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If at any time during these procedures you need assistance,
you may contact the North Carolina Rate Bureau at:

Phone: 919-582-1056
E-mail: support@ncrb.org
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Before You Start...

Welcome to the ManageAR™ (pronounced Manage-AY-ARE) web application!
ManageAR is an online version of the North Carolina Workers Compensation
Insurance Plan Application for Designation of an Insurance Company (Acord
135NC). It guides you through the process of completing the application, provides
a variety of online tools like EZQuote for quickly estimating premiums, and even
checks your applications for errors before submission.

After you complete a 135NC application using ManageAR, your application is
instantly routed through the appropriate channels at the North Carolina Rate
Bureau (NCRB). You can print completed applications, review past submissions,
search your applications, and more.

Online training videos have been created to assist you in using the new features in
ManageOwnership application. These are available in the NCRB Learning Center
located here. Should you have any questions regarding these systems, please let
us know by calling (919) 582-1056 between the hours of 8:00 am to 5:00 pm
Monday through Thursday and 8:00 am to 12:00 pm on Friday, or via email at
support@ncrb.org.

By taking a few minutes to review the first few pages of this user guide, you will be
prepared to quickly learn how to use this powerful online tool. ManageAR was
designed to be user-friendly and easy-to-use, but if you have problems, you can
refer to this guide for help.

Now let’s get started!

Web Browser Specifications

ManageAR has been tested and certified working for the Chrome
browser. Other browsers such as IE11, Firefox, Opera, Netscape and
MS EDGE are not supported at this time. .

You can download the latest version of Chrome free of charge at
https://www.google.com/chrome/

Cookies

ManageAR uses session cookies!to remember important information as you
move from page to page within the application. These session cookies reside in
your browser’'s memory only as long as your browser session is active. In other

! Many web applications use standard cookies — a standard
cookie is written to your hard drive and is used to remember you
the next time you visit the application’s web site. ManageAR
uses session cookies, not standard cookies, so no data iswritten
to your hard drive (unless you request to download afile).
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words, when you close your web browser after using ManageAR, the session
cookie is destroyed, thus protecting any data you entered while using ManageAR.

Unlike some web applications, ManageAR does not write any data to your hard
drive using cookies.

Opening New Windows

Some pages in ManageAR open, or spawn, a new browser window when they are
accessed. For example, when you view a report, you are spawning a new window.
Remember to close the new window whenever you want to exit it and return to
where you were in ManageAR.

Configuring Your Pop-up Blocker

If you have a pop-up blocker installed, you will need to allow pop-ups from the
NCRB Website to properly use ManageAR.

To allow pop-ups from the NCRB Website using Chrome, follow these procedures:

Step 1. On your computer, open Chrome e

Step 2. If you have already received a Pop-ups blocked message as
shown below, click on the pop-ups blocked icon to manage pop-
ups for the selected page.

@2 « » 2

Setllr‘gs...""\‘
Pcpups vere blocked on this page.
Step 3. In the pop-up message, click the radio button to “Always allow

pop-ups and redirects from https://www.ncrb.org” and select Done.

bd
Pop-ups blocked:

= https:/fwww.nerb.or...sJJDBIXkZaHMNwS /5 sw==

@® Always allow pop-ups and redirects from hittps://
www.ncrb.org

(O continue blocking
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Step 4. Pop-ups can also be updated under browser settings. In the top
right of your screen, click More * - Settings.

e x » 20)

N

Settings
€ Settings
‘ @  Security and Privacy
Step 5. Under Settings, click Security and Privacy - Site Settings.

€ Settings

| e Security and Privacy

Security and Privacy

_. Clear browsing data

a Cookies and other site data

Third-party cookies are blocked in Incognito mode

Security
e Safe Browsing

Site Settings

Controls what information sites can use and show (lecation, camera, pop-ups, and more)

Pri madlk
i rivacy Sandbox ) A

Trial features ar

Step 6. Under Site Settings, locate the Content section and select Pop-ups
and redirects.

Step 7. Under Customized behaviors, go to ‘Allowed to send pop-ups and
use redirects’ and click the ‘Add’ button. Enter the following URL
www.ncrb.org and click ‘Add’.

Add a site

wwa.ncrb.org

c ur":t-l “

Step 8. Confirm URL www.ncrb.org has been added and close window to exit
Settings.
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System Timeout

ManageAR times out after it has been inactive for more than twenty minutes. The

following message displays, informing you to re-sign into the System.

NCRB ¢ NCRF ¢ NCIGA

Forgot Your Password?

Click here to request a new Password.

2910 Sumner Bowlevare R
22, North Carolina Rate Sure.

NCRE NCRF.NOIGA
AT ..u REA
wen ICE FACIUTY
Error ; 5 : Session Expired |
Logon
Web Applications can only be accessdd by authorized personne!, Access requires a secure logon before any
reports or functions can be accessed. Useeg of the system must first be authorized.
Need a Logon Account? :
Click New Account Instructions if you need a new actaynt setup for accessing web applications,
Already have a Logon Account?
Enter your Logon 1D and Password below and click Logon to contin The * indicates fields that are
required.
Enter Logon Information
Password® Expired session
notice
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Accessing ManageAR

Logging in to the Portal

“The Portal” will provide access to all of the secured applications and data on the
NCRB, NCRF and NCIGA Web site, so you must log on to the Portal before you
can access ManageAR. To log in to the Portal, use the following procedure. (You
must use a valid user name and password provided to you by your System
Administrator.)

Step 1. On the NCRB Website (http://www.ncrb.orq), click the NCRB link.
From the NCRB home page, select the Members Services Portal
link in the quick access box. The PORTAL LOGON page displays.

NCRB-NCRF-NCIGA

RATE BUREAUL
REINSURANCE FACILITY
NSURANCE GUARANTY ASSOCIATION

NCRB * NCRF ¢ NCIGA

Logon
Web Applications can only be accessed by authorized personnel. Access requires a secure logon before any
reports or functions can be accessed. Users of the system must first be authorized.

Need a Logon Account?
Click Mew Account Instructions if you need a new account setup for accessing web applications.

Already have a Logon Account?

Enter your Logon ID and Password below and click Logon to continue. The * indicates fields that are
required.

Enter Logon Information

Logon 1ID* | ‘

Password™ | ‘

| ___Logon |

Forgot Your Password?

Click here to request a new Password.

2910 Sumner Boulevard, Raleigh, NC 27616 Phone: (919) 753-9790 www_ncrb_org
@ Copynight 2022, North Carolina Rate Bureau, Morth Carolina Reinsurance Facility, Morth Carolina Guaranty Association
Privacy Policy | Terms of Use

Step 2. Enter your Logon ID and password. Click the Logon button. The
PORTAL HOME page displays.

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

The Portal is the common place from which all secured applications are accessed
on the NCRB, NCRF and NCIGA Website. You will only see applications you
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. On the left navigation menu, click Workers Comp.

Home

NCRB.org

Personal Lines

Workers Comp |

Reinsurance Facility

General
Help
Logoff

Step 2. On the sub-menu, click ManageAR. The application page displays.
Home
MNCRB.org

Personal Lines

Workers Comp

Depop Report

Reinsurance Facility Experience Mod Lookup

Help ManageData

Logoff NOA

Public Services

WCRatings

ManageOwnership
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Navigating in ManageAR

Primary Navigation Menus

ManageAR features two primary navigation menus: a top menu and a sidebar
menu.

The Top Menu

ManageAR

REPORTS TOOLS ¥ ALERTS HELP NCRB.ORG BACK TO PORTAL

The top menu is customized according to the level of access you were assigned
when you were added to the ManageAR user list.

The Sidebar Menu

ncrb
ysiRtiyyl ManageAR

REPORTS TOOLSY  ALERTS HELP NCRB.ORG BACK TO PORTAL

Welcome AGENT TESTER!
Alerts - Review daily as items are continually updated.
Listed below is important information that should be reviewed before continuing.

The sidebar menu is customized depending on where you are within ManageAR.
For example, when you first log on, the sidebar menu will show only four items,
Worklist, Search, EZ Quote and New Application.

But as you start a new 135NC application, more choices will be available in the
sidebar menu. This task-specific menu approach ensures that you will always have
the navigation elements you need as you work within ManageAR.
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The ManageAR Sidebar Menu changes according to where you arewithin the application.

ncrb

RATE BUREAU

Worklist
Search

EZ Quote

New Application

ManageAR

REPORTS

TOOLS¥  ALERTS HELP NCRB.ORG BACK TO PORTAL

ManageAR ID: 12465-00049 Applicant: JOHNSONS LAWN AND LANDSCAPING INC

Business Names

Listed below are the business names associated with this application. To add a new business name, click Add Business Name, enter your data and click Save. To edit a business
name, double-click on the row to populate the edit section at the bottom of the page.

Business Name
JOHNSONS LAWN AND LANDSCAPING

Current Application
- Applicant
| Business Names __|
- Locations
- General
- Insurance
- Owners
- Class Codes
- Exp Mod

- Coverages
1 total records.

Business Name Details
Enter the additional business names for this applicant. If the applicant does not have any additional business names, leave this section blank.

- Premium
- Submittal

- Confirmation

History

Business Name: ‘ ‘

| ddsoncostane B |

Print Form(s}

| siomit B soe Qo conet J ] e et ]

Application Menu Buttons

As you fill out an application within ManageAR, additional navigation buttons
become available at the bottom of the page.

Prewvious

Save — Checks for errors on the current page and saves the data without
advancing to the next section of the application. If errors are found, you will
see instructions in the appropriate section in bold red text. For more
information on error checking, see How to Correct Validation Errors on page
41.

Cancel — Cancels the current changes and refreshes the current page.

Delete — Deletes the 135NC application you are working with, including any
data that has been saved and/or uploaded on previous pages of the
application.

Previous — Retains the data on the current page, and then takes you to the
previous page of the application. No error checking is performed when this
button is clicked.

Next — Saves the data on the current page, and then progresses to the next
step of the 135NC application. No error checking is performed when this
button is clicked.
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O Page-specific buttons — Some pages will display an additional, screen-specific
application menu button. For example, on the Officers page, the Add Officer
button allows you to add corporate officers to the application. These screen-
specific buttons appear only where appropriate.

Some pages contain application menu buttons that apply to actions associated
with that page.

Delete App
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Viewing Existing 135NC
Applications

ManageAR offers two methods of accessing your existing 135NC applications. The
first is your Worklist, which is simply a listing of the applications on which you are
working.

The second method is an application search feature that allows you to define
specific search criteria to locate an application.

Viewing Your Worklist

Step 1. To view all the applications that you are currently working with, click
Worklist.

Once NCRB receives a policy, it replaces the application. The
application then will no longer appear on your Worklist. Applications
that were declined and are over 60 days old also do not appear.

ncrb
RATE BUREAU ManaQEAR

REPORTS TOOLSv  ALERTS

HELP NCRB.ORG BACK TO PORTAL

Worklist

Yorklist is comprised of the applications that you have access to view. Once NCRB receives a policy for an application it will no longer appear on your Worklist. Applications
Search that wen ined and are over 60 days old do not appear on the Worklist. To view the details of an application, select a ManageAR Id link from the list below. If you are unable
to find an applic ou can use the Search screen to locate it. You may view the Carrier Contact List for additional carrier contact information.

EZ Quote

ManageAR Status Carrier Coverage o
Id Employer Nan FEIN * Status Date Name Effective Date| ComboId | Coverage Id Agent
New Application 12465-00134  JABARI RICHARDSON 00003 NASCENT  03/28/2013 AGENT TESTER

12465-00131  GARLAND INDUSTRIES 000018577 03/28/2019 AGENT TESTER
Lc

12465-00115  INTRNL - VERIFY NOA 454545454  NASCENT HOMER J. SIMPSON

IMPORTS FOR

03/22/.

SUPPLEMENTAL_PS

12465-00101  NEW EARTH 274330622 | NASCENT | 03/20/2019 i AGENT TESTER
FABRICATION, INC The Worklist )

12465-00086  PRIMARY TALENT 000086596  NASCENT 03/15/2013 menu item AGENT TESTER
PARTNERS, LLC

12465-00037 | BEST STORAGE 562312365 NASCENT | 02/20/2019 AGENT TESTER
SOLUTIONS INC

12465-00035  JARRED'S TANNING 324554322 NASCENT  02/15/2019 AGENT TESTER
SALON LLC IC

Step 2. To view an application on your Worklist, double-click the row

containing the application information, or simply click the application’s
ManageAR Id link.
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Searching

The Application Search Screen

ncrb
syl ManageAR

RO

REPORTS TOOLS»  ALERTS Hep NCRB.ORG BACK TO PORTAL

Workdist Application Search The Search and
Use any combination of the fiekds below to search for an applcation.
Sizch Clear buttons
Search: v Equals:
EZ Quote
Status: v Agent: v
New Application Coverage Effective From: v Coverage Effective To: v

I
L

Search Results
To view the details of an application, select 3 ManageAR 1d knk from the list Beloww. You may view the Camier Contact List for addtional camier contact information,
o Data to Display

* The Statis Definitions document containg 2 mare detaled descripbion of the vanicus statis definitions,

To search for a specific 135NC application:
Step 1. On the sidebar menu, click Search

Step 2. On the Application Search screen, use the dropdown lists and
textboxes to define the criteria for your search. You can use any
combination of these fields to define your search parameters.

Step 3. Click the Search button.

NOTE: When you execute a Search, the filter parameters used are saved. To
execute a new search, click the Clear button to reset the filter parameters.

Working with Search Results

Search Results
To view the details of an application, select a ManageAR Id link from the list below. You may view the Carrier Contact List for additional carrier contact information.
Coverage
ManageAR Status Carrier Effective
1d Employer Name FEIN * Status Date Name Combo Id | Coverage Id Agent Date
35148-00019 INITIATED 04/07/2017 KENNETH MICHAEL
35148-00013 CATHY JONES 985632587 INITIATED 03/27/2017 KENNETH MICHAEL
35148-00011 FSDFSD 123456789 INITIATED 03/10/2017 KENNETH MICHAEL
35148-00002 KARIN OWNERSHIP 444555874 INITIATED 01/24/2017 KENNETH MICHAEL
35148-00003 KARIN TEST2 113654856 INITIATED 01/25/2017 KENNETH MICHAEL
35148-00015 KEN JONES 123544897 INITIATED  04/06/2017 KENNETH MICHAEL

The results of your search are compiled within a grid just below the search criteria section.

O To sort the search results, click any of the grid column headings.
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To view the details of an application, click the application’s ManageAR ID number.

Search Results

ManageAR

25148-00019

Id Employer Name FEIN

___—35145-00013 CATHY JONES 985632587

35148-00011 FSDFSD

25148-00002 KARIN TEST2

123456789

35148-00002 KARIN OWNERSHIP 444555874

113634856

To view the details of an application, select 3 ManageAR Id link from the list below.

* Status
INITIATED

INITIATED
INITIATED
INITIATED

INITIATED

Status
Date

04/07/2017
03/27/2017
03/10/2017
01/24/2017

01/25/2017

QO Toview the details of an application, double-click that application row, or

simply click the desired application’s ManageAR Id number.
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Entering a New 135NC
Application

Getting Started

Starting a new 135NC Application is a simple and straightforward process.

ncrb
siRtiovl] ManageAR

REPORTS TOOLS¥  ALERTS HELP NCRB.ORG BACK TO PORTAL

Welcome AGENT TESTER!
Alerts - Review daily as items are continually updated.
Listed below is important information that should be reviewed before continuing.

To start a new application:
Step 1. On the sidebar menu, click New Application.

Step 2. Enter the required information on the Applicant page. At a minimum,
you must complete the Employer Name, Address, City, State, Zip
Code, Legal Description, Requested Effective Date and Business
Description.

Step 3. Click the Save button to save your new application.

Any validation or edit failures will be displayed in bold red text at the
top of the page. You may choose to correct the edit failures
immediately, or you may continue to enter the rest of the application
data. You will be required to correct all edit failures before the final
submittal to the NC Rate Bureau for processing.

Upon entry of the initial identifying data fields (Applicant page),
ManageAR will access eligibility information in NCRB’s processing
system. If an ineligibility (non-payment of prior premium obligation or
non-compliance of an audit), is detected, a notification box will pop-
up to alert the agent of the non-compliance. You can choose to stop
the application process at that point or you can proceed with
completing the remaining application fields and submit it to the
NCRB for processing.

The new Compliance feature in ManageAR will conduct a high-level
review of our internal database based on the applicant name and
Federal Employers Identification Number (FEIN) only. Upon review
of the application by NCRB’s Assigned Risk staff, a more thorough
search will be conducted and may potentially identify an ineligibility
ManageAR did not initially recognize.

Since all ineligibilities must be resolved prior to assignment of
coverage to an Assigned Risk carrier, the agent or employer must
contact the prior carrier to resolve the audit and/or pay the past due
premium obligation. If you need contact information for the carrier or
need specific information as to what the ineligibility is, we encourage
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you to contact NCRB at 919-582-1056 or via e-mail at
support@ncrb.org.

We strongly recommend agents resolve eligibility situations prior to
submitting the application to NCRB. However, if the agent chooses
to continue the application process in ManageAR, despite an
ineligibility existing, once reviewed, the application may be declined.
If the employer becomes compliant during the review process, the
effective date of coverage will be based on the compliance date, not
the initial submission date into ManageAR.

Step 4. To navigate to the next page, click the Next button. Follow the
instructions on each page to step through the process of filling inthe
application. For information on using the application navigation
buttons to navigate through the application process, see Application
Menu Buttons on page 11 of this Guide.

You can jump to different sections of the application using the
sidebar menu on the left. Before navigating to a different page, you
must save your changes on the current page. You are not required
to fully complete the application in one sitting — you can save the
application and come back to it later, if necessary.
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Using the ManageAR Grids

Grids are used throughout ManageAR to display data used in completing the

application.
Search Results
To view the details of an application, select 2 ManageAR Id link from the list below. You may view the Carrier Contact List for additional carrier contact information.
Coverage
ManageAR Status Carrier Effective | A\
1d Employer Name FEIN * Status Date Name Combo Id | Coverage Id Agent Date
35148-00019 INITIATED ~ 04/07/2017 KENNETH MICHAEL
35148-00013 CATHY JONES 985632587 INITIATED  03/27/2017 KENNETH MICHAEL
35148-00012 CATHY JONES 654789654 NASCENT 04/06/2017 KENNETH MICHAEL
35148-00011 FSDFSD 123456789 INITIATED  03/10/2017 KENNETH MICHAEL
35148-00016 JILL JONN 465469849 NASCENT 04/06/2017 KENNETH MICHAEL
35148-00008 JOHN BLACK 123654987 NASCENT  02/23/2017 KENNETH MICHAEL
35148-00014 JOHNNY JONES 854125874 NASCENT 04/06/2017 KENNETH MICHAEL
35148-00002 KARIN OWNERSHIP 444555874 INITIATED  01/24/2017 KENNETH MICHAEL
35148-00003 | KARIN TEST2 113654856 INITIATED  01/25/2017 KENNETH MICHAEL
35148-00017 KEN APRIL 231231654 NASCENT 04/07/2017 KENNETH MICHAEL
28142-00015  KEN 1NNES 1732844807 TNTTTATER  N4/NA/MN17 VENNETH MICUAE v
12 total recard:

ManageAR uses a scrollable grid, or table, on many of its pages to display data.
For example, as you add business names to the application, each business name
is displayed in a grid at the top of the Business Names page.

You can use these grids to view and sort information, or to edit and delete entries.

Sorting Grid Information

Search Results

To view the details of an application, select a ManageAR Id link from the list below.

ManageAR Status
Id Employer Name FEIN * Status Date

35148-00019 INITIATED 04/07/2017

35148-00013 CATHY JONES 985632587 03/27/2017

35148-00012 CATHY JOMES 6547859654 MNASCENT

Click a column

35148-00011 FSDFSD 123456789 INITIATED 03/10/2017 T~
header to sort...
25148-00016 JILL JONNM 465460849 NASCENT 04/06/2017
Step 1. To sort the information in a ManageAR grid, simply click the heading

of the column you want to sort. The first time you click a column
header, the data will sort in ascending order. If you click the header
again, the sort order will reverse.
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Adding Information to a Grid

You can add entries to some of the grids in ManageAR. The following text uses the
process of adding a business name as an example simply because this is the first
time you will encounter a grid as you proceed through a new application. The
process is similar on any page that allows you to add information to a grid.

Business Names

Listed below are the business names associated with this application. To add a new business name, click Add Business Name, enter your data and click Save. To edit a business
name, double-click on the row to populate the edit section at the bottom of the page.

Business Name
CATHY'S GROCERIES

1 total records.

Export Data Grid

Business Name Details
Enter the additional business names for this applicant. If the applicant does not have any additional business names, leave this section blank.

Business Name: | |

[ rdd ausiness Narme i Belto Susiness Name |
I T BT T
Step 1. On the Business Names page, type the new business name in the
Business Name field. To save the business name you have three
options:
o Click Save to save the business name. If applicable, any

edit failures for the current page are displayed.

o Click Add Business Name to save the business name and
add a second business name.

o Click Next to save the business name and proceed to the
next page in the process. In the case of business names,
Next will navigate you to the Locations page.

The new business name is added to the Business Name grid at the
top of the page.
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Editing Grid Information

Business Names

Listed below are the business names associated with this application. To add a new business name, dick Add Business Name, enter your data and click Save. To edit a business
name, double-click on the row to populate the edit section at the bottom of the page.

KENS GROCERIES

Business Name

KENS TREE SERVICE

\

2 total records.

Double-click a grid
row to start the
editing process...

Export Data Grid

Business Name Details

Enter the additional business names for this applicant. IF the applicant dees not have any additional business names, leave this section blank.

Business Name: ‘

Step 1. To edit information in a grid, double-click the row containing the
information you want to edit.

The page refreshes with the row information displayed in the fields

beneath the grid.
Step 2. In the fields below the grid, edit the information you want to change.
Step 3. Click Save.
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Deleting Grid Information

Business Names

Listed below are the business names associated with this application. To add a new business name, click Add Business Name, enter your data and click Save. To edit a business
name, double-click on the row to populate the edit section at the bottom of the page.

Business Name

KENS GROCERIES

KENS TREE SERVICE

2 total records.

Export Data Grid

Business Name Details
Enter the additional business names for this applicant. If the applicant does not have any additional business names, leave this section blank.

Business Name: |KENS GROCERIES |

Add Business Name Delete Business Name

Step 1. To delete a row of information in a grid, first double-click the rowto
select it.

Step 2. The “details” section of the page is populated with theinformation
from the selected row.

Step 3. At the bottom of the page, click the Delete... button.

Step 4. Click Save.
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Printing Grid Information

Owners/Officers

Listed below are the owners, officers, sole proprietors, general partners or members of limited liability companies associated with this application. To add a new ownerjofficer, click
Add Owner, enter your data and click Save. To edit an owner/officer, double-click on the row to populate the edit section at the bottom of the page.

% Birth Class

Name Title Coverage Salary Ownership Date Duties Code

OWNER 1 PRESIDENT ELECT $42,000 50.00 1/1/1970 MANAGER 8810
OWNER 2 VICE PRESIDENT ELECT $40,000 50.00 2/10/1972 OFFICE MANAGER 8810

2 total records.

Export Data Grid

Step 1. Once a row has been saved and appears in the grid, an ExportData

Grid button will appear just below the grid. Click this button and an
Open/Save/Cancel dialog will appear.

~ile Download 3

Do you want to open or save this file?

@ Mame: Data,xls
HH]

Type: Microsoft Office Excel 97-2003 Worksheet
From: test.nerb.org

Open ][ Save ]l Cancel |

l--" | wihile files from the Internet can be useful, some files can potentially
\a harm pour computer. IF you do not trust the source, do not open or
= save this file. What's the risk?

Step 2. Click the Open button. A new Excel spreadsheet will open with the

exported data.

X[ 9~ -5 Data [Compatibility Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
= e L o= = H == B
Verdana #Wlig ~|A A | = L4 =1 Wrap Text General i Wes ﬁ Normal Bad|
152 Copy ~ 53] =
Past: v v | Sy v B a . . <0 .00 Conditional F t |[Calculation
¢ Fromatpainter | B £ U H & - A B Merge & Center $:o%: 2 | 858 Fc:'rr:\aln‘v.;\ngav i
Clipboard v Font nment Number
Al 2 J< | Name
| 4| A | B c D E F G H
1 Name _I Title Coverage Salary %Ownership BirthDate Duties ClassCode
2 OWNER 1 PRESIDENT ELECT " $42,000 50 1/1/1970 MANAGER " 8810
3 OWNER 2 VICE PRESIDENT ELECT " 40,000 50 2/10/1972 OFFICE MANAGER " 8810
4 |2 total records.
Step 3. Use the Excel print feature to print the data.
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Class Codes

Class codes are four-digit codes that describe the type of work being done by the
individuals employed by the applicant. ManageAR provides a class code search
feature that simplifies adding the appropriate class codes to an application.

ManageAR also provides a pop-up tool to allow you to view a class code’s
assigned risk and loss cost rates for the past five years. For instructions on using
this tool, see Viewing Historical Class Code Assigned Risk Rates and Loss Cost
Rates on page 43.

Searching for a Class Code

Search Criteria

To locate a class code, enter either a class code or keyvword and click Search.

Class Code: Kewvword: |[computer

Search Type: (3 Contains (O Begins with *

To search for a class code:

Step 1. In the Search Criteria section on the Class Codes page, typea
keyword in the Keyword field.

Step 2. Select either the Contains or Begins With radio button.

If you select Contains, the search results will return any class code
whose primary or alternate phraseology contains the keyword
entered.

If you select Begins With, the search results will return any class
code whose primary or alternate phraseology begins with the
keyword entered.

Step 3. Click Search.

The results of your search are displayed in a grid in the Search
Results section.

Class Code Search Results

Search Results
Double-click on a class code in the search results to add it to the list of selected class codes. To view alternate phraseologies, click the » symbol next to the class code.

Code Phraseology Description

~
) 0005 FARM - NURSERY EMPLOYEES & DRIVERS Propagation of trees, shrubs, plants. Wholesale and retail sales.
+ 0008 FARM - GARDENING - MARKET OR TRUCK & DRIVERS Cultivating, harvesting & packaging of perishable vegetables
Alternate Phraseology
FARM - VEGETABLE & DRIVERS

» 0016 FARM - ORCHARD OR GROVE & DRIVERS Planting, pruning, spraying, pickling, packing, storing and shipping opel

» 0034 FARM - POULTRY OR EGG PRODUCER & DRIVERS Raising poultry for eggs or breeding purposes, raising bees for honey
Step 4. To view alternate phraseologies for a class code, click the + symbol

next to the class code in the Search Results grid.
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Adding a class code to your application

Step 1. To add a class code to your application, double-click the class code’s
row within the grid in the Search Results section. The class is added
to the Selected Class Codes section at the top of the page.

Step 2. Once you have added all of the applicable class codes to your
application, enter Payroll, # of Employees and USL&H Indicator, if
applicable, for each class code in the Selected Class Codes section.

Using Class Code EZ Add

Class Code EZ Aadd

If wou know the class code to assign to this application, you may enter it and click Add, NOTE: EZ Add utilizes the
class code's primary phraseclagy. To view alternate phraseologies For a class code, use the Search Feature belaw,

Class Code: [+299] %

If you know the class codes to be assigned to the application, you can use the
ManageAR Class Code EZ Add feature.

Step 1. In the Class Code EZ Add section of the Class Codes page, type the
class code in the Class Code field and click Add.

ManageAR will add the class code to the Selected Class Codes grid
at the top of the page.

Step 2. Enter Payroll, # of Employees, and USL&H indicator, if applicable,
directly into the grid.

Deleting Class Codes

You may remove previously selected class codes from your application at any point

in time.

Step 1. In the Selected Class Codes section of the Class Codes page,click
on the row that you would like to delete.

Step 2. Click the Delete Selected Row button. A message displays asking

“Are you sure you want to delete this class code?” Click the Yes
button. The selected class code is removed from the application.
Click the No button to cancel the deletion.

To delete all of the class codes assigned to the application, click the Delete All
Rows button.
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Searching for an Experience
Modification

ManageAR offers two methods of searching for experience modifications:

QO Anapplication lookup allows you to populate the experience modification
fields from a table of search results as part of filling out the 135NC application.

QO An Experience Modification Lookup tool, available on the Tools menu,
allows you to drill down to view the Experience Modification and ARAP values
for the last five years (when available). For more information on using thistool,
see Viewing Historical Experience Modification Ratings on page 45.

Searching for Experience Modification Factors

NCRB-NCRF-NCIGA

NCRB * NCRF ¢ NCIGA

{0

o comoh
RATE BUREAU
REINSURANCE FACILITY
INSURANCE GUARANTY ASSOCIATION

Workers Compensation Experience Modification Lookup

NCRB.org Back to Portal Help

Experience Modification Lookup
To search for an Experience Modification, enter either the Employer Name, Coverage I1d or Combo Id and dick Search. To narrow the search by Employer Name, you may also

enter a city.
Employer Name: City: 1
Coverage 1d: I ] Combo Id: @477 ‘
Search Type: @ Contains (” Begins With * m

Search Results
Select an employer and double-click to view the Experience Modification and ARAP factors for the last 5 years. You will not be able to view an Experience Modification for an
ployer subject to i perience rating. For additional information, see the Frequently Asked Questions section of the Help page.

Employer Combo Coverage Interstate
Name Address 1d 1d 1d
SASHA DOGGIE LLC 123 SASHA LANE, RALEIGH, NC 27610 5555047 25101400
Step 1. On the Exp Mod page, enter any combination of search criteria in the

Experience Modification Lookup section.

The City search field may only be used if you have also entered an
Employer Name.

Step 2. Click Search.

The page refreshes, and the results of your search are displayed ina
table in the Search Results section. Scroll through the results to find
the company you are searching for. Click the Alphabet Letters at
the top of the grid to display the employer names that begin with the
selected letter/number.

Step 3. If necessary, click the + symbol beside the company name to viewa
listing of the employer’s secondary names.
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Step 4. If an experience modification and ARAP are available for the
employer (as shown in the Exp Mod and ARAP columns), double-
click the employer (or secondary name) row to populate the
Experience Modification and ARAP fields with the data from the
table.

If the Experience Modification value contains the word “CALL”, then
call the NCRB Information Center to obtain the employer’s
Experience Modification. If the Experience Modification value
contains the word “NONE”, then this indicates that the employer
does not have an Experience Modification and that you should enter
“1.00” in both the Experience Modification and ARAP fields.
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Applying Payments to your
Application

Payments must be made on all ManageAR applications using the E Payment method.

Coverage Effective Date Rules For
Various Payment Methods

E Payments:

With E Payment, the earliest effective date of coverage will be 12:01am on the first
day following the submittal of the application. The Bureau analyst may pend an
application for 2 business days following a review in order to obtain further
information from the agency, while still reserving the requested effective date. If
the application is not completed within those two business days, the application will
be declined. Once an application is approved for assignment, the agent will have
two business days to pay the premium via the E Payment method in order to
reserve the required effective date. If payment is not received within those two
business days, the application will be declined.
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Paying for Premium using a Bank Account

Step 1. When an application is approved for assignment, an email will be sent to the
email address listed on the application requesting payment. Premium payment
must be received within two business days to secure coverage.

Message  Mimecast  Adobe PDF

From: Support@ncrb.org
To Agent's email here

Subject NCRB Application - HOUSEINC - s ready for payment
RE: SURE HOUSE INC - MR
Combo ID.

Coverage Group ID
ManageAR ID:

The application for Workers C: ion I for the d insured is APPROVED PENDING PAYMENT of the required deposit premium
Premium payment must be received within 2 business days of this notice to secure an effective date of 12:01 AM on 03/05/2019.

You may now log into ManageAR to complete the payment process. Once the payment process is completed, you will receive an emailed Notice of Assignment with details on the assigned carrier.
Payment process must be completed by 11:59 PM on 022172019 or the application will be automatically declined.

Please notify the applicant on the status of the application.

Thank you,

North Carolina Rate Bureau
919-582-1056
support@ncrb.org

Step 2. Use the link from the email received or log into ManageAR web application
andnavigate to the Worklist.

ncrb

RATE BUREAU

New Application

Step 3. From the worklist, select the application that requires payment. This
item will display with a green status of PAYMENT PENDING . Click on
the ManageAR Id to navigate to the payment screen.

ncrb
R TLOve ManageAR

Worklist
Your Workdist is compnised of the applications that you have access to view. Once NCRB receives a policy for an application it will no fonger appear on your Workdist. Applications
Search that were declinad and are over 60 days old do not appear on the Worklist. To view the details of an application, select a ManageAR Id link from the list below. If you are unable

to find an application, you can use the Search screen to locate it. You may view the Carrier Contact List for additional carrier contact information,
ManageAR Status Carrier Coverage -
Employer Name FEIN * Status Date Name Effective Date ComboId = Coverage Id Agent

New Application PIEDMONT SHEET 121243495  PAYMENT 03/05/2019 27030840 AGENT TESTER
ETAL TEST_CM) PENDING

EZ Quote

Step 4. Set up a payment account by clicking on “Use a new payment account”
to set up your payment account. You will have the ability to save this
payment method to use for future payments.
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p—— N\orth Carolina
e RATE BUREAU

Make a Payment
Payment
NCRB Online Applications
Amount Due £1,500.00
ManageAR ID 12465-00147
Applicant Name ERIC HERBSTREITH
Coverage ID 215633370
Effective Date 4/5/2015

Payment Informatior

Frequency One Time
Payment Amount $1,500.00
Payment Date Pay Now
Payment Method

Saved Payment Methods Select

Email Address abc@123.0rg

¢ Save this email address to My Profile

Make a Payment

My Account

Select (Personal or Business) and enter in the Bank Routing and Account
number. If you would like this account to be saved for future use, be sure to
select the “Save this payment account for future use”.

Please note: This payment account will need to be set once for each
assigned risk carrier, which means you may have to set this account up

more than once.

Please note: The email address on this page is populated from the
application. It can be changed if you would like payment confirmation to

someone else.

Payment Information

Frequency Ons Time
Payment Amount £1,500.00

Payment Date Pay Now

Payment Method

oo Ao o]

+ Bark Routing | Bank Account »
i Numbor | Numbor
Personal Check | Business Check
Bank Routing Number
Bank Account Number
Bank Account Type * Checking Savings
This is a business account
Save this payment account for future use
Email Address abc@123.0rg

¢ Save this email address to My Profile

-

Saved Payment Methods Selsct ¥ | Use 3 new payment account
Sampo Chack
123 Main St 1215
Anytown, MO 12345 s
v 70 T
SROERE s
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Step 5. Select “Continue” on the bottom, left hand side of the screen

oy

Ebank

Step 6. Review the information entered to ensure it is correct and click the I
accept the Terms and Conditions” and select “Confirm” to move on

to the next step.

Step 7. Once you confirm payment, you will receive three types of
confirmation.

pmm—— North Carolina

Review Payment

Flease revie

the information below and select Confirm to process your payment. Select Back to return to tha previous page to make changes to your payment.

Payment Details

Description NC Workers Compensation Premium Deposit
NC line Applications

http://www.nerb.org

Payment Amount $1,500.00
Payment Date 04/10/2018
ManageAR ID 12455-00147

Applicant Name ERIC HERESTREITH
Coverage ID 216233970

Effective Date 4/5/2012%

Bank Routing Number 031000022
Bank Name US BANK NA
Bank Account Number *3523
Bank Account Type Checking
Bank Account Category Consumar

Confirmation Email abc@123.0r9

By clicking "I Accept”, 1 authorize the payee to electronically debit my bank account for the amount(s) and at the
frequency and date set forth above.

1f this is a single payment, this authorization is valid for this transaction only. If this is a recurring payment, this
authorization is to remain in full force and in effect until 1 notify my bank or notify the payee of its tarmination, 1
understand that I do this by canceling any pending payments and recurring payment instructions within this system at
least three bapks s before my account is scheduled to be debited.

Make a Payment My Account

é @) T acoept the Terms and Conditions . - e
”'Evﬁ!;'ank Customer Service Help Privacy, Polic Security
Confirmation # 1: Website display confirmation:
A confirmation number will display on the top of the website. You
will also receive an email confirming payment.
Confirmation

Please keep a record of your Confirmation Mumber, or grint this page for your records.

Confirmation Number NCORB1000001295

Return to NMCRB.org
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Confirmation # 2: Email — Payment confirmation:

This email is from U.S. Bank and will be sent to the email address
entered in the US Bank website for payment.

Name

tanage AR 1D 12465-000
Effective Date

Thank you for you payment

This email is to confirm your payment ssbesitted on Feb-26-2019 for NC Workers Compensation Premium Dieposi

Confimmatics Number: NCORB1000001158
Payment Amoust

Scheduled Pavment Date: Feb-26-2019
Amount Duc.

Account Nickname: test epay
Routing Transit Nusmber- 091000022
Aceount Number *3523

Account Type: Checking

Account Category: Busisess

The above payment was processed with suthorization 10 make 3 siagle entry ACH debit of the above listed account. If you did not autherize this payment please contact Cusomer Service at (919)582-1056,

Ifyos ot hi seed assistance, please | ManageAR at haips

weby

ortal ncrb erg NCRBPortal PostalHome.

asmx, or contact Customer Senvice at (919)582-1036, or suppon @sab o,
Thank you for usiag the US Bank decrcaic payment system.

U$ BANCORP made the foll owing ansotations

Elextronic Pivacy Notice. This ¢-madl, and any astachaments, contains infommmation that is, o may be. covesed by checuronic commumicaions peivacy baws, aad is alto confhdeatial and proprictary i sanwe. [ you are mot the intcnded recipicas, please be advised that you are legally peokibined
from retaining. using. copying, distributing. o otherwise disclosing this information ia any manner Instead, please reply to the sender that you bave received this communication in enror, and then immediately delete it. Thank you in advance for your cooperation

Confirmation # 3:Email -Notice of Assignment from NCRB:

This email will have the subject NCRB Assignment Letter and will
include a PDF attachment of the assignment letter and assigned
carrier details.

1gnreent Letter  SUNE 1DV |
= Message TSR AICERUR

re Eupport
g agent En

<

Subjeck  CBR Avsignment Lettes - SURE HOUISE 17 MR

| Message | T donialionAssicnec.ocll 12 K31

The Follamig appikation bas een assigned. Please see the attechment for more details,

% ippiratinniig ety - Adre Leveinat P

e Cat Vew Wirdew lldp
Do [Beoe- |[HHE P 2P YERED P——
[ |8 & | & @[] |[H B Took  Fill %Sign = Comment

NCRB-NCRF-NCIGA North Carolina Rate Bureau

nonh carcling
RATE BUREAU
REINSURAMNCE FACILITY
INSURARNCE GUARANTY ASSOCIATION

Bssigned Carrier Agency
SERVICES INC A INSUBANCE SERVICES INC

MARY ROWLAND
315 MAIN STREET
MNORTH WILXES NC 28653
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Uploading Required Documents
and Completing an Ownership
Change

Uploading Required Documents

If General page questions 5, 6, 7 or 8 are checked ‘Yes’ and/or Payments page ‘Is
this Premium Financed’ is checked ‘Yes’, the system will require documents to be
uploaded before allowing a User to submit an application. The exception is if an
NCRB Internal User is submitting a ManageAR application on behalf of an Agent,
documents will not be required to be uploaded in order to submit an application.
The following documents will be required based on General page answers:

¢ Question 5: Client Supplemental Employee Leasing Application

¢ Question 6: Labor Contractor Supplemental Employee Leasing Application
(Side A)

¢ Question 7: Labor Contractor Supplemental Employee Leasing Application
(Side A & B)

¢ Question 8: Truckers Supplemental Application

The following document will be required when Payments page ‘Is this Premium
Financed’ is checked ‘Yes’:

e Premium Finance Agreement

Step 1. In ManageAR, click the Documents tab.
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Documents page

ncrb
RATE BUREAU ManageAR

REPORTS TOOLSv¥  ALERTS HELP NCRB.ORG BACK TO PORTAL

Workdist ManageAR ID: 12465-00049 Applicant: JOHNSONS LAWN AND LANDSCAPING INC

Search Documents
EZ Quote Documents/links displayed in the grid below are required for submittal of this application based on answers provided on the General Information and/or Premium tabs.

» For Supplemental Applications, click the PDF icon to download and save the file to your system and enter all requested information. Follow the instructions in the Document
Upload section below (visible upon selecting a row) to upload the document(s). The maximum allowable file size is SMB.

New Application » For Owinership Changes, complete the information in the linked ManageOwnership application (opens new window). The ERM-14 will be available for print upon completion.

» For the Premium Finance Agreement, upload the applicable signed contract. The maximum allowable file size is 5SMB.

NOTE: All Supplemental Applications must be signed and retained in the Agent's office with the Applicant's original signature for a period of not less than five (5) years.

Required Document (Click [ for Blank form) File Name
Labor Contractor Supplemental Leasing Application, Side A & B Delete

Current Application

- Applicant

- Business Names

Client I 1 I Leasing ication [ Delete
- Locations :
Truckars Supplemantal Application Delete

- General

- Insurance

- Owners

- Class Codes

- Exp Mod

- Coverages

- Premium

- Submittal

- Confirmation

History

Print Form(s)

Step 2. Click on the PDF icon in a row in the Required Documents column to
download an application.

Documents
Documents/links displayed in the grid below are required for submittal of this application based on answers provided on the General Information and/or Payments tabs.

« For Supplemental Applications, click the PDF icon to download and save the file to your system and enter all requested information. Follow the instructions in the Documen
Upload section below (visible upon selecting a row) to upload the document(s).

For Ownership Changes, complete the information in the linked ManageOwnership application (opens new window).

For the Premium Finance Agreement, upload the applicable signed contract.

NOTE: All Supplemental Applications must be signed and retained in the Agent's office with the Applicant’s original signature for a period of not less than five (5) years.

Required Document (Click [ for Blank form) File Name
ERM-14 Ownership Change View Ownership Change (opens new window)
) Labor C ppl | Leasing Appli Side A i B LaborSuppAB_35148-00018_1.pdf Delete

» Client Supplemental Employee ClientSupp_35148-00018_1.pdf Delete
[emental Application ] TruckerSupp_35148-00018_1.pdf Delete

-
] Premium Finance Agreement PremFinance_35148-00018_1.pdf Delete

Document Upload
Upload the Labor Contractor Supplemental Leasing Application, Side A & B form on the Required Document tab.
Upload supporting documentation on the Supporting Documents tab.

(0o GET M (V= falelel [ lsiall|  Upload Supporting Documents

Please upload your Labor Contractor Supplemental Leasing Application, Side A & B form.

To upload a document, browse for the file on your system using the Choose File... button, and click Upload. When you are finished, click Save.

Choose Fil

Step 3. Save the application to a designated location on your computer.

Step 4. Complete the application, print, sign, and scan back to your
computer.

Step 5. Click on a row in the Required Documents column to view the upload

button for the application.
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Documents
Documents/links displayed in the grid below are required for submittal of this application based on answers provided on the General Information and/or Payments tabs.
« For Supplemental Applications, click the PDF icon to download and save the file to your system and enter all requested information. Follow the instructions in the Documen
Upload section below (visible upon selecting a row) to upload the document(s).

« For Ownership Changes, complete the information in the linked ManageOwnership application (opens new window).
« For the Premium Finance Agreement, upload the applicable signed contract.

NOTE: All Supplemental Applications must be signed and retained in the Agent's office with the Applicant's original signature for a period of not less than five (5) years.

Required Document (Click [ for Blank form) File Name
ERM-14 Ownership Change View Ownership Change (opens new window)
) Lakge Contractor Supplemental Leasing Application, Side A & B LaborSuppAB_35148-00018_1.pdf Delete
» Client Supplemental Employee Leasing Application ClientSupp_35148-00018_1.pdf Delete
/ » Truckers Supplemental Application @ TruckerSupp_35148-00018_1.pdf Delete
Premium Finance Agreement PremFinance_35148-00018_1.pdf Delete
Document Upload

Upload the Labor Contractor Supplemental Leasing Application, Side A & B form on the Required Document tab.
Upload supporting documentation on the Supporting Documents tab.

(sl (o= Te JatEe (Tl Mo oTal] i<l Upload Supporting Documents

Please upload your Labor Contractor Supplemental Leasing Application, Side A & B form.

To upload a document, browse for the file on your system using the Choose File... button, and click Upload. When you are finished, click Save.

Choose File...

Step 6. Click on the Choose File button on the Upload Required Document
tab.

Step 7. Select the completed application and click on the Open button.

Step 8. Click on the Upload button in the Upload Required Document tab.

The file name column will be populated for the uploaded application.

Document Upload
Upload the Labor Contractor Supplemental Leasing Application, Side A & B form on the Required Document tab.
Upload supporting documentation on the Supporting Documents tab.

(WolREREE Tl falelaily [y @l Upload Supporting Documents

Please upload your Labor Contractor Supplemental Leasing Application, Side A & B form.

To upload a document, browse for the file on your system using the Choose File... button, and click Upload. When you are finis|

O Testboxes.pdf 0B/147.78KB %

Upload

Step 9. Upload any supporting documents, as necessary, by clicking on the
Upload Supporting Documents tab for the application.

Document Upload
Upload the Labor Contractor Supplemental Leasing Application, Side A & B form on the Required Document tab.
Upload supporting documentation on the Supporting Documents tab.

| Upload Supporting Documents

Please upload supporting documents for your Labor Contractor Supplemental Leasing Application, Side A & B form using the control below:

| Upload Required Document

Step 10. Click on the Choose File button on the Upload Supporting
Documents tab.

Step 11. Select a file to upload and click the Open button.

Step 12. Click on the Upload button in the Upload Supporting Documents tab.
The Supporting Documents grid will display below the Application for

DOCUMENT VERSION 2.6 08/26/2024 PAGE 34 of 51



A GUIDE TO GETTING STARTED WITH THE ManageAR WEB APPLICATION

which it was uploaded. The Supporting Documents column will
display the file name of the uploaded file, and the File Name column
will display a system generated file name.

Step 13. All uploaded documents will be included in the ManageAR
application submission.

Uploaded Supporting Documents

Required Document (Click |4 for Blank form) File Name
ERM-14 Ownership Change View Ownership Change (opens new window)
+ Labor Contractor Supplemental Leasing Application, Side A & B LaborSuppAB_35148-00018_1.pdf Delete

Supporting Documents

LaborSuppAB_SupportingDoc_35148-00018_1.pdf Delete

»  Client Supplemental Employee Leasing Application [5 ClientSupp_35148-00018_1.pdf Delete

Completing an Ownership Change

If General page question 3 is checked ‘Yes’ the system will require the User to
complete an Ownership Change Form before allowing a User to submit an
application. The exception is if an NCRB Internal User is submitting a ManageAR
application on behalf of an Agent, if General page Question 3 is checked ‘Yes’, an
Ownership Change Form will not be required to be completed in order to submit an

application.

Step 1. In ManageAR, click the Documents tab.

Step 2. Click on the ERM-14 Ownership Change link in the Required
Document column. The ManageOwnership application will openand
allow a User to complete and submit an Ownership Change. A User
may choose to start an Ownership Change, then Save & Exit, and
return at a later time to complete and submit the change.

Step 3. After the Ownership Change is submitted, the Documents page will

display View Ownership Change (opens new window) in the File
Name column.

ERM-14 Ownership Change

ManageAR 1D: 35148-00004 Applicant: KEN M MICHAELS

Documents

Basad on your answers in the General Information section, you must upload required documents for this application. To upload a document, browse for the files on your system
using the Choose File... button, and dick Upload. When you are finished, dick Save.

Required Document (Click for Blank form) File Name
ERM-14 Ownership Change View Ownership Change (opens new window)
Step 4. Once an Ownership Form has been submitted, it cannot be edited. If

changes need to be made, contact the NCRB, NCRF and NCIGA
Information Center.

Step 5. An ERM-14 form affirmation will display on the Submittal page and
require a User to check the box before the application will beallowed
to be submitted.

Step 6. The completed Ownership Form will be included in the ManageAR
application submission.
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Submitting the 135NC
Application to NCRB

Before attempting to submit the application, you should complete each page of the
ManageAR application process. After you have successfully entered all the
required information in the 135NC application, you are ready to submit the
application to NCRB for processing.

One of the strengths of ManageAR is its ability to check for valid application
information at the time of submittal. If errors are found, you will receive a listing of
errors, or Edit Failures, when you attempt to submit the application. For more
information on dealing with Edit Failures, see How to Correct Edit Failures on page
39 of this Guide.

ncrb
RATE BUREAU ManageAR

REPORTS TOOLS ¥  ALERTS HELP NCRB.ORG BACK TO PORTAL

ManageAR 10: 12465-00049 Apphcant: JOHNSONS LAWN AND LANDSCAPING INC
APPLICANT'S SIGNATURE
Name of Executive Officer or Oviner who will be signing this apphcation:

Executive Officer/Owner’s Tile: v|*

New Application

AGENT INFORMATION

. NCRB has on record the following contact information for the agent assigned to this application. If any of the contact information displayed here is incomrect, or if you would like to
Current Application associate a dfferent agency name or agency address with this apphcation, correct the fields below. If the information that was originally defaulted is incorrect, contact your
- Applicant agency's Master Web Ad_mmstratov to have your NCRS contact pgoﬂle upda_mi:

Signing Agent: TEST AGENT 2
- Business Names

Lol Agency: AF INSURANCE SERVICES INC
p—— Address: 315 MAIN STREET
- Insurance City: NORTH WILKESBORO
- Owners State: [NC Y | ™ Zip Code: 27614
Phone: = Fax: Email:
AGENT AFFIRMATION

NOTE: This application vill not be processed by the NC Rate Bureau until you click the "Submit™ button at the bottom of this page.
' 1 certify that T am the logged in agent. *
¥ 1 certify that I am a licensed NC agent, and pursuant to NC GS 58-36-1(5), certify this applicant Workers Compensation Insurance risk to be difficult to place. *
Agent FEIN/SSN:
1 1 certify that T am the producer of record.

« In the event that the policy & cancelled or insurance is termnated which results in a retum of pramium to the insured, 1 agree, upon request, to return my proportionate share
History of such return premium. *

| By cheddng this box, I certfy that I have reviewed Section 13 of the application with the applicant prior to his/her signing. *

) By chedkdng this box, 1 hereby acknowdedge the signature to this Applcation and any Supplemental Applications as an original signature, I request, on beha¥ of the applicant,
the designation of an mswance company to provide insurance in accordance with the provisions of the N.C. Workers Compensation lnsuun:e Plan and 1 certify that I have
d the bilities with the appli and will retain a copy of the completed Application and any applicable Supph N A with 's
original signature for a penod of not less than five (S) years.

[ somt ] Sove B Gl J f preies |

Print Form{s)

To submit the 135NC application:

Step 1. On the Submittal page, complete all required fields and “create” your
electronic signature by selecting the checkboxes in the Agent
Affirmation section.

Step 2. To save the application without submitting, click Save.
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ManageAR will check for errors or missing information on the
Submittal page.

If errors are found, the page will refresh with the errors listed at top
in bold red text.

To submit the application, click Submit.

ManageAR will check for missing information (called Edit Failures)
throughout the entire 135NC application. If errors are found, the
page will refresh with the errors listed in bold red text. If no errors
are found, the application will be submitted to NCRB.

How to Correct Validation Errors

Correcting Edit Failures for Submittal
When you submit a 135NC application, ManageAR checks the entire application
for missing or incomplete information (known in ManageAR as Edit Failures).

ManageAR then creates a new page, located in the left column menu, listing all
Edit Failures, with links back to application pages containing the Edit Failures.

ncrb
TUATLGvl ManageAR

REPORTS TOOLS¥  ALERTS HELP NCRB.ORG BACK TO PORTAL

Worldist ManageAR 1D: 12465-00049 Applicant: JOHNSONS LAWN AND LANDSCAPING INC

Search Validation

EZ Quote The following validation errors must be resolved before submitting the application to the NC Rate Bureau for processing. Click on the error description to navigate to the appropriate
page for correction. To return to this validation page, dlick on Edit Failures in the menu links on the left side of the page.

Documents

New Application 1. Supplemental Form(s) and/or the Premium Finance Agreement required.

Submittal

Printed Signature Name of person signing the application is required.
Title of person signing_the application is required.

Agent FEIN is required.

Agent phone is required.

Agent email is required.

Current Application

! yal

- Applicant

- Business Names

LAIRE 58 LI )

- Locations
- General

- Insurance

- Submittal

- Confirmation

- Edit Failures
History

Print Form(s)
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To correct edit failures for submittal:

Step 1. On the Edit Failures page, click the item you want to resolve.

You will be taken directly to the page containing that Edit Failure.
Step 2. Correct all Edit Failures on the page, and then click Save.

ManageAR will save your corrected information, and then re-check
that page for errors.

If remaining errors are found on that page, ManageAR willrefresh
the page with the validation errors displayed in red text in the
appropriate section.

Step 3. To return to the list of edit failures, on the left sidebar menu, click
Edit Failures.

Step 4. Repeat Steps 1-3 until all validation errors have been resolved.

Step 5. On the Submittal page, click the Submit button at the bottom of the
page.

Individual Screen Edits

As you complete the pages of a 135NC application in ManageAR, you have two
options to save the information you have entered on a particular page. If you click
the Next button (at the bottom of the page), ManageAR will take you to the next
page of the application without checking for validation errors.

If you click the Save button, ManageAR will perform a validation check on that
page. If errors are found, the page will refresh with instructions displayed in red
text.

You can correct the errors at that time, or you can elect to temporarily bypass the
errors by clicking the Next button, or by using the left sidebar menu to jump to
another page of the application.
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Viewing a Confirmation

After a 135NC application is successfully submitted, a Confirmation page will
display.

The Confirmation section includes all required uploaded documents included in
the submission and an ERM-14 Ownership Change Submission ID (when
required).

The Additional Steps section provides the user with information to complete the
application process.

The NCRB Contact Information section provides the user with contact information
for any questions they may have.

Users have the option to email and/or print the confirmation.

ncrb
LRtV ManageAR

REPORTS TOOLSv ALERTS HELP NCRB.ORG BACK TO PORTAL

Worklist Confirmation
cearch The North Carolina Rate Bureau has successfully received your application submission.

EZ Quote
Submittal Date/Time: 04/10/2019 10:24 AM
You can check on the status of this application at any time within ManageAR. If NCRB has any i ding the ission, you will be contacted. Othervise, you will receive
New Application a confirmation once this application is assigned to a carrier for coverage. Please reference the following 1D number on any correspondence or communication with the NCRE
regarding this applicant.
ManageAR 1D: 12465-00049 Applicant: JOHNSONS LAWN AND LANDSCAPING INC

Current Application

- Applicant Additional Steps

To finish the lication process, lete the following steps:
1. Print the completed 135NC form.

- Locations 2

- Business Names

. Obtain the applicant and agent signatures and retain on file for not less than five (5) years. NCRB does not require a copy of the signed document; however, NCRB retains the

G right to request a signed copy of the original application if needed.

3. Once the application has been reviewed and app d for assi you will receive instructions for payment of the required premium. This payment will be due within 2

- Insurance business days of notification.

NCRB Contact Information

North Carolina Rate Bureau Email: support@ncrb.org
Attn: Workers Compensation Department Phone: (919) 582-1056
2910 Sumner Boulevard

Raleigh, NC 27616

We recommend that you keep a copy of this information for your records. You may use the "Email Confirmation™ to email yourself a copy or you may use the "Print

Confirmation" to print the page.
Email Confirmation Print Confirmation
fistocy [ s ) Corcd [ Delei=Aov |

Print Form(s}
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Printing a 135NC Form and
Uploaded Documents

ManageAR offers the option of printing a hard copy of the 135NC form populated
with the information you have entered and printing any documents uploaded
(except the ERM-14) in the Documents page.

To print a completed 135NC and uploaded documents:

Step 1. On the left sidebar menu, click Print Form(s).
A copy of the 135NC form (in PDF format), populated with the
information you have entered, along with any documents uploaded in

the Documents page, will be merged together and will open in a
separate window.

Step 2. On the toolbar in the new window, click the Print icon.

Printing a completed 135NC and uploaded documents.

<3 ManageAR - Microsoft Internet Explorer, E|@|E|
. File Edit Wew Favorites Tools  Help 1';’
! W 7 \ﬂ \ELI ; /- ) search :\'/ Favorites Q‘A .7
: Address @) v a Go o links ¥
L
AIEET:ER RN b 0 OE
4
e \\ i
——— Click the Print
= = icon to print the
— i
———
:‘ o T [ ] ™
— =
=11
] =z || [ 1erz [ |m|[ esx1iin |ER]| ] 3
< ¥
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Viewing an Application’s History

Viewing the history of an application

ncrb

THATGYE ManageAR
[ REPORTS TOOLSv ALERTS HELP NCRB.ORG BACK TO PORTAL
Worklist ManageAR ID: 12465-00049 Applicant: JOHNSONS LAWN AND LANDSCAPING INC
Search Listed below are changes, additions and deletions made to the application using ManageAR after the application was submitted to Spectrum.
£2 Quote Changes
Changed Description 0ld Value New Value Changed By A
04/10/2019 10:24 AM Final Submittal:FEIN/SSN 123456781 123456781 AGENT TESTER
New Application
04/10/2019 10:24 AM Final Submittal: FEIN/SSN 12345678 122456781 AGENT TESTER
04/10/2019 10:24 AM Final Submittal:Agent Email abc@123.com AGENT TESTER
Current Application ” =
04/10/2019 10:24 AM Final Submittal:Agent Phone 9195551234 AGENT TESTER
~Applicant 04/10/2019 10:24 AM Final Submittal:FEIN/SSN 12245678 AGENT TESTER
- Business Names 15 wra) racnris: >
- Locations
- G Additions
P Added Description Value Added By
04/05/2019 05:05 PM Businass Names Business Name: JOHNSONS LAWN AND LANDSCAPING AGENT TESTER
- Owners
- Class Codes
- Exp Mod
- Coverages
= Prembns 1 total records.
- Submittal
- Confirmation Deletions
Deleted Description Value Deleted By
Print Form(s)
0 zotal records.

To view the history of an application in ManageAR:

Step 1. Open an existing 135NC application (see Viewing Existing 135NC
Applications on page 14 for help on locating existing applications).

Step 2. On the left sidebar menu, click History to see changes, additions,
and deletions made to the application within ManageAR.

NOTE: The history of an application is only tracked after the
application is submitted to NCRB for processing.
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Viewing Historical Class Code
Assigned Risk Rates and Loss
Cost Rates

The Class Code Lookup tool allows you to view a class code’s assigned risk and
loss cost rates for the past five years

ncrb <
R noyvl ManageAR P

ADMIN Y  REPORTS TOOLS ¥ ALERTS HELP NCRB.ORG BACK TO PORTAL
CLASS CODE LOOKUP

Reports
Select the report you would i
view the report,

New Application Report Name:

B . - o avalable thoy will be displayed in the Report Parametors bax below, Click Generate Report to
£Z QUOTE

DEPOP REPORT

Report Parameters

To filter the data that is displayed on the report, click on the appropriate tab(s) and enter your parameter data. Click Clear Tab to clear the parameter data for the tab that you are
viewing. Click Clear Parameters above to clear filter data on all tabs,

To use the Class Code Lookup tool:

Step 1. On the Tools menu, click Class Code Lookup. The tool will openin
a new window.

Step 2. In the Search Criteria section of the new window, enter yoursearch
criteria and click Search.

Step 3. The results of your search are displayed in a grid in the Search
Results section.

Class Code Search Results

0

Class Code Lookup H

Workers Compensation Class Code Lookup

Search by Keyword or Class Footnote ID Hazard Group Industry Group Display Ait. Phraseology
Code

select v select. > | select. > Yes v
@ Contains (O Starts with Search Clear All

Rate Effective Date: 04/01/2017

Numeric Code List with Rates Alphabetic Code List with Description

Click Class Code to view historical rates. ﬁ Print

Show 25 > records

Industry
Loss Cost
Group
0005 $261 $7.13  $1.500.00 | | C o4 FARM - NURSERY EMPLOYEES & DRIVERS*
0005 $261 $713  $1.500.00 ;1 C 04 FARM - TREE PLANTING - REFORESTATION & DRIVERS
0008 $196 $5.35 $1,23000 | D 04 FARM - VEGETABLE & DRIVERS
Step 4. Primary Phraseologies display with *
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Step 5.

Alternate phraseologies display without an*

To view assigned risk and loss cost rates for the last five years, click
on the Class Code hyperlink that you want to view.

Class

W NCRB Classification Code

0005 FARM - NURSERY EMPLOYEES & DRIVERS

Alternate
Phraseologies:

Description:

Hazard Group:

Effective Date

04/01/2017
04/01/2016
04/01/2015
04/01/2014
04/01/2013

Footnote Code:

Industry Group:

Code AR and Loss Cost Rates

FARM - TREE PLANTING - REFORESTATION & DRIVERS

Propagation of trees, shrubs, plants. Wholesale and retail
sales.

u - Farm Classification

C
04
Expiration Date Loss Cost AR Rate = M.in
Premium
$2.61 $7.13 $1,500.00
04/01/2017 $2.79 $7.12 $1,500.00
04/01/2016 $2.43 $5.46 $1,342.00
04/01/2015 $2.64 $6.00 $1,250.00
04/01/2014 $3.05 $6.67 $1,250.00
Close ¥4 Print
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Viewing Historical Experience
Modification Ratings

Using the Experience Modification Lookup Tool

The Experience Modification Lookup tool provides the ability to look up the
Experience Modification and ARAP values for the last five years.

Open the Experience Modification Lookup tool with the Tools menu.

REPORTS FORMS TOOLS ALERTS HELP NCRE.ORG

eports CLASS CODE LOOKUP
EXPERIENCE MODIFICATION LODKUP . avail

Elect the repart you waouldg

splayed in the Repart Par, EZ QUOTE = repi
LN DtroP REPORT

eport Parameters

bfilter the daba bhat ic disnlawed on the renort click on bhe annrooriate babi's) and ente

Step 1. On the Tools menu, click Experience Modification Lookup.
The Experience Modification Lookup tool opens in a separate
window.

Step 2. Enter the search criteria and click Search.

The results of the search are displayed in a table in the Search
Results section.

Step 3. To view assigned the Experience Modification and ARAP values for
the last five years as well as any secondary names; double-click the
row containing the Employer Name in order to view.
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Viewing Experience
Modification Worksheets

Using the Experience Modification
Worksheets

The Experience Modification Worksheets provide a view of the worksheet
information used in Ratings adjustments. It is provided for the inspection of those
eligible to view the worksheet data on a company.

Step 1. Follow the three steps above to find the company desired.
Step 2. Select at least one Rating History entry for the Employer.
Step 3. Press the Worksheet PDF button the view the Worksheets.
Step 4. The user may request to download a number of Rating’s

Worksheets with the Worksheet ZIP button. A ZIP file of all the
worksheets available and selected will be created for viewing.

NOTE: The user will be asked to confirm that they have the legal right to view this
Employer’s information. This is a legally binding affirmation. If the user meets all
the requirements displayed on the attestation, they should press Accept.
Otherwise, the user must press Decline.
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Using EZ Quote

The EZ Quote tool allows you to quickly generate a premium quote without having
to complete an entire 135NC application

Open the EZ Quote tool using the Tools menu

ncrb
ROV ManageAR

ADMIN ¥  REPORTS TOOLS ¥  ALERTS
CLASS CODE LOOKUP

BACK TO PORTAL

HELP NCRB.ORG

Search : :
it < 3¢ available they will be dispiayed In the Report Parameters box below. Cikck Generate Report to

£2 QUOTE
New Application Sls e

Bpitto el || Gl parsnatis

Report Parameters
To fiter the data that is displayed on the report, dick on the appropriate tab(s) and enter your parameter data. Click Clear Tab to dear the parameter data for the tab that you are
viewing. Click Clear Parameters above to clear filter data on all tabs.

Step 1. On the Tools menu, select EZ Quote.

EZ Quote will open in a new window.

3 hitps /et geAR/Application/Quot

» Class Codes | Experience Modilication | Coverages | Premium |
Applicant
Applicant Name:
Enter complete legal name of empk:)w
Requested Effective Date: E]'

Step 2. Complete the information on the first tab (the Applicant tab), and
then click the next tab (the Class Codes tab) to continue. Continue
to complete each tab until all information has been entered.

When you click the Premium tab, EZ Quote performs a validation
check to ensure you have entered all the necessary information. If
EZ Quote finds validation errors, those errors will be listed in bold,

red text.
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EZ Quote checks for validation errors before generating apremium.

. EZ Quote - Internet Explorer
© hitps//testnerb.org/ManageAR/Application/Quote. aspxlquote=1

. Applicant ‘ Class Codes | Experience Modification | Coverages ‘

'Validation
The following validation errors must be resolved before the premium can be calculated,

|Applicant]
1.9 Requested effective date is requlred.]

||Class Codes
|
|- € At least 1 dass code is required.l

[Experience Modification|
1.9 Experience modifier is required.
2.9 araris required.

Step 3. If validation errors exist, correct the errors and then return to the
Premium tab.

Step 4. If no validation errors exist, EZ Quote will provide a premium
estimate based on the information you have entered.

Step 5. To save your EZ Quote information as a new 135NCapplication,
click the Save As App button at the bottom of the Premium tab.
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Viewing the Depopulation
Report

North Carolina law also authorizes the Rate Bureau to ”...maintain a compendium
of employers refused voluntary coverage, which shall be made available by the
Bureau to all insurers, licensed agents, and self-insureds' administrators doing
business in this State. It shall be stored and indexed to allow access to information
by industry, primary classifications of employees, geography, experience
modification, and in any other manner the Bureau determines is commercially
useful to facilitate voluntary coverage of listed employers.”

This Depopulation Report search screen has been designed to permit the
creation of customized search criteria to return data that is most useful to the user
to ” facilitate” obtaining voluntary coverage for the employers included in the
database.

Depop Report Menu Item

ncrb
S tivl ManageAR

REPORTS TOOLS¥  ALERTS HELP NCRB.ORG BACK TO PORTAL
CLASS CODE LOOKUP

Report Parameters
To filter the data that is displayed on the report, dick on the appropriste tab{s) and enter your parameter data. Click Clear Tab to clear the parameter data for the tab that you are
viewing. Click Clear Parameters above to dear fiter data on all tabs.

To view the Depopulation Report:

Step 1. On the Tools menu, select Depop Report.

Step 2. Enter any combination of search criteria and click the Search >>
button. The Depopulation Report data for the select criteria entered
is displayed.

NOTE: At this time, the Depopulation Report is not available for
electronic download. To obtain electronic data from this report, you
may use your mouse to highlight the data on the page. Press Ctrl +
C to Copy to data. In Microsoft Word or Excel, press Ctrl + V to
paste the data for additional editing.
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Obtaining Help

ManageAR offers several means of assistance to help you complete the process of
submitting a 135NC application to the NC Rate Bureau.

On-Screen Instructions

On-screen instructions provide assistance directly at the source.

ncrb
ryiTiaY] ManageAR

REPORTS TOOLS¥  ALERTS HELP NCRB.ORG BACK TO PORTAL

Worklist

Your Workdist is comprised of the applications that you have access to view. Once NCRB receives a policy for an application it will no longer appear on your Worklist. Applications
that were declined and are over 60 days old do not appear on the Worklist. To view the details of an application, select a ManageAR Id link from the list below. If you are unable

Search

£ Quot to find an application, you can use the Search screen to locate it. You may view the Carrier Contact List for additional carrier contact information.
uote
ManageAR Status Carrier Coverage ar
Id Employer Name FEIN * Status Date Name Effective Date. Combold | Coverage Id Agent
New Application 12465-00051 KOINONIA CHRISTIAN 965602400 PENDING 03/05/2019 21105270 AGENT TESTER
CENTER

12465-00025 CDM CONSTRUCTION 524855955  PENDING 03/05/2013 27021590 AGENT TESTER
TEST_CM]

12465-00045 JOHNSONS LAWN AND 000088004 PENDING 03/05/2019 22114090 AGENT TESTER
LANDSCAPING INC

On many screens, ManageAR provides instructions or hyperlinks regarding a
particular section or field. If you are having trouble with an item, be sure to carefully
read those on-screen instructions or click on the hyperlink for more information.
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Frequently Asked Questions

Frequently Asked Questions

ncrb
RATE BUREAU ManageAR

A nn | REPORTS  TOOLSv ALERTS  HELP  NCRBORG  BACKTOPORTAL

Worklist NCRB Contact Information
North Carolina Rate Bureau

Search Attn: Workers Compensation Dept.
EZ Quote 2910 Sumner Boulevard

Raleigh, NC 27616

New Application Phone: (919) 582-1056
Email: support@ncrb.org

ManageAR User Guide

Ger Adobe
Reader

Frequently Asked Questions
Category: ‘_ ;_

Answers to frequently asked questions are provided on the ManageAR Help page.
Step 1. On the top menu, select Help.

Step 2. In the Frequently Asked Questions section on the Help page, use the
dropdown list to select a topic. These topics are categorized by
application page.

The page refreshes to display a list of answers to frequently asked
guestions.
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