/2010
27405 - 1.074 07/01/1996
80012 - 1.095 04/01/2009
[ J
Please contact wcfilings@ncrb.org with any questions. Click here for the full list of All carriers
Loss Cost Multipliers.

|

The user has the option to search for a specific carrier if the list is extensive with the search bar

at the top of the widget.
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[AS

= ————|
LOSS COST MULTIPLIER Search:
Loss Cost Effective
Carrier Multiplier Date
10227 - 1.595 01/11/2011
11347 - 1.544 04/01/2018
13439 - 2.470 04/01/2018
13579 - 1.544 04/01/2018
19399 - 1.564 04/01/2010
27405- 1.074 07/01/1996
80012- 1.095 04/01/2009
[ )
Please contact wcfilings@ncrb.org with any questions. Click here for the full list of All carriers
Loss Cost Multipliers.

‘|

At the bottom of the widget there is a linked email address. This link will allow the carrier to
email the North Carolina Rate Bureau directly if they wish to dispute the findings.

[

LOSS COST MULTIPLIER Search:
Loss Cost Effective

Carrier Multiplier Date

10227 - 1.595 01/11/2011
11347 - 1.544 04/01/2018
13439 - 2470 04/01/2018
13579 - 1.544 04/01/2018
19399 - 1.564 04/01/2010
27405 - 1.074 07/01/1996
80012 - 1.095 04/01/2009
G

Please contactfwcfilings@ncrb.org with any questions. Click here for the full list of All carriers
Loss Cost Multipliers.

5

‘|

Also located at the bottom of the widget is a link to view all carriers filed loss cost multipliers.

This link will navigate the user to the North Carolina Rate Bureau website where they will see an
excel link with the information.
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LOSS COST MULTIPLIER Search:
Loss Cost Effective
Carrier Multiplier Date
10227 - 1.595 01/11/2011
11347 - 1.544 04/01/2018
13439 - 2.470 04/01/2018
13579 - 1.544 04/01/2018
19399 - 1.564 04/01/2010
27405 - 1.074 07/01/1996
80012 - 1.095 04/01/2009
L )
Please contact wcfilings@ncrb.org with any questions.|Click here|for the full list of All carriers
Loss Cost Multipliers.

WORKERS COMPENSATION~  PRIVATE PASSENGER AUTOMOBILE~  RESIDENTIAL PROPERTY ~

VOLUNTARY MARKET

= Voluntary Premium Algorithm

CLASS CODE CHANGES BY YEAR

Code Changes By Year 2019
Code Changes By Year 2018
lass Code Changes By Year 2016
Changes By Year 2015

Changes By Year 2014
nges By Year 2013
inges By Year 2012

anges By Year 2011

Assigned Risk Dashboard

FOSTER CARE LIABILITY~

TRAINING & USER GUIDES ~

The landing page for the Manage Data application is called the dashboard. Depending on the

user’s role with the carrier, they will either see the data submitter or underwriter dashboard and
possibly the assigned risk 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 master web administrator and request their

role be adjusted.
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The assigned risk dashboard functions in the same way the other dashboards do. It allows
carriers to see their data at a high level, and manage accordingly. The assigned risk dashboard
has some of the same features as the other dashboards including the experience rating search
widget and external applications widget. Those are linked respectively to take you to their
section in this document.

Tracking by Category Widget

The tracking by category widget allows the user to see at a high level the number of policy and
unit statistical errors they have in real time. On the assigned risk dashboard there is an added
option for non-compliant transactions.

To review how the tracking by category widget works, please check out the widget instructions
located here. Below is information on the added option for the non-compliant transactions.

30-60 Days: €IID

ASSICGNED RISK 60-90 Days: | 87

Over 90 Days:

Assigned Risk:

o 30-60 Days: Non-compliant transactions 30 days past the non-compliant effective date.
o If the user clicks on that badge to the right, it will navigate them to the
compliance/non-compliance search page, with the individual results displayed at
the bottom of the screen.

e 60-90 Days: Non-compliant transactions 60-90 days past the non-compliant effective
date.
o If the user clicks on that badge to the right, it will navigate them to the
compliance/non-compliance search page, with the individual results displayed at
the bottom of the screen.
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e Over 90 Days: Non-compliant transactions over 90 days past the non-compliant effective
date.
o If the user clicks on that badge to the right, it will navigate them to the
compliance/non-compliance search page, with the individual results displayed at
the bottom of the screen.

Assigned Risk Policies Widget

The assigned risk policies widget allows a user to search for assigned risk policy data. The user
has the ability to filter and search for assigned risk policies including policies received by North
Carolina Rate Bureau (covered) and outstanding policies.

ASSIGNED RISK POLICIES

Coverage ID Insured Name Policy Number

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

Payment Confirmation # mm/dd/yyyy - mm/dd/yyyy mm/dd/yyyy - mm/dd/yyyy
Palicies Status

v
| Excel | CSV ‘ PDF | Copy
Coverage Policy Effective Total Amount - Payment Assign
D Insured  Number Date Paid Confirmation Date Link  Status
No data available in table

Showing 0 to 0 of 0 entries Previous  Next

None of the criteria at the top is required to execute a search, other than at least one field must
be entered/selected.

Coverage ID: This is not a required field. The user can input the coverage ID for a specific
employer.

Insured Name: This is not a required field. The user can search by a specific employer name.

Policy Number: This is not a required field. The user can search for the policy given the unique
policy number.

Effective Date: This is not a required field. The user can search by effective date to generate a
list of policies in the search results.

Payment Confirmation Number: This is not a required field. The user can use the payment
confirmation number given to narrow their search.

Assign Date: This is not a required field. The user can search by the assignment date to
generate a list of policies in the search results.

Policies Status: This is not a required field. The user can use the drop down to select either:
policy received or specific date range for outstanding policies.
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Once the user has added the search criteria they wish, they can select the search button to
show the results.

— Morth Caroling
el LATE BLIREAL

MAMAGE

DAT,
FOR THE RESIDLILL MARKET

[T e i e il Py Wt Eriestin Dutar Tt derusers P Fanenanl Comfieraion Assign Dala Link Sladus

The user will notice the Link column has a hyperlink. If the user has web security access they
will be navigated to the NOA system to view the application. If the user does not have access to
NOA, the link will be disabled.

The user will also notice to the far right there will be a colored badge if the policy is still
outstanding. Once the policy has been received, the badge will not display. The number itself
represents the numbers of days since the assignment was made.

Green Badge: Represents policies 0-30 days from assignment date with no policy.

Yellow Badge: Represents policies 31-60 days from assignment date with no policy.

Red Badge: Represents policies over 60 days from assignment date with no policy.

Carrier Assigned Risk Market Status Report Widget

The carrier assigned risk market status report widget will display the quota information for the
current year.
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CARRIER ASSIGNED RISK MARKET STATUS REPORT

Carrier Name In-Force Policies Carrier Premium Market Premium Target Ratio Actual Ratio
5505 $13,272,320 $53,615,071 23.218 24.754

Expired Assigned Risk Policy Report

The expired assigned risk policy report widget will display a report all assigned risk policies
broken down by carrier id that the user has access to.

EXPIRED ASSICNED RISK POLICY REPORT
Report Date Range
mm/dd/yyyy - mm/dd/yyyy

Carrier

15555 - EMPLOYERS INSURANCE COMPANY OF WAUSAU
15628 - LIBERTY MUTUAL INSURANCE COMPANY

16586 - LIBERTY MUTUAL FIRE INS CO

27243 - LM INSURANCE CORPORATION

Note: The user will need to specify a specific date range before they can view the report. Once
the user has added the criteria they can select the pdf icon. A new browser tab will open and
display the report for the user.
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= Assigned Risk - Manage Data X @ RunReport x + v — X

C @ test2016.ncrb.org/ManageData/Reports/RunReport Q v ® &

NORTH CAROLINA RATE BUREAU
AR 14 EXPIRED ASSIGNED RISK POLICY REPORT Page : 1

Sadiell ) Open in Acrobat

CVG ID  EMPLOYER CARRIER POLICY = POLICY PERIOD

Embedded Links

Located through-out Manage Data are embedded links. These links easily navigate the user to
different sections of the database.

Policy Number: When the policy number is linked, the user can select and it will navigate them
to the View Policy Information Page. From here the user can see all the data elements of the
policy transaction.

TXN (Transaction) Code: When the TXN code is linked, the user can select and it will
navigate them to the View Transaction Page. From here the user can see the individual policy
transaction data.

Report Number: When the Report Number is hyperlinked, the user can select and it will
navigate them to the View Unit Stat Report. From here the user can see submitted Unit
Statistical Report data and make corrections.

Submission ID: When the Submission ID is hyperlinked, the user can select and it will navigate
them to the policy search screen where the user can see all transactions for that submission
and see their correlating status.

Edit ID: When the Edit ID is hyperlinked, the user will be given a full description of the edit in a
new window.

Insured Name: When the Insured Name is hyperlinked, the user can select and it will navigate
them to the Employer Chronicle Page. From here the user can see employer information, such
as the experience modification.

Address: When the Address is hyperlinked, the user can select and it will navigate them to
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google maps, where the user can see the physical location of the employer.

Invoice Number: When the Invoice Number is hyperlinked, the user can select and it will
navigate them to the fines search screen and will display each individual fine that contributed to
the invoiced total.

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 the user will input the policy number in the search widget on
the dashboard, and select the employer button.

SEARCH

Policy Ramber Policy EMective Date

=D e,

The results will show the latest rating information, the primary name and the address for the
insured. By expanding the row on the left, the user will see all the coverage id’s under this
combo group.

Show 10 & entres Previous Mext
Comba ID 1 Rating Eff. Date Rating Result Interstate ID Mod Factor Name Address
B744603 0.0
Coverage ID Insured Name Address Foreign Addr. Ind. Area Country
27205280 N
Showing 1to 1 of 1 entries Previous Mext

Expanding the rows even further, the system will display all of the carriers’ policies related to
that employer contained in our records.

Show 10 &  entries Pre 1€ - Mext

Combo ID 1 Rating Eff. Date Rating Result Interstate 1D Mod Factor Name Address
* 6744603 0.00
Coverage ID Insured Name Address Foreign Addr. ind. Area Country
v 27205280 . N
Period =
Palicy NCCI  Period Exp. Cov. EH. Cov. Exp. ARAP  Missing
Number o Eff. Date Date Date Date Status Factor Units?
BIWECILB435 10456 07/25/2019 07/25/2020 07/25/2019 07/25/2020 CANC 1.00 N (+]
¢ | BIWECILB43S 10456 O 18 07/25/2019 07/25/2018 07/25/2019 ACTIVE 1.00 N (+]
04/07/2020 04/07/2021 04/07/2020 04/07/2021 ACTIVE  ***+* N

Showing 1to 1 of 1 entries Previous Mext
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Continuing to open the rows will bring the user further into the detail of this policy. If unit
statistical reports were filed, they will be displayed here too.

Palicy Number NCCI D Period Eff. Date Period Exp. Date Cov. Eff. Date Cow. Exp. Date Status ARAP Factor Missing Units? =

10456 oF/25/2019 07/25/2020 0772572019 07/25/2020 CANC 1.00 N (+]

- 10456 07/25/2018 07/25/2019 07/25/2018 07/25/2019 ACTIVE 1.00 N o
Submission ID USRID Rpt - Corr Status Accepted Date =

- 202001280007 000000186 1 Accepled 01/29/2020 (+]

Split Mod  Class cov iED Premium Payrodl

(1] o 0900 o 250 o
[t} o B742 o m? 195123
[} 1] 9740 o 20 o
1] 0 a7 01 39 o
(4] 0 2807 01 7 0

Claim # AccidentDate 1 Class niEP - covilE Indemanity Medical Recovery Type (ED Claim Status

No data available in table

The user can click on the Rpt-Corr hyperlink to view the unit report, or the green icon to add it to
their my list widget on the dashboard.

Policy

The user can search for a policy transaction, search for policy errors and rejections, and create
new policy transactions from the policy tab on the navigation menu.

Dashboard | Policy | Unit * Corresponc

Create New Policy Txn ~
Policy Search

Error and Reject Search

Below are steps to common procedures a user will complete in Manage Data as it relates to
policy transactions.

How to Search for A Policy Transaction

In Manage Data, a user can conduct a general search for stored policy information and/or
individual policy transactions. It is important to note, once policy information is submitted and
stored, it cannot be changed. The user will need to create and submit a policy change
transaction to change the stored policy data. Those instructions are located here.

A user can search for stored data and policy transactions via the Policy Tab on the Navigation

Menu or via the Search Widget on the Dashboard. To search via the Search Widget, see
instructions here.

From the Policy Tab, select Policy Search.
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ishboard Policy * Unit * Correspondence Fines Back to Porta

I Create New Policy Txn ~
Policy Search | NOTIFICATIONS

eD Error and Reject Search

I TEST - 7/13/2020 3:55 PM

The user will be navigated to the Policy Search Screen. From this screen the user can input
search criteria to locate the stored policy information and/or the individual policy transactions.

POLICY SEARCH

Carrier Policy Number Policy Effective Date Search Type

Submission 1D Received Date Policy Status FEIN Insured Name

Policy Number: If the user is looking for a specific stored policy, or policy transaction they can
input that here.

Policy Effective Date: This is not a required field; the user can narrow their search 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. If a user wants to search for all policy
transactions, regardless of status, they can select policy transactions.

Policy Status: This is not a required field; the user can use the drop-down menu to choose a
policy status.

FEIN: This is not a required field; the user can input the employer FEIN here. The user can
either enter the last five digits, or the full FEIN.

Insured Name: This is not a required field; the user can input the employer name here.

Once the user has added the search criteria they wish, they can select the search button to
show the results.

In the policy results section, the user will see a list of stored policies that correspond to the
search criteria.
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POLICY SEARCH

Carrier Palicy Humbar Palicy Effective Date Search Type
n.w, Podicy Transact
Submissien 1D Received Date Policy Siatus FRiM Insured Name

Show 10 8 entries Excel | CSV | Copy ’ n Mext
Carrier Py Coverage Policy EH. Tan. lssue Tun. Subeission Recened

L] Mumber 1] Date Insured Hame Addeess Date: Code Status id Date

13181 2520970 24204 Acthe L#]
13181 252090 0214205 Actie (&)

The search will show in a sortable grid with identifying policy information. The user will notice
the policy number is hyperlinked. This hyperlink will navigate the user to the View Policy
Information Page for submitted and/or stored policy information.

VIEW POLICY INFORMATION
information Page
INFORMATION PAGE
[ 1 T Policy Mumiser - r—— Eupieation Bata * Covaraga i® Comba 1
[ 1] Ca) N 10/2020 o oz40 0000 BTAR 1
D s Srwtus Cate Insuse Dt * Recened Date Primary Mame
[ ] ! o140 17/20 o
o Typs of Plaa ID Code Imterytane sk ID Producer Name Priss Palicy Numbar
o MDA Assagmad Rigk
[ B Ot Ligal Mitiss Wirap-Up Cad Typs of Covirags 1D Cada
o 10 - Limvtad Liabity Company Mo 1 - Saandand Policy (WG andor EL)
s ) Emgleyes Leasing Typs Ratrs Rating Code Mirs Prom Saats Code *
1 - Noa-ELC/Cliesit 3 - Nt retro rstied HEC
3A/3C STATES
A Stateis) 3¢ Snateis) inciuds 3 Snseds) Enciude
Etactn Eziranian Ststn Fracn Effectins Saats Effective: Sats

*Note: a feature on this screen worth noting is the units tab on the left-hand side. This will
display all associated units for this policy.

(+) -
Back on the widget, on the far right of the grid there are icons on each row- or which

allow the user to add or deleted the transaction from their My List Widget on the dashboard.

From the search results the user also has the option to export these transactions to Excel, CSV
or Copy to their clipboard.
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Carrier Policy Coverage Pulicy Eff.
in Fumber L] Date

10 20614620 T T

Showng 1 to 4 of 4 entnes

insured Hame

Address

Tom. lesuse

Date

Tan
Code

Submispon Hecehed

Steus Date

If the user had modified their search for policy transactions, instead of policy, they will see that
the transaction code is also hyperlinked. This hyperlink will navigate them to the view
transaction information page associated with the policy transaction.

Excel | CSV
Coverage  Policy B,
o Number wn Date

e 2520970 021472014

How to Search for Policy Errors and Rejections

Copy

Insured Mame

Address

Txn. issue

Data

07/01/2014

OF OB/ 2014

Tan
Code

When a policy submission or individual transaction is sent to the North Carolina Rate Bureau it

passes through a number of edits to verify the information is submitted correctly. If a policy
transaction does not pass the initial edits it will be rejected. If a policy transaction passes the
initial edits it could still flag for errors when it passes our internal edits. Please refer to WCIO
Specs here for how and when policies should be reported the North Carolina Rate Bureau

A user can search for errors and rejections with their submissions via the Policy Tab on the

Navigation Menu or via the Tracking by Category Widget on the Dashboard. To search via the

Tracking by Category Widget, see instructions here.

From the Policy Tab, select Error and Reject.

Dashboard Policy * Unit ~ Correspondence Fines

Bl Create New Policy Txn ~

Policy Search

e D | Error and Reject Search

Back to Portal {

NOTIFICATIONS

| TEST - 7/13/2020 3:55 PM

The user will be navigated to the Error and Reject Search Screen. After a carrier submits a file,

they can use this search to determine the errors or rejects associated with that submission.

Carriers will use this search to find all finable and non-finable errors. Ideally the carrier will use

the following search parameters to prevent any policy fines.
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POLICY SEARCH ERROR AND REJECT SEARCH

ERROR AND REJECT SEARCH

Carrier Error Notice Date Range Policy Number Submission ID Edit ID

All Carriers Selected (9) - nm/dd/yyyy - mm/dd/yyyy

File Name Type Finable Fine Status

(=)
| RESET )
o S
A d

Resolved
Yes v Less than 60 Days - Fi

Carrier: This is a not required field. 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. If the carrier wants to select a specific company, click the drop-down menu
and then click deselect all button. From there they can select the company or companies they
want to search.

Error Notice Date Range: This is not a required field; the user can narrow their search by
adding a date range. The user will notice they can manually enter the date range or select a
pre-fillable date range.

Policy Number: This is not a required field; the user can narrow their error and rejects to a
specific policy.

Submission ID: This is not a required field; the user can narrow their error and rejects to all
policy transactions in one submission.

Edit ID: This is not a required field; the user can narrow their error and rejects to specific edit
reason.

File Name: This is not a required field; the user can search by the name of the policy file.

Type: This is not a required field; the user can use the drop down to specify the search of errors
or rejections.

Finable: This is not a required field; the user can use the drop down to narrow their errors and
rejects that will cause a fine or not.

Fine Status: This is not a required field. If the user inputs “yes’ for the finable field, the fine
status drop down will activate. The user can select the various statuses to narrow their search.

Once all search criteria have been added, the user can select the search button. The
search results will display at the bottom of the screen.
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ERROR AND REJECT SEARCH

Carrler

Error Notlce Date Range

Policy Number

y Numbar

Finable Fine Status

Submission ID

446790

Edit Iz

Resolved

Show s | enbies
Show 10 ¢ entries ot | c5v | cony . e
Submission Carrier Effective ] Exrox Notice FineDwe  Resolved Edit
o Tape File Name L] Policy Mumber Date Code Dats Date Date Tyee 10 Error Message Finatie
Do 5628v01C_DOG32_2200506221 11 2000506222345 15555 2020 2 05/08/2020 Entee o
pddp_ 1 SE2VENC_DO0NE M200506EI 1 HE00S06IEEMS 2735 e DS0A/2020 Esmee Q
podp_15628v01C_00032_202005063221 bl 2000506222345 16586 48/ 2000 05/08/2020 Emae ) Experience rating indicator 7 on header record is M o
nat valid
poein, 1 5628VO1C,DOOYZ, 202005062221 x1 FO2D0062ZEIAS 16586 o200 o8ma200 Eiree 9 Experience rating indicator 2 on header record is M ]
not valid
pdein_1 5628v01C_DOO32_202005062221 x F200S06222243 21814 nmizne O5ma2020 Eoe 9 Experience rating indicator: 2 on header record is M o
-

The search will show in a sortable grid with identifying policy information. The user will notice
multiple hyperlinks. Reference here for where each hyperlink will navigate the user.

The grid will also show the error message to provide the user more detail as to why the error
was generated. To the right of that is a Finable column that will tell the user whether the error
will generate a fine or not if the user does not fix the issue.

On the far right of the grid there are icons on each row- or which allow the user to add
or delete the transaction from their My List Widget on the dashboard.

From the search results the user also has the option to export these transactions to Excel, CSV
or Copy to their clipboard.

POLICY SEARCH ERROR AND REJECT SEARCH

ERROR AND REJECT SEARCH

This search displays all policy transactions that contain errors and rejections. Finable errors and rejections are subject to a $50 fine each month until the error and/or rejection is resolved
Carrier Error Notice Date Range Policy Number Submission ID Edit ID
2 Carriers Selected - mmydd/yyyy - mmy/'dd/yyyy Palicy Number Submission ID Edit ID
File Name Type Finable Fine Status
Resolved
File Mame Yes Less than 60 Days - Fi ~

Show 1p ¢ entries Excel | CSV | Copy IS - 2 Jext
Error
Submission  Carier  Policy Effective THN Notice Fing Due Resolved Edit
[ [+] Number Date Code Date: Date Duate Type 1] Error Message Finabsle
10448 08/28/2020 0F 07/30/2020  09/28/2020 Rejection 48004 Reason code not valid ¥ [+]
10448 05/01/2020 05 O7/29/2020  09/27/2020 Rejection 48022 Multiple 05 transactions are submitted with the same Transaction lssue ¥ [+

Date for the same policy, but they do not have sequential Transaction
Sequence Numbers.

As a carrier works these items and addresses every error identified, it will be removed from this
list. After working the list, the carrier can refine the search with the resolved button at the top.
This will show the carrier all errors and rejects that have been resolved given the search criteria
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presented.

ERROR AND REJECTION SEARCH

Carrier Error Notice Date Range Policy Number Submission 1D Edit ID

File Name Type Finable Fine Status

Sutmisson Carvier Policy EMective ™N Notice Fise Due Resolved Em
L4 o Nurder Oste Cose Date Date Date Type LdJ Error Message Featie

How to Create a Policy Transaction

In Manage Data, a user with specific permissions can create a new policy transaction.
Depending on the transaction type, the user will need to either create a new policy transaction
or create a replacement policy transaction. To steps to create a replacement policy transaction
are located here.

If additional information is needed to determine whether to create a new or replacement policy
transaction, the user can contact the North Carolina Rate Bureau directly at- (919)582-1056 or
support@ncrb.org

Transaction Code | Transaction Type
01 New Policy
02 Renewal Palicy
03 Endorsement
04 Annual Rerate Endorsement
05 Cancellation/Reinstatement
06 Rewrite
08 Rating Change
10 Non-Rating Change
14 Miscellaneous Change
15 Add/Delete State Change
17 Eligibility/Non-Eligibility Change

To create a new policy transaction the user can navigate to the Policy Tab on the Navigation
Menu and select Create New Policy Txn- 01 New Policy from the drop down.
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Dashboard Unit * Correspondence Fines Back to Portal

B |Create New Policy Txn} | 01- New Palicy
Policy Search 02 - Renewal Policy FNONS
D Error and Reject Search 15 - Adding NC Mid-Term
020 3:55 PM |
-1

The system navigates the user to the create new policy transaction page. From here the user

can add all the policy information for the transaction. Note that fields with a gray background
are not editable and fields with a blue asterisk are required. Also note that to the left of the
screen is break down of each section of the policy transaction that needs to be completed.

Information Page

Insured Names
Addresses
Premium
Exposure

Endorsements

Edit Runs

Information Page

The first section is the information page. As previously mentioned all grayed fields are not
editable and all blue asterisk indicate a required field.

INFORMATION PAGE

Carrier ID * Policy Number * Effective Date * Issue Date * Txn. Code *
10448 (DCO) - 10 ~ 12345 08/01/2020 07/31/2020 01
Expiration Date * Primary Name
08/01/2021
Type of Plan ID Code * Interstate Risk ID Producer Name Prior Policy Number
1 - Voluntary v
Legal Nature of Insured Code * Other Legal Nature * Wrap-Up Code * Type of Coverage ID Code *
01 - Individual v 2 -No v 01 - Standard Policy (Wc And/C v
Policy Term Code * Experience Rating Code * Employee Leasing Type * Retro Rating Code *
1 - One Year ~ 5 - Not Rated v 1 - Non-Elc/Client v 3 - Not Retrospective Rated v

Further down on the information page the user will add 3A-3C Sates to the policy transaction.
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To add, the user will select the corresponding box to the left.

3A/3C STATES

5A State(s) € State(s] inchude 5C Statnin) Exclede

W WA S0

The last two sub-sections on the information page is the employer liability limits and premium.
The user will simply input the necessarily information in those fields.

EMPLOYER LIABILITY LIMITS AMOUNTS

Bodily Injury by Accident-Each Accident

100,000 ~
1,000,000 W Bodily Injury by Disease-Policy Limit
100,000 . Bodily Injury by Disease-Each Employee
PREMIUM
Depaosit Prem Amount Policy Est 5td Prem Total * Policy Min Prem Amount * Min Prem State Code *
0 1000 1000 NC - NORTH CAROLINA A

Insured Names

This section allows the user to input all names for the insured in a sortable grid. The user will
need to add a primary name and must have the correct name link ID. The user can reference
the WCIO specs for details, located here. To add a name the user will 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. # PEO Indicator Change Effective Date Change Expiration Date

No data available in table

Showing 0 to 0 of 0 entries

Add Name

A pop-up box will display that allows the user to add the insured name. Once all fields have
been added the user has the option to reset, save, save and add a new and cancel. Itis
important to make sure the primary name is correct by selecting “Yes” on the drop down for
primary name when adding the name.
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ADD INSURED NAME

[e—T— Fodrsd mplayes 15 Nesmbor (PN

UG e et Compary G [rE——

B

Once the user selects save they will see the name appear in the grid. If the user needs to edit
or delete an insured name they can 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
(o [y | TEST company 002 001
(eon XY | vEST company AFFILIATE 003 001
Showing 1 to 2 of 2 entries Previous n Next
‘. Add Name
Addresses

This section allows the user to input all addresses for the insured in the same sortable grid as
the insured name section. Please reference the insured name section here, for how to add

addresses for the insured.

Show 10 % entries Search:
Foreign Change Effective Change Expiration
Address Name Link Address Country Area Type Date Date
123 MAIN TEST N 1-

STREET COMPANY Mailing
RALEIGH, NC
27616

Showing 1 to 1 of 1 entries Previous Next

Add Address

Premium

This section allows the user to input all premium information for the insured in a sortable grid.
To add premium information the user will follow similar steps as outlined above for adding an
insured name, located here.
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PREMIUM
Show 10 ¢ entries
Est.
DCco State Exp.
Coverage Std. Mod.
ID Prem. Status
Delete $1,000
<

Showing 1 to 1 of 1 entries

Add Premium J

Exposure

Exp.
Mod.
Factor

Anniversary
Rating Date

Experience
Mod.
Effective
Date

Expense
Constant

$1

Search:
Other
Indv.
Premium Risk
Discount ARAP Rating
-$1,000 1.000 1.000
>

Previous Next

This section allows the user to input all exposure information for the insured in a sortable grid.
To add exposure information the user will follow similar steps as outlined above for adding an

insured name, located here.

EXPOSURE

Show 10 ¢ entries

Class
Code Phraseclogy
8810 CLERICAL OFFICE

EMPLOYEES NOC

Showing 1 to 1 of 1 entries

Add Exposure

Endorsements

Est.
Exposure
Amount

$1,000.00

Manual
Rate

0.2300

Est. Prem.
Amount

$1,000

Expo.
Period
Eff. Date

Search:

Expo. Effective Expiration
Act Date Date

00

Previous - Next

In this section, the user can add endorsements to the policy transaction. The user will navigate
to the list of endorsements located at the bottom of the page and add them by checking the

corresponding box to the left.
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Once the endorsements have been selected the user will need to indicate the effective date to

the right of the screen. *Note- If the endorsements have different effective dates they will

needed to be added separately.
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Once the user has indicated the endorsement effective date and added all applicable
endorsements, they can select the Add Endorsement button.

ENDORSEMENTS
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If any of the selected endorsements require detailed information, the system will display a blank
endorsement data entry field for each endorsement. The user can enter the necessary
information and continue with the save or close buttons.

WCOD00101A - DEFEMSE BASE ACT COVERAGE

Wik [hwsd # i dions

Saving

When all fields have been entered for the transaction, the user can scroll to the top of the
screen- from there they can save, cancel and even print the transactions.

CREATE NEW POLICY TRANSACTION

To save, the user will select the save button at the top right of the screen. A pop-up box will
appear as a confirmation. *NOTE: Saving the transaction does not submit the transaction to the
North Carolina Rate Bureau, it simply saves the policy transaction in Manage Data.

Validating

Once the transaction has been saved, users with edit permissions have the option to test
validate the transaction prior to submitting it to the NC Rate 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, the user can select the test validate button at the
top left corner of the saved policy transaction.

The NCRB highly recommends using the test validate to confirm the transaction is
correct prior to submission.

VIEW TRANSACTION INFORMATION

Create New Transaction From Policy | Test Validate | Submit

| Export to WCPOLS

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 with any edit ID’s and comments found in the
validation process. If any of the edits are rejected, the transaction will not be accepted to our
database and the errors should be resolved before submitting the transaction. Close the dialog
box to return to the saved and unsubmitted transaction.
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POLICY TRANSACTION ERRORS *
Show 10 & entries
Edit Additional
D Edit Comment Severity Info Hyperlink
30002 FEIN: must be numeric. 1-
WARNING
45006 Experience mod status: is not valid on state premium record 1-
WARNING
21038 Mailing address name link code 002 is invalid. The name link 1-
code was defaulted to 001. (DO NOT TURN OFF) WARNING
47012 WC320301 must be listed on all policies. Bureau version D is the 1-
correct version for policies with policy effective date on and after ~ WARNING
7172018,
47014 WCDD0414A must be listed on all palicies with a policy effective 1-
date on or after 1/1/2019 WARNING
47063 WCDDO0419 is required for this policy period. 1-
WARNING
Showing 1 to 6 of & entries Previous - Next
Close

After the user saves and validates the policy transaction they have additional options at the top
right of the screen:

O @ | ¢

With the (+) icon the user can add this policy transaction to their My List Widget on the
Dashboard. With the trash can icon the user can delete the policy transaction completely. With
the pencil icon the user can modify the policy transaction data.

To the top left there are additional options:

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

Export to WCPOLS: The user can easily transfer this policy transaction the WC format.

Create New Transaction from Policy: This will duplicate the same policy information the user
just added, but allow the user to make changes.

Test Validate: This will allow the user to run the validation again. This is especially helpful if
the user modified after the first validation. *Note: if the validation failed it is important to make
changes to the current policy transaction and DO NOT create another transaction to fix the issue,
as it will generate a duplicate policy transaction causing an error. To correct the current policy
transaction simply click the pencil icon at the top right and the user can change the information
on the transaction.

O || ¢
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Submit: This submits the full policy transaction to the North Carolina Rate Bureau. Once
selected the system acknowledges that the transaction was submitted, lists the status of the
transaction. The user can acknowledge the message by selecting OK, or OK and add to
WCPOLS Queue if they want to add the transaction to the WCPOLS queue located on the
dashboard.

How to Create a Replacement Policy Transaction

To create a replacement policy transaction, the user will need to first locate the shell of the 01
policy transaction.

The user can navigate to the Dashboard and input the policy number in the search widget and
select the policy tab.

SEARCH

Palky Mumbe Py EMatiot Dighe

{ ERlavEn j][i UNIT STAT { POLCY :]

From the search results the user will see all policy transactions. By clicking the hyperlinked 01
policy number, the system will navigate the user to the view policy information screen.

POLICY SEARCH
Carrier Policy Number Policy Effective Date Search Type

Submission ID Received Date Policy Status FEIN Insured Name
123456
. vy
Show 10 & entries Excel | CSV | Cop R

Carrier 1D Policy Number Coverage ID Policy Eff. Date Insured Hame Address. Tun. Issue Date Txn. Code Status Submission Id Received Date

Showing 0 to 0 of O entries

The view policy information screen will show the saved and submitted policy transaction. The
user will select the create new transaction from the top left of the screen.

VIEW POLICY INFORMATION

Create New Transaction From Policy | Print

A dialog will display allowing the user to select which transaction type is needed, after selecting
the user will hit the create button.
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CREATE NEW TRANSACTION FROM POLICY =

Please select transaction code type:
1- New

02 - Renewal

03 - Endorsements

04 - Annual Rerate Endorsement

05 - Cancelation/Reinstatement

06 - Rewrite

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

14 - Miscellaneous Change

15 - Add/Delete State Change

=

- Eligibility/Ineligibility

| Cancel |

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

Unit Statistical Report

The user can create a new unit statistical report, search for submitted and unsubmitted reports,
search for claims and even search for submissions, from the unit tab on the navigation menu.

Dashboard Policy = |Unit | Corresponde

Create New Unit Txn
Unit Stat Report Search N
Claim Search

Unit Stat Tracking Search

Submission Search

Below are steps to common procedures a user will complete in Manage Data as it relates to unit
statistical reports.

The user will be navigated to the Policy Search Screen. From this screen the user can input
search criteria to locate the stored policy information and/or the individual policy transactions.

How to Search for Unit Statistical Report Tracking

In Manage Data, a user can conduct a unit statistical tracking search for units that have not yet
been submitted to the North Carolina Rate Bureau.

A user can 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. To search from the Search Widget, see instructions here, to search from the
Tracking by Category Widget, see instructions here.

64



Manage Data User Guide

From the Unit Tab, select Unit Stat Tracking Search.

yshboard dolicy * Unit = Correspondence Fines

Create New Unit Txn

Unit Stat Report Search

AYLIST
Claim Search

YLIST
| Unit Stat Tracking Search |:

. D
Submission Search

u

TRACKINC

The user will be navigated to the Unit Stat Tracking Search Screen. From this screen the user
can input search criteria to locate the unsubmitted unit statistical report.

By narrowing the search for Due Status of “Pre-Delinquent” or “Expected” the user can see
all unit statistical reports that is not submitted, will produce a fine.

— crth Caroling | MANAGE DATA
___.El RATE BUREALl | FOR THE DaTA SuBMITTER

UNIT STAT TRACKING SEARCH

Carrier Policy Number Due Status Filing Due Date Range

Carrier: This is not a required field. 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. If the carrier wants to select a specific company, click the drop-down menu
and then click deselect all button. From there they can select the company or companies they
want to search.

Policy Number: This is not a required field; however, the user will either have to input
information here on the following field of Due Status.

Due Status: This is not a required field; the user can narrow their search with this option.

14" Month / Pre-Delinquent: This will show all unsubmitted unit statistical reports that are
approaching their due date.

18"-20" Months / Expected: This will show all unsubmitted unit statistical reports that
are currently due.

21% Month / Delinquent: This will show all unsubmitted unit statistical reports that are
due, and are accumulating fines.

Filing Due Date Custom Search: This allows the user to create a custom date range that
they can fill in on the next field.

All: This will show all unsubmitted unit statistical reports for this policy number,
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regardless of status.

Filing Due Date Range: This is not a required field; the user can narrow their search by adding
a date range. The user will notice they can manually enter the date range or select a pre-fillable
date range.

Once the user has added the search criteria they wish, they can select the search button to
show the results.

In the unit stat results section, the user will see a list of unsubmitted unit statistical reports that
correspond to the search criteria.

UNIT STAT TRACKING SEARCH

Carrier Policy Number Due Status Filing Due Date Range

UNIT STAT TRACKING SEARCH
Carrier Policy Number Duse Status Filing Due Date Range

Manth Year

The search will show in a sortable grid with identifying policy information. The user will notice
the policy number is hyperlinked. This hyperlink will navigate the user to the View Policy
Information Page for the stored policy information. The user will also notice that the insured
name is hyperlinked. This hyperlink will navigate the user to the Employer Chronicle.

Located on the right-hand side of the grid is a column for Due Status. If the user did not
specifically search due status, they will see all unsubmitted unit stat reports for that policy and
the status of that report.

(+) -
On the far right of the grid there are icons on each row- or which allow the user to add

or deleted the transaction from their My List Widget on the dashboard.

From the search results the user also has the option to export these transactions to Excel, CSV
or Copy to their clipboard.
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7
Show 10 & |entnes Excel | CSV | Copy Prev n s
Cartier I8 Policy Number  Policy Efectivs Dale  Policy Expiralion Dale  Insured Hame Bpl Ne,  Cowerage 0 Due Slslus  Dus Dale
10456 QT IONg 07N TI020 o 26923040 EXPECTEL oo 9
10458 SEAR T Frar orI T a1 2GR0 EXPECTED I 9
Showing 1 to 2 of 2 entries n e
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How to Search for a Submitted Unit Statistical Reports

In Manage Data, a user can conduct a unit statistical report search for units that have been
submitted to the North Carolina Rate Bureau.

A user can search for unit statistical reports via the Search Widget on the Dashboard, or from
the Unit Tab on the Navigation Menu. To search from the Search Widget, see instructions here.

From the Unit Tab, select Unit Stat Report Search.
Dashboard Policy = Unit = Correspondence Fines

Create New Unit Txn

Unit Stat Report Search

Claim Search
Unit Stat Tracking Search € Date
Submission Search

—_ &

The user will be navigated to the Unit Stat Report Search Screen. From this screen the user
can input search criteria to locate the unit statistical report.

CH
UNIT STAT REPORT SEARCH
Carrler Policy Number Policy [ffective Date Submission 1D Recelved Date Range
ehacted (14)
Report No. Corr, Seq. No. Combe ID Coverage ID Sep. Segment No. Sep. Insured Name
w
Edit Status
w
-----
Vi Print LISR(s [{ t
| -

Carrier: This is not a required field. 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. If the carrier wants to select a specific company, click the drop-down menu
and then click deselect all button. From there they can select the company or companies they
want to search.

Policy Number: THIS IS A REQUIRED FIELD. If the user is looking for a specific stored policy,
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or policy transaction they can input that here.

Policy Effective Date: This is not a required field; the user can narrow their search with this
option.

Submission ID: This is not a required field. If the user submitted multiple unit statistical
reports in a single submission they can add the submission ID criteria to locate all the units.

Received Date Range: This is not a required field; the user can narrow their search by adding
a received date range. The user will notice they can manually enter the date range or select a
pre-fillable date range.

Report No.: This is not a required field; the user can use the drop-down menu to select a
specific report number for the correlating policy number.

Corr. Sed. No.: This is not a required field; the user can add the correction sequence humber if
appropriate.

Combo ID: This is not a required field; the use can add the Combo ID for the employer here.
The user can find the Combo ID in the Employer Chronicle, steps are located here.

Coverage ID: This is not a required field; the user can add the Coverage ID for the employer
here. The user can find the Coverage ID in the Employer Chronicle, steps are located here.

Sep. Segment No.: This is not a required field; this is used as an indicator to help identify a unit
as separated data.

Sep. Insured Name: This is not a required field; the user can add the separated entity name
here to help locate the specific unit statistical report.

Edit Status: This is not a required field; the user can use the drop-down to locate a specific unit
statistical report based off the report’s status.

Current View: This is not a required field; this view displays the current overall view of the latest
and greatest of all accepted units.

Once the user has added the search criteria they wish, they can select the search button to
show the results.

In the unit stat results section, the user will see a list of unsubmitted unit statistical reports that
correspond to the search criteria.

The search will show in a sortable grid with identifying policy and unit statistical report
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information. The user will notice the policy number is hyperlinked. This hyperlink will navigate
the user to the View Policy Information Page for the stored policy information.

VIEW POLICY INFORMATION
Information Page
INFORMATION PAGE
0 oo Palicy Mumbar * Eftaciiva Daba * Eapiration Ot * Covariga ID Cambe 10
D N 1020 o C
[+ B Satus Care Insue Dt * Recemed Date Brimary Hame
n istated 01/07/2021 07N 7r202c 07/20/2020
© rrerraace T ——— Producer Hame Bries Policy Numbar
o Moemal Assiged Risk
o Legal Mature o inpered Code Dther Logal Mature Wrap-Up Code Trpe of Coverage ID Code
o 1- Limvsatd Lisbidity Compary M
o Emgleywe Leasing Type Ratre Rating Cod Min Prem Saate Cesle *
1 - Moa-ELC/Client 3 - Mot retro rsted ME
ATE
HA Sustafs) BE Sautals) Include BC Seateis) Exciude
EMtactive Exsiration State Pram Effective Suaite Effective State

The user will also notice that the report number is hyperlinked. This hyperlink will navigate the
user to the individual stored unit statistical report.

VIEW UNIT STAT REPORT

Export to Expart to Add to WCSTAT Create reate Creats i 0
Print . .
WCSTAT Fac Queue Comection Subsequent Separated Palicy
FOLICY IMF
Exposure o
I O PRaerved Dave Lagt Valiganed Date Eane Seanes Sulm issian 10 Beport Ho. *
o 03/25/202 Aceepted 0210275000
Eaeriar D Palicy e, © Paibcy Bit. Babe * Corrextion Trpe Coer She B plaement ind
e *
) - 10243 (NG D&A2M9 M N -
Comba 1D Caverage D Paiicy Exp, Daty Exporire State State U1, Diste
i 79001
Risk 10 Mumiber Becopted Date

Insured's Mame

Adcdrens

*Note: a feature on this screen worth noting is the policy tab on the top of the screen. This will
navigate the user to the stored policy for this unit.

Back on the widget, located on the right-hand side of the grid is a column for Edit Status. If the
user did not specifically search edit status, they will see all submitted unit stat reports for that
policy and the status of each report.

(+)
On the far right of the grid there are icons on each row- or which allow the user to add

or deleted the transaction from their My List Widget on the dashboard.
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From the search results the user has the option to View/Print USR(s), View/Print Error Report or
Export the units to the WCSTAT format. The user also has the option to export the units to
Excel, CSV or Copy to their clipboard.

How to Search for a Claim

In Manage Data, a user can conduct a claim search from a unit that has been submitted to the
North Carolina Rate Bureau.

From the Unit Tab, select Claim Search.

Dashboard Policy = Correspondence Fines
Create New Unit Txn L

Unit Stat Report Search

Claim Search

Unit Stat Tracking Search

Submission Search

The user will be navigated to the Claim Search Screen. From this screen the user can input
search criteria to locate the specific claim information.

UNIT STAT REPORT SEARCH CLAIM SEARCH UNIT STAT TRACKING SEARCH SUBMISSION SEARCH

CLAIM SEARCH

Claim No. Policy Number Policy Effective Year

Policy Number 4

| View/Print Error Report

Claim No.: THIS IS A REQUIRED FIELD. The user will need to input the specific claim number
they are looking for.

70



Manage Data User Guide

Policy Number: This is not a required field; the user can narrow their search with this option.

Policy Effective Year: This is not a required field; the user can use the drop-down menu to
select the specific year they are looking for.

Once the user has added the search criteria they wish, they can select the search button to
show the results.

In the results section, the user will see a list of all submitted unit statistical reports that contain
this specific claim.

. |
UMIT STAT REPOET SEARCH CLAM SEARCH UBIT STAT TRACHIMNG SEARCH SUBMISSHON SEARTCH
CLAIM SEARCH
Claim Me. Policy Mumber Policy Effective Year

b

Policy Corr. Sep

Carriir  Policy Effactivn Claim gt ey (=] ey Combe  Covmage  Subriuusss [T ] Iy B Claam Claen i [E3 a

1] Mt Date Mumbe  Ka Ho Tipe Ha o 1] ] Type  Cle Type  Date Coust  Sasl il Med W
145 2] SEIA VTR0 ITIADNE R [ 5 DR a 0

The results will show in a sortable grid with identifying policy and unit statistical report
information. The user will notice the policy number is hyperlinked. This hyperlink will navigate
the user to the View Policy Information Page for the stored policy information. The user will also
notice that the report number is hyperlinked. This hyperlink will navigate the user to the
individual stored unit statistical report.

If the user scrolls to the right, the system will display all claim information that was submitted
with the unit.

Folcy Com e
Py Effeciive Clairr, L] ] Caar, B Combao Corerage Easbamin o ipd Inj Ania] Claim Clwm ire I Paid Paid
MumBor Catr Kusmber [ ) W Ty ha 1] o L 1] Type (=00 Ty Dt Comnt St Ind [ Ind Wand
LB i i MR 1IN0 Foral g B ocink I nm [iL] ORIA2T 1 { T % WiE o
1 ! 1 a
: : : - © :
On the far right of the grid there are icons on each row- or which allow the user to add

or deleted the transaction from their My List Widget on the dashboard.

From the search results the user also has the option to export the units to Excel, CSV or Copy
to their clipboard.
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How to Search for a Submission

In Manage Data, a user can conduct a search for all units that were reported through the same
submission. *Note- only direct reporters to the North Carolina Rate Bureau will be able to use
this search.

From the Unit Tab, select Submission Search.

Dashboard Policy = Correspondence Fines
| Create New Unit Txn —

Unit Stat Report Search
Claim Search

Unit Stat Tracking Search Received Date Ranc

| Submission Search I )
MM OO WY = T

The user will be navigated to the Submission Search Screen. From this screen the user can
input search criteria to locate the specific unit statistical reports from a specific submission.

UNIT STAT REPORT SEARCH CLAIM SEARCH UNIT STAT TRACKING SEARCH SUBMISSION SEARCH

SUBMISSION SEARCH

Carrier Received Date (From) Received Date (To) Submission ID
All Carriers Selected (726) v mm/dd/yyyy mm/dd/yyyy Submission ID

RESET

Received Date: This is not a required field; however, the user will have to put something here
on the next field of submission ID. This field will allow the user to input a From and To date to
locate all submissions for that specific time period.

Submission ID: This is not a required field; however, the user will have to put something here
and the previous fields of received date. This field will allow the user to input an exact
submission ID to locate all units that were submitted.

Once the user has added the search criteria they wish, they can select the search button to
show the results.

In the results section, the user will see a list of all submitted unit statistical reports that this
specific claim has been reported on.

72



Manage Data User Guide

SUBMISSION SEARCH
Carrier Received Date [From) Received Date [To) Submission ID

A200SZ000MT

' %
RESET
| ¥

Submizzion ID FRecererd Date Processed Date Tolal Repected Tofal Accepled Total AWW Tokal USR{S) ||

A
a

How to Create a New Unit Statistical Report

In Manage Data, users with specific permissions can create a new unit statistical report from
scratch. Only direct reporting carriers to the North Carolina Rate Bureau are allowed to submit
the created unit statistical reports via the Manage Data web application. The North Carolina
Rate Bureau must already have a submitted policy in order for the unit statistical report to be
accepted.

Depending on whether this is the first report for the policy, or a subsequent report, the user will
either create a new unit statistical report or a subsequent unit statistical report. The steps to
create a subsequent report are located here. If the user needs to make a correction to a unit
statistical report they will need to follow the steps here.

If additional information is needed to determine whether to create a new, subsequent or
correction report, the user can contact the North Carolina Rate Bureau directly at- (919)582-
1056 or support@ncrb.org

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

Dashboard Policy = Correspondence Fines
Create New Unit Txn | |

Unit Stat Report Search

Claim Search
Unit Stat Tracking Search Received Date Ranc
Submission Search

IS S W = M

The system will navigate the user to the Create New Unit Transaction Screen. From here the
user can add all the unit statistical report data for the policy. Note that fields with a blue asterisk
are required. Also note that to the left of the screen is a break down of each section of the
report that needs to be completed.
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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, but the user can edit if necessary.

HEADER
POLICY INFO

Carrier ID * Policy No. *

10448 (DCO) - 104: ¥

Policy Eff. Date * Policy Exp. Date

06/12/2019 06/12/2020

Risk ID Number

Insured's Name

Address

Policy Conditions

Exposure State *

Corr. Seq.
No. *
0o
State Eff. Date
mm/dd/yyyy

In this section the user can place a check mark on any of the following policy conditions. To the
right-hand side, the user has the option to choose the estimated audit code drop down. The

user will notice this is not a required field.

POLICY CONDITIONS

3 yr. F/R Policy Multi State Policy

Retro Policy Canceled Mid-term

Estimated Audit Code

M- No
U - Uncooperative
¥ - ¥Yes
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Policy Type ID

In this section the user can use the drop-down menus to further identify policy information.
POLICY TYPE ID

Type Coverage Plan Indicator Non Standard Indicator *

01 - Standard v 01 - Voluntary v 01 - Non-standard Code does no
Losses Subject to Deductible Ded. Amt. Claim/Accident Ded. Amt. Aggregate Basis of Deductible Calculation
00 - No Deductible v 00 - No Deductible v

Previous Fields

In this section the user can 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

Exposure Record:

Exposure Splits

The Exposure tab allows the user to enter the exposure by split applicable to the unit statistical
report. To add an exposure the user will click the Add Expo button at the bottom of the section.

EXPOSURE
SPLITS

Split ez tod Subject Premium AT P rismasm

A pop-up box will display that allows the user to add the exposure. Once all fields have been
added the user has the option to reset, save, or cancel. *Note- the first exposure added will
have the Split Indicator pre-populate to ‘0’. If you add multiple exposures the split indicator will
go in consecutive order 0,1,2 etc. Split indicator must be completed in consecutive order or an
error will occur.
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ADD EXPO *
Split Ind. * Class Category *
a b Subject to Mod ™
Update Type * Moad Eff. Date * Rate Eff.Date * Exp. Mod. Expo. Act
R - Revised v 06/12/2019 06/12/2109 00.000 00 - Statistical Coc ™
Class = Exposure Manual Rate Premium Amt *
8810 0000.000 1500

This section allows the user to input all premium information for the insured in a sortable grid.

The system will auto-fill exposure totals when the user enters exposures and rate for a class
code.

Once the user selects save they will see the exposure appear in the grid. The user will also
notice that there are different subsections on the exposure splits. Depending on what class
category the user selected when adding the exposure, the system will add to the subsection of
subject to the mod, not subject to the mod and non-standard.

EXPOSURE
SPLITS

et Sk Fesrmme s Frd P

s T et BF Jurw. P I% Duw Exp Bhosd [ = ] ™ [ Y Ve w B Premar b
BTN LA 7w L =0
iod OF. [ S O Daem [N pe 4 (T f=r [ arad b Pramiu Ary.
B B B B 1 B Fep i [T ] L= [ Marnl o Frmer dem

Fr—
| AddBxpo || calculate |

If the user needs to edit or delete an exposure they can use the edit and delete buttons on the
left-hand side of the grid.

EXPOSURE
SPLITS
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Exposure Totals

In this section the user can tally up all exposures for the insured and place in the corresponding
fields. *Note- this is not a required section. The user will need to ensure values are entered
correctly to prevent additional follow-up.

If there are no losses to report on the unit statistical report the user can save the unit. Navigate
here for those steps.

Loss Info Record:

Loss Info

The Loss Info Record allows the user to add all losses applicable to the unit statistical report. To
add a loss the user will click the Add Claim button at the bottom of the section. Additionally, the
Loss Info Record allows the user to calculate all losses. The system now includes a calculate
button for loss totals or the user can enter in the required information.

EXPOSURE TOTALS
Subject Premium Standard Exposure Standard Premium Modified Premium

26892 3907248 97498 il

LOSS INFO

Show 10 ¢ entries Search:

Update Type Accident Date Ho. 0f Claims incurred Indemnity Incurred Medical Class. Type of Injury Claim Status

3180 2012 06 - Closed

e

Closed

=3

25 2012

I
]

171072021 1 ] 3180 2012
] 0-0Open
0

R
e
R

25 9012 0-0pen

3 - |

Showing 110 4 of 4 entries

‘ Add Claim H Calculate |

LOSS TOTAL

No. of Claims Incurred Indemnity Incurred Medical Paid Indemnity Paid Medical Claim Attor. Fess

Emp. Attor, Fees ALAE Paid ALAE Incurred

A pop-up box will display that allows the user to add the claim information. Once all fields have
been added the user has the option to reset, save, or cancel.
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ADD CLAIM

Update Type
R - Revised o
Incurred Medscal

52344

Claim Nismber

WCTZ3454

Class

8310

LOSS CONDITIONS

Loss Act

01 - State Act i

Catastrophe Code
oo

Oecupation Description

Paid Madical

523.44

Loss Type
01 = Trauma
MCO Type
00 - Mot Approvec ¥

Lump

Claimant Att, Fees

Accident Date *

09/02/2019

Type of Injury

05 - Temporary Inj v

Recovery

01 - Mo Recovery ¥
Injury Part *

33 - Hand hdl
Fraud Claim Ind.

00 - Not Frauduler ¥

Emg. Att. Faes

Ne. of Claims

1

Clainn Status *

1 - Closed

Claim Type

01 - Worker's Com™

Injury Nature *
40 - Laceration

Dieduct. ind.

ALAE Paid

Incisnred Indemsnity

Settlerment

00 - Claim not sub™
Injury Cause *

16 - Hand Tool, Ut

[Paid Indemmnity

ALAE Incurred

Jurisdiction State

Vo Reh. Ind_ *

N - CLAIM DOES MV

e

Once the user selects save they will see the loss appear in the grid. If the user needs to edit or
delete the loss they can use the edit and delete buttons on the left-hand side of the grid. Once
the loss information is updated, the user will need to update the loss totals for this entity. The

system now includes a calculate button for exposure and loss totals.

LOSS INFO

Show 10 ¢ entries

Update Type
[ pelee | 4
= F
[ o "

Showing 1

Add Claim | Calculate

LOSS TOTAL

B
i

B
i

No. of Claims
2
Emp. Attor, Fees

0

Loss Total

Claim Number
22076564
¥22C76564
¥22091123

¥22001123

Incurred Indemnity

0

ALAE Paid

Accident Date

No. Of Claims

1171072021

1171072021

02/11/2022

02/11/2022

Incurred Medical

3285

ALAE Incurred

0

Paid Indemnity

0

9012

9012

9012

0012

Paid Medical

3285

Type of Injury

o5

[

[

06

Search:

Claim Status
1-Closed
1-Closed
0-Open

0-Open

Previous n Next

Claim Attor. Fees
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LOSSTOTAL

No. of Claims Incurred Indemnity Incurred Medical Paid Indemnity Paid Medical Claim Attor. Fees

0 3285 0 3285

Emp. Attor, Fees ALAE Paid ALAE Incurred

0 8 0

Saving

When all fields have been entered for the unit statistical report, the user can scroll to the top
right of the screen and has the option to either save or cancel the unit transaction

& @

To save, the user will select the floppy disk icon at the top right of the screen. A pop-up box will
appear as a confirmation. NOTE: Saving the unit does not submit the transaction to the North
Carolina Rate Bureau, it simply saves the unit statistical report in Manage Data.

Validating

Once the unit has been saved, users with edit permissions have the option to test validate the
unit prior to submitting it to the NC Rate Bureau. *Note- unit statistical reports that are test
validated are not submitted. The unit will still need to be submitted to us after validations are
run.

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

The NCRB highly recommends using the test validate to confirm the unit is correct prior
to submission.

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 will display with any edit ID’'s 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 North Carolina Rate Bureau.
Close the dialog box to return to the saved and unsubmitted unit statistical report.
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USR EDIT ERRORS x

Show 10 4 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 ‘

Submitting

After the user saves and validates the unit statistical report they have additional options at the
top right of the screen:

O || &

With the (+) icon the user can add this unit to their My List Widget on the Dashboard. With the
trash can icon the user can delete the unit statistical report completely. With the pencil icon the
user can modify the unit data.

To the top left there are additional options:

Test Validate | Submit ‘

Export to WCSTAT: The user can easily transfer this unit statistical report to the WC format.

‘ Export to WCSTAT | Export to Excel | Add to WCSTAT Queue | Print

Export to Excel: This will create an Excel spreadsheet with the data entered for the unit.

Add to WCSTAT Queue: This will add the unit to the WCSTAT Queue Widget on the
Dashboard.

Print: This will open a PDF copy of the unit that the user can print.

Test Validate: The user can test validate the unit again after any modifications were made.
Submit: This submits the full unit statistical report to the North Carolina Rate Bureau. Once
selected the system acknowledges that the unit was submitted and lists the status of the unit.

The user can acknowledge the message by selecting OK, or OK and add to WCSTAT Queue if
they want to add the transaction to the WCSTAT Queue located on the dashboard.

How to Create a Unit Statistical Report Correction

A user has the option to correct a previously submitted and accepted unit statistical report. To
make a correction the user will first need to find unit statistical report that needs the change.
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The user can navigate to the Dashboard and input the policy number for the unit in the search
widget and select the unit tab.

!-
SEARCH

Policy Number Policy Effective Date

mm/dd/yyyy

( EMPLOYER )( UNIT STAT ) ( POLICY )

—

From the search results the user will see all unit statistical reports submitted for that policy. By
clicking the hyperlinked report number, the system will navigate the user to the view unit stat
report screen.

To make a correction to the report the user will select the Create Correction button at the top of
the screen.

VIEW UNIT STAT REPORT

Export to Export to Add to WCSTAT Bri Create Create Create
rint
WCSTAT Excel Queus Correction Subsequent Separated

A dialog will display allowing the user to select which correction type is needed, after selecting
the user will hit the create button. *Note- if the user selects a specific record to correct, only that
record will display for editing. If the user needs to correct multiple records they can select the
corrections to multiple record types option.
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CREATE CORRECTION o

Correction Type Py Losses

SELECT CORRECTION TYPE
Header recard anly [H]
Exposure records only [E]
Tatal records anly [T)

Zil Loss Record Correction [L]

Corrections o multiple recard types [M]

Create Cancel

The unit statistical report will display 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, the user can edit or delete previously saved
records or add new records. Once all records have been updated with the updated unit data the
user will need to follow the steps to save, validate and submit the unit statistical report data
located here.

How to Create a Subsequent Unit Statistical Report

To create a subsequent unit statistical report the user will first need to find the first reported unit
for that policy.

The user can navigate to the Dashboard and input the policy number for the unit in the search
widget and select the unit tab.

r
SEARCH
Policy Number Policy Effective Date

mm/dd/yyyy

( EMPLOYER )( UNIT STAT ) ( POLICY )

—

From the search results the user will see all unit statistical reports submitted for that policy. By
clicking the hyperlinked report number 01, the system will navigate the user to the view unit stat
report screen.

Zhow 10 ® entries Exeel Csv | Copy . -
Carrior Policy Polcy [Hectaee B Corr. Seg Carr Cembo Coveraga Susminassn Siee. Segmem Hecshed (L1 ek
o Humber Date Insured Mame L Mo Type -] L=} L4 . Dt Slabun Safus
102848 06207 I ) 1 oo HI93423 25554410 201821 20005 1271 47018 Accepted Submitted +]
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To make a subsequent report the user will select the Create Subsequent button at the top of the
screen.

VIEW UNIT STAT REPORT

Export to Export to Add to WCSTAT Print Create Create Create
rin
WCSTAT Excel Queue Carrection Subsequent Separated

Need to add screen shot of the dialog box and add verbiage on how to make changes and link
back to saving.

A dialog will display allowing the user to select which losses they want to copy to the
subsequent unit. If the initial unit does not have a loss reported, or the user does not want to
copy the losses, they will simple select create.

CREATE SUBSEQUENT x

SELECT LOSSES TO COPY

Show 10 % entries Search:
Update Claim Accident No. Of Incurred Incurred Type of Claim
Type Number Date Claims Indemnity Medical Class Injury Status
Mo data available in table
Showing 0 to 0 of 0 entries Previous = Next

B

The unit statistical report will display 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, the user can edit or delete previously saved
records or add new records. Once all records have been updated with the updated unit data the
user will need to follow the steps to save, validate and submit the unit statistical report data
located here.

How to Create a Separated Data Unit Statistical Report

In Manage Data, users with specific permissions can create a separated data unit statistical
transaction. This function is used when a policy covers more than one risk and the data needs
to be separated out. The user will 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, the user will need to access the original submitted unit

stat report. The user can navigate to the Dashboard and input the policy number for the unit in
the search widget and select the unit tab.

83



Manage Data User Guide

F n |

SEARCH

Policy Number Policy Effective Date

mm/dd/yyyy

( EMPLOYER )( UNIT STAT ) ( POLICY )

—

From the search results the user will see all unit statistical reports submitted for that policy. By
clicking the hyperlinked report number, the system will navigate the user to the view unit stat
report screen.

Show i3 & entries Excel | CSV | Copy i - lext

Mo Trpe L4 L) o W Duata Flane et

At the top left of the screen there is a button for Create Separated. By clicking this button, the
system will generate 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
rin
WOCSTAT Excel Queue Correction Subsequent Separated

From this screen the user can update the submitted information to differentiate what records
that were submitted belong to the separated entity.

Header Record:

The unit will display grayed fields, that are not editable. The insured name and address fields
can be changed by note this is the name of the original entity that the unit report was submitted
for. Further down the page the user can update the report with the separated entities name.
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HEADER
BOLICY INFO
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Exposure Record:

In the Exposure Record, the user will see 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. By clicking the edit and delete fields on the left-hand side,
the user can update the records to show what is contributed to the separated entity.

EXPOSURE
SPUTS
BydlF bnda e B Bweken e Pk
SUBIECT TOMOD
L Tyie Wi BV e A BT e Esn. ks Eag 201 iED [E2 Enjuisiare Warial R Frerekam b
3 o |
NOT SAMBJECT TO MOD
Shphin T e st AT Daie R AR Oabe Hag M (BT o ) [ Fapimane Ml e Bvermken o
A ity ot L
NOM STAMDARD
gt Type M EIT, ke A EIT, Die [N ] [T ENY o ] [= Eajumane Mariad Ry B b

L INLANL AL

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. The user will select the edit button.

. Trpe e EIT, Dt e T, Dave Exp. Wi Enpe 0 ED Elass Hrpaserr sl st e o

In the dialog box the user will update the exposure number to reflect the exposure information
for the separated entity. So, for this example the user would delete the $42,000 and input the
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$20,000 this entity is responsible for. The system auto-fills the premium field when a user
enters exposures and rate for a class code. Once all edits have been made to the exposure,
the user can click the save button and the system will change the record information on the grid.

EDIT EXPOSURE #

Split lnd. * Class Category *
0 ' SubjecttoMod W
Update Type * Mod Eff. Date * Rate Eff.Date = Exp. Mod. Expo. Act =

R - Revisad v 0612/2017 06/12/20017 0 01 - State Act or v

Class * Exposure Manual Hate Freméum Amt,

8832 20000 022 92

Reset ¢% 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. The exposure
records displayed should reflect that of the separated entity only.

It is important to note, if there is an additional exposure record that needs to be added, the user
will need to create a correction transaction to the original combined unit statistical report, not
this separated unit statistical report. Steps to make a correction to the original report are
located here.

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

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 the user can select the delete button. The losses displayed should reflect that of the
separated entity only.

It is important to note, if the separated entity has a loss that is not reflected here, the user will
need to create a correction transaction to the original combined unit statistical report, not this
separated unit statistical report. Steps to make a correction to the original report are located
here.

Once the loss information is updated, the user will need to update the loss totals for this entity.

Once the loss information is updated, the user will need to update the loss totals for this entity.
The system now includes a calculate button for exposure and loss totals.
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LOSS INFO

Separated Data Record:

Search:

Clased

The separated data record is the section of the unit where the user will identify the separated

entity.

SEPARATED DATA

Separated Segment Number

Separated Segment Number: The user will be required to 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 or insureds 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 located here.

Correspondence

The user can search for all correspondence from the North Carolina Rate Bureau via the

correspondence tab on the navigation menu.

Dashboard Policy ¥ Unit ~ Fines Back to Portal

The user will be navigated to the Correspondence Search Screen. From this screen the user
can input search criteria to locate the stored correspondence sent to the carrier.
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CORRESPONDENCE SEARCH

CORRESPONDENCE SEARCH

Carrier Correspondence Correspondence Type Combo ID Coverage ID

ID
All Carriers Selected (7 = b Combo ID Coverage ID

Corresponder

Policy Number Coverage Effective Date Issue Date Range

Policy Number mm/dd/yyyy mm/dd/yyyy - mm/dd/yy

SEARCH RESET

Correspondence ID: This is not a required field. However, the user will have to input either a
correspondence ID, a policy number or an issued date range. If the user knows the specific
correspondence ID they are searching for they can input that in this field.

Correspondence Type: This is not a required field. The user can use the drop-down menu to
select a specific type of correspondence.

Policy Number: This is not a required field. However, the user will have to input either a policy
number, a correspondence ID or an issued date range. The user can add the information to
search for all correspondence for that specific policy.

Coverage Effective Date: This is not a required field. The user can add the effective date of
the policy to further narrow the search for a specific correspondence.

Issue Date Range: This is not a required field. However, the user will have to input either an
issued date range, a correspondence ID, or a policy number. The user can add a date range to
find all correspondence that occurred during that time.

Once the user has added the search criteria they wish, they can select the search button to
show the results. In the results section, the user will see a list of all correspondence that
correspond to the search criteria.

CORRESPONDENCE SEARCH
Carrier Correspondence  Cormrespondence Type Combo 1D Coverage D
e]

o

Policy Number Coverage Effective Date Issue Date Range

DEF24/ 3072 - 0% F2r200G

ra oy
RESET
. -
Show 10 & entries Cxco s Copy .

CoTespondence Issued Linked Cow. EM.
i Codrespondsnce Type Chabe (= Entity Padicy Murnber Empliyer Dane
[@ oama DWNEREHIP RULIMG DAZAINIE  BITRR Coverege ID RN ]

LETTER 24837700

88



Manage Data User Guide

From the search results the user also has the option to export the correspondence to Excel,
CSV or Copy to their clipboard.

To the far-right side there is also a PDF icon, by clicking the icon the correspondence will open
in another window for the user to view.

Care, EFT.
Palicy Mt Empiyes Date

Comespondente Issued
i Cisrespatiene Ty Custe Carmier

3T DAMERSHIP FULING DE24MTE BITI3 Cowesage ID [ P P ivr]
LETTER 24EITIO0

i

Assigned Risk

If the user is an assigned risk carrier with the North Carolina Rate Bureau, they can search and
verify the status of a transaction via the assigned risk tab on the navigation menu.

e N

The user will be navigated to the Compliance/Noncompliance Search Screen. From this screen
the user can input search criteria to locate the stored transaction.

COMPLIANCE / NONCOMPLIANCE SEARC
COMPLIANCE / NONCOMPLIANCE SEARCH
According to NCRE's records, the following Noncompliance transactions do not have a corresponding Compliance transaction. Please review these transactions 1o determine their current status. If a transaction

mit a compliance transaction, click the Policy Number hyperlink below to view Policy Details page. While viewing the policy, select the Create New Transaction From Polic

Carrier Policy Number Coverage Id Reason Period

Al Carriers Selected (3) = Salicy Numbe Coverage ID - v Only Non-Compliant

SEARCH [ meseT |
. J

None of the criteria at the top is required, other than at least one field must be entered/selected
before a search can be executed.

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. If the
carrier wants to select a specific company, click the drop-down menu and then click deselect all
button. From there they can select the company or companies they want to search.

Policy Number: The user can specify a specific policy number to search.

Coverage ID: The user can input a specific coverage ID.

Reason: By selecting the reason drop down menu, the user can narrow their search to a
specific reason
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Period: This drop down allows user to specify a time frame.

Only Non-Compliant: This check box allows a user to search with the parameters listed above
and also limit the results to just non-compliant transactions.

Once the user has added the search criteria they wish, they can select the search button to
show the results. In the results section, the user will see a list of all transactions that correspond
to the search criteria.

Carrier Policy Numbsr Cowerage Id Esason Perind

The user will notice the policy number hyperlink, this will navigate the user to the policy details
page.

From the search results the user also has the option to export the correspondence to Excel,
CSV or Copy to their clipboard.

Fines

The user can search for all fines from the North Carolina Rate Bureau via the fines tab on the
navigation menu. The fine search will also provide detail to the support the invoices the carrier
receives each month.

Dashboard Policy ¥ Unit ~ Correspondence Back to Portal

The user will be navigated to the Fines Search Screen. From this screen the user can input
search criteria to locate all fines that have been assessed to the carrier for both policy and unit
statistical report.
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FINE SEARCH
Ea t t
Carrier * Fine Category Fine Type
All Carriers Selected (5) - A v v
Invoice Number Fine Month Fine Year
{ otember v 021 v
( reser
A

Carrier: This is a required field. 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. If the carrier wants to select a specific company, click the drop-down menu
and then click deselect all button. From there they can select the company or companies they
want to search.

Fine Category: This is not a required field. The user has the option to select policy, usr or all.
All will return fines for both policy and usr.

Fine Type: This is not a required field. This field is only available if the user selects Policy from
the Fine Category field.

Invoice Number: This is not a required field. The user can add the invoice number here.
Historical invoices have an item number, the user can search by the item number in this field
too.

Fine Month & Fine Year: This is not a required field. The user can specify a specific month
and year combination. The system will automatically default to the most recently issued fine
month and year. The user will need to clear these fields if they don’t want to use these fields for
their search.

Once the user has added the search criteria they wish, they can select the search button to
show the results.

Carrier* Fine Category Fine Typs

Irvenioe Humbsr Fine Konth Fine Year

(_ T | —
-

In the results section, the user will see a list of all fines that correspond to the search criteria.
The user will also notice at the top there is a banner. This banner displays the grand total fine
amount for the carrier in the month of September.

*Note- this total fine amount will only display when the user is searching for 1 carrier and using
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“all” as the fine category.

Show 10 ¢ eniries el | ooy | (o Your search returned 0 record(s) for a total fine amount of S0

Carier I Imaice Namber Policy/USR Fine Type Insured Name Policy Nember Effective Date Received Date TN Cede RPT o (CORR No. kit Eror Message fine Amoust Fine Date

The results below the banner show the individual items that contributed to the final invoiced
amount, broken down by fine type and then policy number.

Depending on the type of fine the fields to the right may or may not display additional
information. If a policy fine, the user may see transaction code, edit id and error message
displayed. If a USR fine, the user may see report number and correction number displayed.

——— ™ —— oy e Dene e . - .~ < G —— — -

Note: Once an invoice is generated by the North Carolina Rate Bureau, an email notification will
be sent to the carrier typically on the 8™ of each month. The email will include a copy of the
applicable invoice. In addition, the invoice will be available on the dashboard through the invoice
widget- located here.

From the search results the user also has the option to export these transactions to Excel, CSV
or Copy to their clipboard.
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