WCRIBMA

THE WORKERS' COMPENSATION RATING
AND INSPECTION BUREAU OF MASSACHUSETTS

MA FINANCIAL DATA REPORTING APPLICATION
(MAFDRA) USER GUIDE

The Workers’ Compensation Rating and
Inspection Bureau of Massachusetts
101 Arch Street, Boston, MA 02110

617-439-9030




MASSACHUSETTS FINANCIAL DATA REPORTING APPLICATION
(MAFDRA) USER’S GUIDE

TABLE OF CONTENTS

L I 0 10 L 0 0 T 3
Data Operations DepartmMeNnt..............ccccciiiiiiiiiccisciriresrssssssssr e e s s s s s ssssssss e e e e ss s s s s smsne e e e s seassssamnneeeessnsssssnnnnnennssnnnn 3

T 0 3
Financial Acknowledgement Forms And Data Calls .........cccccciiiiiciimmiininisccccssces e s s ssssee s s ssms s e e nesnnes 3
SyStemM REQUITEMENTES .....ccic i eeiiriris e re e rs s e s e s s rs s s s s s s s e e e e s s s s s smsre e e eesas s s snmeseeeeesassannneeeessnnsssnnnnnnennssnnnn 4

Data Reporters ReqQUIrEMENTS: ... sms s r e mmms e e e e e s mmnns 4

Privacy And Security Statement...........cccvciiimii s —————————— 4

. MAFDRA REPORTING TIMELINE..........ooo i ieiieierrssseersssssesssssss e sssssssesssssssessssssnesssssssesasssnsenssssnnesssssnnesssssnnens 5
il 10 1 | 6
Primary CONACTE........ooociiiiiir i a e s R Ea AR e R AR R AR AR R R 6
Primary Contact No Longer With The Company..........ccccccciemiiiicccseceirs s ssssssse s s ssssssssnnes 6

User ID(s) And Password(s) REQUIFEMENES .........cceevriiiiiccismiiiriiiisssssssces s s s s s s sssssses s e s s s s s s s sssmsns s e s s ssssssssmsnnssnssnnsns 6
Logging INto MAFDRA ... s sssssssssssssssssssssssssssssssnsssnsssssssssssssnsssnnssnsnsnsnsnnnnnnn 6
DiSALIE LOQGIN ....uuuiiiiiiiisssssssss s sssssssssssssssssssssssssssssssssssssssssssssnsssssssssssssssnsssssssssnsnsnsnsnsnsnnnnnnn 7

L. MAFDRA MENU ITEMS ...ttt s e s e s s e s e a e mm e e e s e e e e e mn e e e s mn e e e s mn e e e s mnn s 8
L0 1 =T T 8

o T 8

Call Package ACknowledgement ..........ccciiemiiiiinnisr s 9

6/1 ACKNOWIEAGEMENT......ociieriiiir e 9

L7 | 9

L0 o 01 7= Lo 0 9

L0 LY 11T o [ 9

D T 122 T8 3 3= o X o 1] 4V 9

oo o 1 9

Iv. FINANCIAL DATA CALL PACKAGE ACKNOWLEDGEMENT FORM .......cccoiiioimimrnere e ms e 10
Call Package Acknowledgement Reporting SUmMmary .........cccccciiiiccccieemrinnsssscssssersss s s ssssssssees s ssssssssssmssseees 10
Completing The Call Package Acknowledgement .............ccociimiiiiicccinemrnnesnsssssssere e e s s sssse e s e esssssssssmsnnnees 10
Revising A Call Package ACKnowledgement..........ccceccccceeemiimiisiccsssmceneessssssssssssse s s ssssssssssnssssssssssssssnsssessnnnns 15

V. L0 3 NI | 0 16
Data Calls Reporting SUMMAIY .........cccciiiiiiiiiiiirr s s s an e 16
ACCESSING CallS SCIrE@N ......ceiiiieiiiiir i 16

Not Submitted Status ... s 16

L 1 IES  {F 16

LT oY g (=T R - | F N 17

ACCESSING Call FOIMS ......eeeiiiiiiiicccecire s s s cssnr e s e s ss s sssss e e e s s s s s s s s sss e s e e e saas s sams s e e e eesaa s snmenenenesassssnnnennnsnnnnssnnnnns 17

N =T T N 18

IMPOIt LINK ... s s ssssssssssssssssssssssssssssssssssssssssssssnsnsssnsssssnsssnnssnnnnnnn 22

VI. Y |0 0 Y O 0 25
Run Edit/Submit BUtON ........coiiiiiee et s s 25

Failed Edits LiNK .......c.ccoceiiiiieiiicieeisssseesssssesssssssessssssse s ssssmsesssssmsesssssmsesssssmssssssneesssssnenssssanesssssnnesssssnnenssssnnens 26

FiXing INCOrrect Data..........cccceiiiiiiiiiiin s e e 26
Onscreen Data ENtry ... 26

o= I =Y 4] o - - 26

o 11 e = 27
Adding Edit NOES .......coiiiiiiiiiii i 27

Deleting Edit NOeS........ccccciii s sssssssssssssssssssssssssssssssnsssnsnsnsnnnsnsnnnnn 27

L0 F= T T [T Yo I =T L0\ [e (oY 27



MASSACHUSETTS FINANCIAL DATA REPORTING APPLICATION
(MAFDRA) USER’S GUIDE

VII.

VIII.

Xl.

SUBMITTING CALLS ...t ssne e s sss s s s s s s s s s s e s s s s s e s s e me e s seams e s saame e s ssamn e s snsaneessnsanennsnnnns 28
KT o £ T8 = 10 o 28
LA VAT 1 Lo IRESTU ] o 011 =T o 0o 1| PR 29
L0 L 0 5 30
Submissions In CritiCiSM SCreen ......... e e 30
AcCCeSSING A CritiCISM..ciii it ————————— 30

From CriticisSm Status SCreen ... e e 30

From Within A Call ... s e mmn e s e s mmm e e e e e e e s e mnnns 31
T 0 0 41 2 1= o 31
L 1 LI 0 4 e 1= 32
[R3=T- oToY o Lo 110 Vo T e 07 N 0 4 1T T o SR 33
AGGREGATE FINANCIAL CALL ACKNOWLEDGEMENT FORM .......coocoioiiiimrrrnere s 34
6/1 Acknowledgement Reporting SUMMAIY ..........cccciiiiiiicccisemeir e rssscssser s s s s s ssssss e e e s s s smne e e e essns s s snmsnnnees 34
Accessing The 6/1 ACKNOWIEAGEmENt ...........eiiiiiiiiiiiiecrirr i sssserr s s sssssssssss s e s e s s s s ssssmse s e s eesssssssnmenneseesnsssnnnns 34

Download 6/1 ACKNOWIEAGEmENt .......c..ceiiiicciieiririirscsssserr e s e s s s sssnr s e e e s s s s sssms e e e e eessnssssnme s e e e sessssnnnns 34

Completing The 6/1 Acknowledgement ..........cccccimiinmmmie - 35

Upload Completed 6/1 Acknowledgement.............ooo i 35

Viewing Uploaded 6/1 Acknowledgements...........ccccriinimimiinimmnsnsss s s snnns 35
FREQUENTLY ASKED QUESTIONS .......ocociiiicicreiissmessssssnessssssnesssssms e sssssms e sssssmsesssssmsnsssssneessssnnenssssnnesssssnnens 36
(07 11T g Lo b T = Tl o o =Y L= I - - 36
EXCEl TEMPIALES ... s ssssssssssssssssssssssssssssssssnsssssnsnsssnsssnsssnsnsssnnnsnsnnnsnnnne 36
oY T 1 T L7 (@ 1 P 36
o T 13 T 36
RecoNCiliation REPOIt ...... . s sssssssssssssssssssssssnsssnsssnsssnsnsnnnnnnnsnnnsnnnnn 36
Reminder Notice Of DUE CallS ...t e am e e 36
ReQUIred FIlINGS ......cciiiiiiiissss s ssssssssssssssssssssssssssnsssssssssssssssnsnsssssssnsssssnsssnsssnsnsnsnnnnn 37
TROUBLESHOOTING/HELPFUL INFORMATION .......coccctiiiitrrissrs s sssmse s ss s s ms s s s mn s s s ms s ss s smn s sasssmnennns 38
L0 111U 1= o 0T | L= 38
Database ClOSING ...cciiiiiiriiiiiriiiiirr i 38
D L= o7 1 - 1 38
o T Lo I TN = 38
INValid Data ENErY ... 38
Pre-Populated Cells (Policy & Accident Year Calls) ........ccccccmiiriicismmemmrinissccssseesssssssssssssssssssssssssssssssssssssnnes 39
ReconCiliation REPOIt ...... ..o sssssssssssssssssssssssnsssnsssnsnsnsnsnsnsnnnsnnnsnnnnn 39
Revising Accident Year Calls In ANy Call YEar ....cccoiiiicicciceiiiiiiicccssecrre s ss s ssssmss s s s sssssssssssns s nsssssssssmsnsssessnnnns 39
Revising Policy Year Calls In Any Call YEAr .......cccciiiiiccicmmeririiissccssmnsnsessssssssssssss s s ssssssssssssssssssssssssssnsssnssnnns 39
Revising Prior Year's SUDMISSION. ... ccsseess s sssssssssss s s s ssssssssssms s s s s ssssssssmsnessnssnsssssnnsnsesessnnsns 40
8 T T L= o I8 =1 o E= 40
SUDMILEING A Call.....ceiiii 40
BT 40T o = T Z=T o ] o (=Y 5 1= 40
L0 0 1V 17 X 030 0SSR 40



MASSACHUSETTS FINANCIAL DATA REPORTING APPLICATION
(MAFDRA) USER’S GUIDE

INTRODUCTION
This User's Guide provides assistance to companies with reporting their financial data through the
Massachusetts Financial Data Reporting Application (MAFDRA).

Data Operations Department
All questions, comments, concerns regarding this users’ guide should be directed to our Data Operations
department via e-mail at DataOperations@wcribma.org

MAFDRA

MAFDRA is an on-line reporting application designed to improve the timeliness and quality of data
submissions. MAFDRA functions allow data reporters to create, edit and submit financial data calls required
in Part Il of the approved Massachusetts Workers Compensation Statistical Plan (MA Stat Plan).

Data Reporters will be notified via e-mail of submitted calls with unresolved edit failures.

Data reporters should contact a staff member at the WCRIBMA within the Data Operations department for
all questions regarding MAFDRA.

Financial Acknowledgement Forms And Data Calls
The MA Stat Plan currently requires 2 Acknowledgement forms and 15 different data call types (listed below)
to be reported through the MAFDRA and provides the reporting requirements for each one.

Call # and Call Name Due Date

Financial Data Call Package Acknowledgement form February 28"
2 - Policy Year Call March 15"
2A - Policy Year Residual Market Call March 15"
2C - Policy Year Large Deductible Call March 15"
2D - Policy Year "F" Classification Call March 15"
2E - Policy Year Maritime Call March 15"
3 - Accident Year Call April 18t
3A - Accident Year Residual Market Call April 15t
3C - Accident Year Large Deductible Call April 15t

4 - Reconciliation Report April 15t

5 — Residual Market Direct Written Premium April 18t
5A - Large Deductible Written Calendar Year Experience April 15t
5B — Net Direct Written Premium April 1t

6 - MA Calendar Year Expense Data May 15"
6A - Insurance Expense Exhibit April 15
7 - Large Loss & Catastrophe Call April 15"
Aggregate Financial Call Acknowledgement Form (6/1 ot
Acknowledgement) June 1



mailto:DataOperations@wcribma.org
https://www.wcribma.org/mass/DataReport/statisticalPlan.aspx
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System Requirements

The following requirements are necessary for access to and navigation through MAFDRA.

Data Reporters Requirements:

(0]

(0]
(0]
(0]

Internet access.

A valid e-mail address.

Log in MAFDRA at www.mafdra.org.

Contact our Data Operations department via e-mail at DataOperations@wcribma.org if
experiencing difficulty.

Privacy And Security Statement

To view WCRIBMA'’s Privacy and Security Statement, data reporters’ must click the Privacy and Security
Statement link located on the bottom of each screen. To view the SSL Certificate status click on the icon
shown below which can be found on the left menu bar, and can be accessed anytime once a company is
logged onto the MAFDRA.



http://www.mafdra.org/
mailto:DataOperations@wcribma.org
https://mafdratest.wcribma.org/security.doc
https://mafdratest.wcribma.org/security.doc
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I. MAFDRA REPORTING TIMELINE
Between February and June of each year the WCRIBMA will collect and review Acknowledgement forms
and aggregate financial data required by the MA Stat Plan according to the timeline listed below.

*Please note for all calls, if a due date falls on a weekend, then the call will be due on the following
Monday

February 28t
e The Financial Data Call Package Acknowledgement Form (Call Package Acknowledgement) is due.

*All companies authorized to transact MA Workers Comp Ins., are required to submit a Call
Package Acknowledgement to the WCRIBMA, even if there is no experience to report. See
Section V - Financial Data Call Package Acknowledgement Form of this user’s guide.

February 22" - May 24t
e Data Operations staff will send reminder notices and overdue notices for calls expected but not yet
reported.

March 1%t - June 30t
e Data Operations staff will send criticisms to data reporters for all unresolved edits.

March 15t
The following calls are due.
e Call#2 - Policy Year

e Call # 2a - Policy Year Residual Market

e Call# 2c - Policy Year Large Deductible

e Call# 2d - Policy Year "F" Classification

e Call # 2e - Policy Year Maritime Classification
April 15t

The following calls are due.

e Call# 3 - Accident Year

Call # 3a - Accident Year Residual Market

Call # 3c - Accident Year Large Deductible

Call # 4 - Reconciliation Report

Call # 5 - Residual Market Direct Written Premium

Call #5A - Large Deductible Written Calendar Year Experience
Call # 5B — Net Direct Written Premium

April 15"

The following calls are due.

e Call # 6a - Insurance Expense Exhibit

e Call#7 - Large Loss & Catastrophe Call

May 15t
e Call # 6 - MA Calendar Year Expense Data.

June 1st
e The Financial Aggregate Acknowledgement Form (6/1 Acknowledgement) is due.
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LOGIN

MAFDRA can be accessed via the following link: https://www.MAFDRA.org . It can also be accessed via
a link on the WCRIBMA's website at www.wcribma.org within the Data Reporting Section on the Financial
Data Reporting page.

Primary Contact

A Data Operations department staff member will create the initial login information for companies to access
MAFDRA. Please refer to Section V- Edit Contact Information of this user’s guide for detailed information
on maintaining contacts.

Primary Contact No Longer With The Company
If a company only had one contact person and that person is no longer with the company, contact our
Data Operations department at Dataoperations@wcribma.org for assistance.

User ID(s) And Password(s) Requirements
For security reasons MAFDRA will prompt data reporters to change their passwords yearly. To
change passwords refer to: — Section V - Edit Contact Information of this user’s guide

o Username must be at least 12 characters.

o Password must have:

At least one character that is lowercase.

At least one character that is uppercase.

At least one digit or special character.

A length of 12 characters or greater.
o Usernames and Passwords cannot be the same.
Logging Into MAFDRA

If there is a problem logging into MAFDRA please contact our Data Operations department at
Dataoperations@wcribma.org for assistance.

o All contacts on the Call Package Acknowledgement will be allowed to gain access to MAFDRA
simultaneously. If another contact is already logged in, a message will appear stating so.

o All contacts will be able to view the Call Package Acknowledgement and all calls required for their
company. It is the company’s responsibility to establish coordination between contacts to avoid
duplicate reporting.

1. Enter User ID and Password.

2. Click the | Agree button to gain access to MAFDRA.


https://www.mafdra.org/
http://www.wcribma.org/
https://www.wcribma.org/mass/DataReport/financialDataReporting.aspx
https://www.wcribma.org/mass/DataReport/financialDataReporting.aspx
mailto:Dataoperations@wcribma.org
mailto:Dataoperations@wcribma.org
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—
W C R I B THEWORKERS COMPENSATION
RATING AND INSPECTION BUREAU

MAFDRA

Login

Erder User I0vand Pagsword to enter your secure account
User ID:

Password:

Click the "l Agree" button to Submit your User 1D and Password. Doing so acknowledges that you have read and accept the
Bureau's "Privacy and Security Statement” regarding use of the faciifies onthis webste:

Privacy and Security Statemert

Disable Login
If User ID and/or Password are incorrectly entered three times, the account will be made inactive for one
hour.
o To have the account reactivated prior to one hour; please contact our Data Operations department
at DataOperations@wcribma.org.



mailto:DataOperations@wcribma.org
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lll. MAFDRA MENU ITEMS
Once a data reporter has successfully logged into MAFDRA using their User ID and Password, the left
margin menu will be visible. Below is a brief description of the Menu Items available.

Call Year

Home

Call Package
Acknowledgement

6/1 Acknowledgement

Calls
Contact Us
User Guide

Data Reporting

Logoff

Call Year
Defaults to the current call year. Data reporters can change the call year by clicking the drop down box and
selecting another call year to access historical data. Historical data is available back to call year 2000.

Home
Prompts data reporters to add a Financial Data Call Package Acknowledgement Form. After an
Acknowledgement form has been create, the Home screen converts to a Submissions in Criticism Status
screen.

call Year: | 2007 ||

Home

Call Package
Acknowledgement

6/1 Acknowledgement  An Acknowledgement has not been submitted for the current call year.

=T acknowledgement prior to submitting financial data. You must submit an

Contact Us
Click Here to Add An Acknowledgement

User Guide

Call Year| 2021 v Submissions in Criticism Status

Submit# Cal Submitied By, Date Submitied

614

Calls
Contact Us

User Guide

View Invoices

Data Reporting

Logoff
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Call Package Acknowledgement
Provides access to the Financial Data Call Package Acknowledgement Form (Call Package
Acknowledgement).

6/1 Acknowledgement
Provides access to Aggregate Financial Call Acknowledgement Form (6/1 Acknowledgement).

Calls
Displays the submission status of all financial data calls required by Part Il of the Stat Plan.

Contact Us
Provides e-mail links to the Data Operations and Actuarial staff.

User Guide
Provides access to this MAFDRA Company User’s Guide from within the MAFDRA application.

Data Reporting
Links to the Data Reporting section of WCRIBMA'’s website which contains links to financial data reporting
resources necessary to report accurate data in a timely manner.

Logoff

Terminates a user’s current session.

Note: If a user does not use logoff, MADFRA will give a message on the next login stating that the
user is already logged in. The user may continue logging in, however, to avoid that message use logoff
when terminating MAFDRA.
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IV. FINANCIAL DATA CALL PACKAGE ACKNOWLEDGEMENT FORM
Every insurance company authorized to transact the business of workers' compensation insurance within
the Commonwealth of Massachusetts is required to submit the Financial Data Call Package
Acknowledgement Form (Call Package Acknowledgement), even if there is no experience to report.

Data reporters are required to complete Parts [, Il and Ill of the Call Package Acknowledgement and submit
it through MAFDRA. However, companies with approved Filing Exemptions (See Part Il of the
Massachusetts Statistical Plan, Section | General Instructions, B. Cease Writing) need only to complete
Parts | and Il of the Call Package Acknowledgement.

Note: If a company was previously approved for a filing exemption and no longer meets the
requirements for exemption, the data reporter must contact the Data Operations department prior to
completing the Call Package Acknowledgement and will be required to complete Parts [, Il and III.

Call Package Acknowledgement Reporting Summary
The process for completing the Call Package Acknowledgement can be summarized into the following three
categories:

* Open the form within MAFDRA.
* Review/Update Part | - Financial Reporting Group, Part Il - Contact, and Part lll - Call Package.

e Submit completed form via MAFDRA.

Completing The Call Package Acknowledgement
At the beginning of each year, the Home screen will prompt data reporters to add a Call Package
Acknowledgement for the current call year.

Note: Financial calls cannot be created without first completing the Call Package Acknowledgement.

Call Year: | 2007 | %

An Acknowledgement has not been submitted for the current call year.
acknowledgement prior to submitting financial data. You must submit an

ontact

Click Here to Add An Acknowledgement

1. Click on the Click Here to Add an Acknowledgement link.

2. Update Part | — Financial Reporting Group (if necessary)

10
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Add 2013 Call Package Acknowledgement

Ewery inswance comgany awthonzed te transact the business of werkers' compensation insurance within the Commonwealth of Massachusetts is required to
submat an acknowledgment

I. Carriers currently listed in Financial Reporting Group

Has fhere been any change 1o the growping since last years call fling? Yies. Please detad beiow @ Mo

o Data reporters should use this section to report changes in the financial grouping.

o Data Operations staff will contact the data reporter with any questions regarding a change in Part
| - Financial Reporting Group.

1. Click Yes if there are changes to the grouping.

2. Type a description of the grouping changes in the box provided.

3. Update Part Il — Contacts (if necessary)

Il. Contacts currently listed in Financial Reporting Group

Add Contact

Companies are required to inform the Bureau of any changes to contacts by updating the Call Package Acknowledgement Form. It is very important that staff no longer
waorking with a company or staff no longer respensible for reporting financial data for a company are updated immediately. This action will help to ensure that important

Bureau correspondence is delivered to the correct person. See the Financial Data Call Package Acknowledgement Form section of the MAFDRA User's Guide for
instructions on updating contacts.

o This section allows data reporters to Add, Edit, Remove, or Delete contact information.

o When using the Add, Edit or Remove functions, the Call Package Acknowledgement is
automatically saved and cannot be deleted.

Add New Contacts
Data reporters will have the ability to add as many contacts as desired.

o Contacts added to the Call Package Acknowledgement will only have access to the data
for their reporting group.

1. Click the Add Contact link.
2. Create a User ID and Password and enter the remaining contact information.
3. Click the Save link, a message will appear confirming the Saved status.

4. Newly added contact(s) will appear in Part Il of the Call Package
Acknowledgement and will have access to MAFDRA.

Edit Contact Information
Data Reporters have the ability to edit contact information.

o Contact information can be edited/updated at any time.

1. Click the Edit link of the contact name to be updated.
11
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2. The user screen will appear.
3. Change the necessary information.

4. Click the Save link, a message will appear confirming the Saved status.

Remove Contact Information

If a data reporter has submitted acknowledgement forms and/or data calls in the past for your
company but is no longer required to be a contact, they can be removed from the
Acknowledgement form.

(0]

Removed contact(s) are disabled but will remain in the system (due to being attached to
submissions). They will disappear from Section Il and Section Ill of the Call Package
Acknowledgement and will no longer have access to MAFDRA.

You cannot remove a contact if you used their User ID and Password to log into MAFDRA.

e You must log in with another contact first.

e Log in with the new contact information. Afterwards you can proceed to
remove the original contact.

You will not be able to remove a contact that is designated as the Primary contact. You
must first add another contact to be the primary contact. Afterwards you can proceed to
delete the contact that was originally designated as the primary.

1. Click the Remove link.

2. Click Ok to remove the contact from the Acknowledgement form.

Delete Contact Information

If a data reporter has never reported an Acknowledgement form or a data call for your company
and you no longer want them to show as a contact person you can delete them completely
from MAFDRA.

(0]

Deleted contact(s) are completely removed from the system. They will disappear from Part
Il and Part Ill of the Call Package Acknowledgement and will no longer have access to
MAFDRA.

You cannot delete a contact if you used their User ID and Password to log into MAFDRA.
You must log in with another contact first. Or if there aren’t any other contacts you must
first create a second contact. Log out of MAFDRA and then log in with the new contact
information. Afterwards you can proceed to deleting the original contact.

You will not be able to delete a contact that is designated as the Primary contact. You must
first edit another contact to be the primary. Afterwards you can proceed to delete the
contact that was originally designated as the primary.

1. Click the Edit link.

2. Click the Delete link located on the bottom right of the screen.

12
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3. Click OK to delete contact.

4. Update Section lll - Call Package

IIl. Call Package

Review the following call list. Remove check mark from calls in which you have no experience. Change contact next to calls in which the primary contact will not be
responsible for submitting data.

Click here to addiremove check from all calls.

If a check mark is removed from a call that is later deemed to actually have experience, timeliness fines may be assessed for overdue call.

Call Due Date Contact

2- Policy Year Call 315/12014 Contact, Primary -
2a- Policy Year Residual Market Call aN&2014 Contact, Primary -
2c- Policy Year Large Deductible Call 352014 Contact, Primary -
2d - Policy Year “F” Classification Call 315/2014 Contact, Primary -
2e - Policy Year Maritime Call 3115/2014 Contact, Primary -
3 - Accident Year Call 41112014 v Contact, Primary -
3a- Accident Year Residual Market Call 4/1i2014 v Contact, Primary -
3c- Accident Year Large Deductible Call 4M1i2014 v Contact, Primary -
4 - Reconciliation Report 4112014 v Contact, Primary -
5 - Residual Market Direct Written Premium 4112014 v Contact, Primary -
5a - Large Deductible Company Level Written Premiums 4M1i2014 v Contact, Primary A
5b - Direct Written Premium 4i1/2014 v Contact, Primary -
6 - Calendar Year Expense Call 5115/2014 v Contact, Primary -
Ga - Insurance Expense Exhibit 415/2014 i Contact, Primary -
7 - Large Loss & Catastrophe Call 4152014 Fi -

o This section allows data reporters to indicate the calls for which their company has experience.

o This section also allows data reporters to assign a contact for a particular call.

o For companies that are reporting data to WCRIBMA for the first time, the boxes will display an
active checkmark.

o For companies that have reported data in prior years, the boxes will display a disabled checkmark.
Calls submitted in prior years suggest that the call would be required for the current year as well.
The exceptions are calls 5 and 7, which will not have a disabled checkmark.

o Disabled checkmarks cannot to be unchecked.

o Checkmarks that are not disabled can be unchecked if there is no experience to report for a
specific call.

o The system initially assigns all calls to the Primary contact.

o The person designated as the contact for a call will receive e-mail notifications from MAFDRA

regarding that call. The Primary contact will be cc’d on all e-mail notifications.

1. Click the box next to a call to either remove the checkmark if it is not disabled and your
company has no experience or to add a checkmark to a call which has not been reported
in prior years and there is now experience.

o Once the Call Package Acknowledgement is submitted, a NIL call will automatically
be created for all calls without a checkmark.)

o Call # 6A - Insurance Expense Exhibit.

13
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¢ Remove the checkmark ONLY if your company has already submitted the IEE to
the National Association of Insurance Commissioners (NAIC).

¢ Do not remove the checkmark if your company does not submit the IEE to the
NAIC.

2. Select a Contact for each call that has a checkmark by clicking the drop down box next
to the call.

5. Save the Call Package Acknowledgement.

(0]

After a Call Package Acknowledgment is saved, the Home screen will no longer prompt you to
add a new form.

You may choose to save changes to the Call Package Acknowledgement until you are ready to
submit it to the WCRIBMA.

Saved Call Package Acknowledgements can be reopened and updated at any time prior to
submitting it.

Saved Call Package Acknowledgments are not considered submitted.
1. Click the Save link at the bottom of the screen to save the acknowledgement form.
(To reopen a saved Call Package Acknowledgement click the Call Package

Acknowledgement link on the menu and then select the Acknowledgement form which
has the ‘Saved’ status.)

6. Submit the Call Package Acknowledgement.

(o)

The Call Package Acknowledgement must be submitted in order to begin to creating calls.
The Call Package Acknowledgement is ready to be submitted after completing Parts I, 1l and 1.
After submitting a Call Package Acknowledgement, the Save link will no longer be available.

After a Call Package Acknowledgment is submitted the Home screen will no longer prompt you
to add a new form.

All changes made to the Call Package Acknowledgement after the initial submission will require a
resubmission.

1. Click the Submit link at the bottom of the screen to submit the Call Package
Acknowledgement.

2. The Call Package Acknowledgement will have a Submitted status.
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Revising A Call Package Acknowledgement

Changes to Parts I, Il, and Il can still be made to a Call Package Acknowledgement after is has been
submitted.

o To access your submitted form you must go through the Call Package Acknowledgment link.
o After you make changes you must submit the revised form.

1. Click the Call Package Acknowledgement link.

2. Click the call package acknowledgement to be updated.

3. Make changes to Parts |, Il, and lil.

4. Click the Submit link at the bottom of the screen to resubmit the Call Package
Acknowledgement.

15
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V. CREATING CALLS

After submitting a Call Package Acknowledgement data reporters will have the ability to view the required

calls and corresponding due dates. All calls will have an initial call status of Not Submitted or NIL.

Calls can only be created using approved MAFDRA forms. Forms or spreadsheets created outside of

MAFDRA will not be accepted.

Data Calls Reporting Summary

The process for completing data calls can be summarized into the following categories:

¢ Review the Calls screen to ensure proper Status.
Open call form (on-screen or an Excel Template).

View Failed Edits
Submit completed call.

Accessing Calls Screen

Enter data (on-screen or populate an Excel Template(plus upload))

The Calls screen displays a complete list of all calls required in the current MA Stat Plan.

1. Click the Calls link in the Menu Items to view the Calls screen.

—_—
W C R 1 B mHEwoRKeRs COMPERSATION
RATING AND INSPECTION BUREAU

il g

MAFDRA

237 - "MAFDRA TRAINING COMPANY

Cal'vear: 2013 ~ Calls

Cal Due Date  Status

Submission Date

2. Polcy vear Cal WIS2014  Not Submited
2a - Policy Year Residunl Uarket Call INE2014 WL
2c - Policy Year Large Deductidle Cal WIS2014  Not Submited
2d - Policy Year "F~ Classification Cal V152014 Not Submated
2o - Policy Year Maritime Call 152014 NL
3. Accident Year Cal 4172014 Not Submited
3a - Accident Year Residual Market Cal 4172014 NL
3¢ - Aceident Year Large Deductble Cal 41172014 Not Submited
4 - Reconciation Report 41172014 Not Submited
5 - Residual Uarket Direct Written Premum 41172014 NL
Sa - Large Deductble Company Level Writen Premiums 41112014 NL
Sb - Direct Written Premium 412014 Not Submitted
6 Calendar Year Expenss Cal SNS2014  Not Submitted
Ba - nsurance Expense Exhioit 41572014 Not Submited

7 - Large Loss & Catastrophe Cal 4152014 HL

Not Submitted Status

Calls with a check mark, in Part Il of the Call Package Acknowledgement, will have a Not Submitted

status.

1272014 10:26:28

112772014 10:26:25

1RT/2014 10:28:25

1RTRME 102628

Al

AN

AN

12T/2014 10:26:25 AN

AN

112772014 10:26:25 AN

o Data Operations will expect all calls with a Not Submitted status to be submitted

NIL Status

Calls without a check mark, in Part Il of the Call Package Acknowledgement, will have a NIL status.

o NIL calls indicate that there is no experience to report for a particular call.

o MAFDRA creates a call with all zeros (0) for calls with a NIL status.

o Data Reporters will not have the ability to create a call for those with a NIL status.
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Incorrect Status

If after submitting the Call Package Acknowledgement, a call displayed with a Not Submitted status is
deemed to not have experience (NIL) or if a call with a NIL status is deemed to have experience, you
must go back and update the form so that the correct status will display on the Calls screen.

1. Click the Call Package Acknowledgement link.
2. Click the Call Package Acknowledgement to be updated.
3. Update Part lll (check or uncheck calls with incorrect status).

4. Click the Submit link at the bottom of the screen to resubmit the Call Package
Acknowledgement.

5. Return to the Calls screen. The correct call status should now be displayed.

Accessing Call Forms
Calls can be created using the New link or the Import link. See the chart below for what options are available
for each call required by the MA Stat Plan.

Call # and Call Name New Link Import Link
Onscreen Excel Excel

2 - Policy Year Call X X

2A - Policy Year Residual Market Call X X
X X

2C - Policy Year Large Deductible Call

2D - Policy Year "F" Classification Call X X

2E - Policy Year Maritime Call X X

3 - Accident Year Call X X

3A — Accident Year Residual Market Call X X

3C - Accident Year Large Deductible Call X X

4 - Reconciliation Report X

5 - Residual Market Direct Written Premium X

5A - Large Deductible Written Calendar Year

Experience X

5B — Net Direct Written Premium X

6 - MA Calendar Year Expense Data X

6A - Insurance Expense Exhibit

7 - Large Loss & Catastrophe Call X
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New Link
The New link is available for all calls except call 7.

o Onscreen Template - (Call 4, 5, 5A, 5B, 6) using a template within MAFDRA.
e Call # 4 will pre-populate with data submitted from Call's # 2 and 3.
e Call#5, 5A, and 6 will initially be pre-populated with prior call year call data (if any).
e Call # 5B does not pre-populate with any data. It is a blank form.

e Call # 6A has does not have on onscreen template.

o Excel Template - (Call 2, 2A, 2C, 2D, 2E, 3, 3A, 3C) using an approved template outside
MAFDRA, and then subsequently uploading the completed spreadsheet into MAFDRA.

e For the current year calls, the excel template will initially be pre-populated with last year’s
submitted call data.

e For any given call year the excel template will be pre-populated with the data from the latest
version for that call year.

New Link - On Screen Template- Data Entry
For Call’s 4, 5, 5A, 5B, 6 cells formatted in bolded red text cannot be overwritten.

Opening On-Screen Template
On-screen templates can only be accessed from the Submission Status screen.

1. Click on a call. The Submission Status screen will open.
2. Click in the New link
3. The on-screen call will be displayed.

Entering Data On-Screen Template
Data reporters must copy or enter data into the template.

1. Key data in the appropriate cells or copy data from another source and
paste it into the correct cells.

2. Use the scrolls bars to scroll down and across the screen to complete the
entire form.

Note: To cancel the call from being created, click the Cancel button to return to the
Submission Status screen.

Saving On-Screen Data Calls
Saving a call allows the data reporter to go back to the call later for more updating prior
to submitting.

18



MASSACHUSETTS FINANCIAL DATA REPORTING APPLICATION
(MAFDRA) USER’S GUIDE

1. Click the Save button.

Page 1of 2 | Comments | | Save | | Run Edits/Submit | | Cancel |

VDAR
Residual Market {including "F" Classification

Policy Year ) and Maritime Experience)

—_—
=

Prior fo 2017

il
il

2021 8786368

{
=
B0

I

2. The Submission Status screen will appear.

Revising Saved On-Screen Data Calls
For calls with on-screen data entry (Call's 4, 5, 5A, 5B, 6) the saved call can be revised
prior to being submitted.

1. Open the saved calls.

2. Make changes to the data.

3. Click the Save button.

4. The Submission Status screen will appear.

Deleting On-Screen Saved Data Calls
Saved calls can be deleted by the data reporter.

1. To delete a saved call, go back to the Submission Status screen.
2. Click the Delete link next to the call.

3. A message asking, ‘Are you sure you want to delete?’ will appear.
4. Click OK.

Adding Comments On-Screen Calls
Comments are to be used for general messages only.

o Comments should not be used for edit explanations. Edits must be explained within
the Failed Edit screen on an edit level.

1. Click the Comments button.

2. Type a message.
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3. Click the Save button.

Submit On-Screen Data Calls

After entering data and comments for the call, you may begin the Submission process.
Calls cannot be submitted to the WCRIBMA without viewing failed edits first.

1. Click the Run Edit/Submit button. Selecting this button will allow the Data
Reporter to view failed edits.

2. Review edits using the guidelines in the FAILED EDITS section of this guide.
3. Atfter edits have been reviewed the call can be submitted using the Submit

button on the Failed Edits screen. See the SUBMITTING CALLS section of
this guide for more details.

New Link - Excel Spreadsheet Data Entry

For Call’'s 2, 2A, 2C, 2D, 2E, 3, 3A and 3C. Calculated cells are formatted in bolded red text
and cannot be overwritten.

Opening Excel Template
Approved templates can only be accessed from the Submission Status screen.

1.

From the Calls screen, click the call you want to work with to enter the
Submission Status screen.

Click the New link on the Submission Status screen to dowload an excel
template.

Entering Data in Excel Template

Data can be keyed or pasted into a selected cell on the template.

1.

2.

6.

7.

Open the downloaded template.

Key data in the appropriate cells or copy data from another source and paste it
into the correct cells.

Use the scrolls bars to scroll down and across the screen to complete the entire
form.

Excel templates will always default to the call year selected on the Call Year
menu. The year on the template cannot be changed to a prior year by typing
the four digit’s year in Cell B2 of each template.

Templates may contain protected cells that cannot be overwritten.

Calculated cells are formatted in bolded Red font and cannot be overwritten.

When done with data entry save the spreadsheet to a location on your PC.

Upload Completed Template

Uploaded calls are automatically saved. They are not submitted.
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1. From the Calls screen, click the call you want to work with to enter the
Submission Status screen.

2. Click the Import link.

3. To upload a completed template, follow the instructions on the Import Call
screen.

i. If an error had occurred while uploading the file, a message in red text will be
displayed on the Import Call screen. Refer to the TROUBLESHOOTING section
of this guide for possible solutions.

4. The saved call will appear on the Calls Submission Status screen.

Revising Uploaded Calls

Data reporters cannot make changes onscreen for the calls that were created on excel
templates. They have to make changes to the saved Excel spreadsheet and then re-
import the completed spreadsheet.

1. Make changes on the same spreadsheet.
2. When done making the changes, save the spreadsheet.

3. Follow the steps to Upload Completed Template.

Deleting Uploaded Saved Calls
Saved calls can be deleted by the data reporter.

1. To delete a saved call go back to the Submission Status screen.
2. Click the Delete link next to the call.

3. A message asking, ‘Are you sure you want to delete?’ will appear.
4. Click OK.

Adding Comments To Uploaded Calls
Comments are to be used for general messages only.

o Comments should not be used for edit explanations. Edits must be explained within
the Failed Edit screen on an edit level.

1. To add comments to a call after an upload click the Comments button.
2. Type a message.

3. Click the Save Comment button.
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Submitting Uploaded Calls

After uploading a call and entering comments, you may begin the Submission process
by clicking the Failed Edits button. Calls cannot be submitted to the WCRIBMA without
viewing failed edits first.

1. Click the Failed Edits button. Selecting this button will allow the data reporter
to view failed edits.

2. Review edits using the guidelines in the FAILED EDITS section of this guide.

3. After edits have been reviewed the call can be submitted using the Submit
button on the Failed Edit screen. See the SUBMITTING CALLS section of this
guide for more details.

Import Link
The Import link is only available for calls with downloadable Excel templates.(Call's 2, 2A, 2C, 2D,

2E, 3, 3A, 3C and 7). Data reporters are able to download an approved call template on a blank
excel spreadsheet, enter the data and then subsequently upload the completed spreadsheet into
MAFDRA.

o Excel templates will not be pre-populated with data submitted in the prior call years or data
submitted on a previous submitted call for the same call year.

o On the Import Call screen, the Call Type will be defaulted to the call selected on the Submission
Status screen.

o On the Import Call screen, the Call Type can be changed by clicking the drop down box and
selecting the call type needed.

o Downloaded Excel templates will always default to the current call year that it was selected in the
Call Year menu. The year on the template cannot be changed to a prior year by typing the four-
digit year in Cell B2 of each template.

o Templates may contain protected cells that cannot be overwritten.

o Calculated cells are formatted in bolded Red font and cannot be overwritten.

Import Link - Excel Spreadsheet — Data Entry
The import link is available for Call 2, 2A, 2C, 2D, 2E, 3, 3A,3C and 7

Download Template
Approved Excel templates can only be downloaded from MAFDRA.

1. From the Calls screen, click the call you want to work with to enter the
Submission Status screen.

2. Click the Import link on the Submission Status screen to begin the importing
data function.

3. To download a template, follow the instructions on the Import Call screen.
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Import Call

Entering Data On Template

Data can be keyed or pasted into a selected cell on the template.

1.

5.

6.

Key data in appropriate cells or copy data from another source and paste it
into selected cells on the spreadsheet. (Note: When copying and pasting data,
selecting an entire row or column is not allowed, data can only be pasted by
selecting the exact cells.)

Use the scroll bar to scroll down and across the template to complete all rows
and columns.

Excel templates will always default to the call year selected on the Call Year
menu. The year on the template cannot be changed to a prior year by typing
the four digit’s year in Cell B2 of each template.

Templates may contain protected cells that cannot be overwritten.

Calculated cells are formatted in bolded Red font and cannot be overwritten.

When done with data entry save the spreadsheet to a location on your PC.

Upload Completed Template

Uploaded calls are automatically saved. They are not submitted.

1.

From the Calls screen, click the call you want to work with to enter the
Submission Status screen.

Click the Import link.

To upload a completed template, follow the instructions on the Import Call
screen.

Note: If an error had occurred while uploading the file, a message in red text will
be displayed on the Import Call screen. Refer to the Troubleshooting section of this
guide for possible solutions.

4. After choose a call and click Upload, the call is automatically saved. Click calls,
the saved call appear.

Revising Uploaded Calls

Data reporters cannot make changes onscreen for the calls that were created on excel
templates. They have to make changes to the saved Excel spreadsheet and then re-
import the completed spreadsheet.
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1. Make changes on the spreadsheet.
2. When done making the changes, save the spreadsheet.

3. Follow the steps to Upload Completed Template

Deleting Uploaded Saved Calls
Saved calls can be deleted by the data reporter.

1. To delete a saved call go back to the Submission Status screen.
2. Click the Delete link next to the call.

3. A message asking, ‘Are you sure you want to delete?’ will appear.
4. Click OK.

Adding Comments To Uploaded Calls
Comments are to be used for general messages only.

o Comments should not be used for edit explanations. Edits must be explained within
the Failed Edit screen on an edit level.

1. To add comments to a call after an upload click the Comments button.
2. Type a message.
3. Click the Save button.
Submitting Uploaded Calls
After uploading a call and entering comments, you may begin the Submission process

by clicking the Failed Edits button. Calls cannot be submitted to the WCRIBMA without
viewing failed edits first.

1. Click the Failed Edits button. Selecting this button will allow the data reporter
to view failed edits.

2. Review edits using the guidelines in the FAILED EDITS section of this guide
3. After edits have been reviewed the call can be submitted using the Submit

button on the Failed Edit screen. See the SUBMITTING CALLS section of this
guide for more details.
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VI. FAILED EDITS

MAFDRA requires data reporters to view failed Finable Basic and Actuarial edits on their data prior to
submission. Refer to MA Stat Plan Part Il for a listing of edits.

o Data for comparison edits will only run on calls with a Submitted status. (MAFDRA will not pull in data
from a Saved call for comparison edits.)

o MAFDRA allows data reporters the ability to add explanations via edit notes.

o Accessing failed edits to a call being worked with can be accomplished by:

Run Edit/Submit button
o Onscreen Templates for Call 4, 5, 5A, 5B, 6 will initially display a Run Edit/Submit button.

Failed Edits Link
o Excel Templates for Call 2, 2A, 2C, 2D, 2E, 3, 3A, 3C and 7 will display a Failed Edits link.

o Onscreen Templates for Call 4, 5, 5A, 5B, 6 will display a Failed Edits link after a call has been
submitted. (The Run Edit/Submit button will not be displayed on Submitted calls)

Run Edit/Submit Button

Run Edits/Submit button appears on the data entry screen after clicking the New link. The button will also
be available on the screen after a call has been saved.

page 1of 2 | Comment ts | Save | [RunEdis/Submit| [ Cancel |
. _ VDAR
R et Eorenes
@

Prior 1o 2017 | | [
S [E— [—
2021 v 7
Tota [_wm] (]

1. Click the Run Edits/Submit button. You will be taken to the Failed Edits screen.

Comparison Calls Submit No Status  Submitted [ iew au caiis |
2020 5 - Residual Market Direct Wiitien Fremium 1 Submitted 1/14/2022 8:40:19 AM

‘Add Not
Actuarial Edit 5.1 - 2021 - Column 2 - VDAR Written [8787] should be less than o equal to Column 1 Residual Market Written [760) L)

| Submit |

2. Review edits (if any) displayed on the Submit Call - Failed Edits Listing.

3. The Add Note button appears next to each edit and can be clicked on at any time to add
an explanation next to an edit. See Adding Notes for more details.

4. A Submit button appears at the bottom of the screen and can be clicked on any time the
call is ready to be submitted. See the SUBMITTING CALLS section of this guide for more
details.
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Failed Edits Link
Failed Edits link appears on an uploaded excel template. It also appears on ALL calls after a call has been

submitted.

Call's Data Failed Edits

Page 1 of 2 gt
CALL# 2 - POLICY YEAR CALL - March 15,
VALUED A5 OF Decamiber 31, 2021

‘ROUP NAME: “MAFDRA TRAINING COMPANY
ubmit Date: 4452022 3:04:21 PM

1

Policy  l2ndard @ 19 [
Yooy | AtBureau | oo G0 3 14) (5) () m i8) Total Ca
ine| Report Level | p o Designated | = = Net Indemnity  Medical (Indemnity| Medical | Total Paid = Case Ingu
Vahey  Statistical bl | Premium Paid Paid Case | Case | (4)+(5] Reserves Los
Reporting = (6)+(T) (@)«
Level
All Prior Prior
A to [0 ] ] 1] 0 o] U] 0 0

Combined | 5,05

1. Click the Failed Edits link. You will be taken to the Failed Edits screen.

Comparison Calls. SubmitNo Status  Submitted [ viewa cais |
2020 5 - Residual Market Direct Writien Fremium 1 Submitied 1/14/2022 £:40:19 AM

Actuarial Edit 5.1 - 2021 - Column 2 - VDAR Written [8787] should be less than o equal to Column 1 Residual Market Written [760)

| Submit |

2. Review edits (if any) displayed on the Submit Call - Failed Edits Listing. See Fixing
Incorrect Data for details on fixing incorrectly entered data.

3. The Add Note button appears next to each edit and can be clicked on at any time to
add an explanation next to an edit. See Edit Notes for more details.

4. A Submit button appears at the bottom of the screen and can be clicked on any time
the call is ready to be submitted. See the SUBMITTING CALLS section of this guide
for more details.

Fixing Incorrect Data
If the failed edits listing reveals incorrectly reported data, you can revise the data.

Onscreen Data Entry
Calls (4, 5, 5A, 5B and 6)

1. Close the Failed Edit Screen. You will be taken to the Submission Status screen.
2. Open the saved call.
3. Enter your corrected data.

4. Run edits as described in the above sections.

Excel Template
Calls (2, 2A, 2C, 2D, 2E, 3, 3A,3Cand 7)

1. Open the uploaded call saved on your computer.
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2. Change the incorrect data on the Excel spreadsheet and save it.
3. Upload the corrected spreadsheet.
4. Run edits as described in the above sections.
Edit Notes
Failed edits not associated with incorrect data must have an adequate explanation in the Edit Note section.
(Explanations for Basic & Actuarial edit failures should not be included in the Comment section.)
o All Basic & Actuarial edit failures must have an explanation prior to being submitted to the WCRIBMA.

o Edit note text cannot be greater than 255 characters. More than 255 characters should be sent via email.

Adding Edit Notes
1. Click the Add Note button.

2. Enter the explanation for the failed edit.
3. To cancel the edit note, click the Cancel link.
4. To save the edit note click the Save link.

Deleting Edit Notes
Edit notes can be deleted on a saved calls only.

1. Click the Delete button located under the note.

Changing Edit Notes
Edit notes can be changed or amended on saved calls only. Edit notes cannot be changed or amended
on submitted calls

1. Click the Edit button located under the note.
2. Type your change.

3. Click Save.
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VIl. SUBMITTING CALLS
After all valid failed edits have been addressed, the call can be submitted to the WCRIBMA.

Submit Button
The Submit button will only appear after you have run edits using the Run Edits/Submit button or the Failed
Edits link.

o Data reporters should review edits, fix incorrect data, and provide edit explanations prior to submitting
a call to avoid fines associated with the Data Quality Compliance Programs outlined in Part V of the MA
Stat Plan.

o Data Operations’ staff will review all Submitted calls.

o All unresolved edit failures will be communicated to the designated data reporter in Part Il of your Call
Package Acknowledgement. The primary contact will be cc’d on all communications.

1. Click the Submit button that appears on the Failed Edit screen.

2. Click OK to submit the call.

3. A ‘Submitted Successfully’ confirmation message will appear.

4. Click OK to continue. The status for this call will now show Submitted on the Calls and

Submission Status screens.
Calls Screen

Calls

cal DueDate Status Version# Submission Date

2oy Year Cal 5201 Submited 1 112772018 10:50:18 A4
2a.- Policy Year ResiualMartet Call nsnote nL 1 112772014 10:2625 A
352014 Not Submited
3152016 Not Submited

3152014 NL 1 112712014 10:26:25 Al

4n20s Submited ' 1272014 10:40:37 Al
3a - Accident Year Residusl arket Cal oo 1 112772014 10:26:25 414
3¢ - Accident Year Large Deductve Call 412014 ot Subrited
412014 ot Subrited
o 1 112122014 10:26:25 A
ot wL ' 112772014 10:26:25 Al

412014 Not Submitted
&- Calendar Vear Expense Call 5152014 Not Submited
6a - Insurance Expense Exnibit 4152014 Not Submitted

7~ Large Loss & Catastrophe Cal 41502018 NL 1 112712014 10:26:25 AN

Submission Status Screen

249 -“TesTER

Submission Status 2 - Policy Year Call v

|§
g
=
=
5
2

Sub Mo Reviesw Status: Submitted By Date Submitted

1 Submitted Contact, Primary 11117/2008 10:35:35 AW
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Revising Submitted Calls

Incorrectly reported data can be revised anytime by resubmitting a call.

(o)

In order to revise a submitted call, data reporters will need to create a new call following the steps
within Section VI - Creating Calls of this user’s guide. (See New link or Import link)

When correcting a call using the New link, MAFDRA will pre-populate the form with data from the
previous submitted call within the same call year.

When correcting a call using the Import link, MAFDRA will display a blank template. Excel
templates will not be pre-populated with data submitted on a previous submitted call for the same
call year.

Prior Year Calls — revisions to prior year calls can also be submitted.

e To correct a prior year call using the New link, data reporters must select the Call Year to be
revised first, and then open a new form.

o To correct a prior year call using the Import link, data reporters must select the Call Year to
be revised first, download the template
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CRITICISMS

Once a Call Package Acknowledgement has been submitted, the Home screen converts to a Criticism
Status screen. The Criticism Status screen will display a list of calls with a Criticism status.

Basic & Actuarial edits which have not been resolved must be addressed within the established timeframe
listed on the criticism otherwise fines may apply.

Submissions In Criticism Screen

This screen will alert data reporters of all submitted calls, reviewed by Data Operations staff which contains
unresolved failed edits.

Submissions in Criticism Status

Submit# Ca Submitted By a mitted Sent

1 2 - Policy “ear Call Acosta, Jessica 2/28/2022

o Criticisms are e-mailed to the contact designated for that call and the Primary contact for the group.

o The Calls screen and the Submission Status screen will show a status of Criticism, formatted in bolded
red font, to alert the data reporter.

Calls Screen

Calls
Call Due Date Status Version # Submission Date:
2 - Policy Year Call 3/16/2014 Criticism 1 112712014 10:50:14 AM
2a - Policy Year Residual Market Call 3152014 NIL 1 112772014 10:26:25 AN
2c - Policy Year Large Deductible Call 3/18/2014  Not Submitted
2d - Policy Year “F" Classification Call 3/15/2014  Not Submitted
2e - Policy Year Waritime Call 3152014 NIL 1 112712014 10:26:25 AN
3 - Accident Year Call 4/1/2014 Submitted 1 112712014 10:43:37 AN
3a - Accident Year Residual Market Call 41172014 NIL 1 112712014 10:26:25 AN
3¢ - Accident Year Large Deductible Call 4/1/2014  Not Submitted
4 - Reconciliation Report 4/1/2014  Not Submitted
5 - Residual Market Direct Written Premium 4172014 NIL 1 112712014 10:26:25 AN
5a - Large Deductible Company Level Written Premiums. 41172014 NIL 1 112712014 10:26:25 AN
Sb - Direct Written Premium 41112014 Not Submitted
6 - Calendar Year Expense Call 5/15/2014 Not Submitted
8a - Insurance Expense Exhibit 4/15/2014  Not Submitted
7 - Large Loss & Catastrophe Call 4/15/2014  NIL 1 112712014 10:26:25 AN

Submission Status Screen

Accessing A Criticism
Criticisms can be viewed at any time.

o Criticisms can be accessed from the Criticism Status screen or from within the call.

From Criticism Status Screen
The Criticism Status screen is the home page after an Acknowledgement form has been submitted.

o This screen can be accessed at any time.
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1. Click the call with a Criticism status on the Criticism Status screen, the call will appear.
2. Go to Failed Edits and the Criticism will be displayed.
From Within A Call

Criticisms sent by Data Operations staff to a data reporter can be accessed through the Failed Edits
link within the call.

o The Failed Edits link screen can be accessed at any time.
1. From the Submission Status screen click the call. The data call will be displayed.
2. Click the Failed Edits links. The Criticism screen will be displayed.

Part | Of Criticism
The first half of the criticism displays criticism information.

! Failed Edits

Status: Criticism

From: Jacosta@wcribma.org

To: inactive@wcribma.org

cc:

Sent: 2/28/2022 8:24:06 AM

Body: The Data Operations department has performed an edit review on *MAFDRA TRAINING COMPANY’s 2020 POLICY YEAR CALL. Please log into MAFDRA (htips-iwww.mafdra.org) and review all edit failure

that do not have a “Resolved” note, and provide an accepiable response for all edit failures by (Response Date). An accepiable response for Basic edits must be a correction o data. An acceptable response
Actuarial edits must be a correction to data or an adequate explanation for data correctly reported. See MA Statistical Plan Part Il, Section V - Data Quality Compliance Program for more details on what is
deemed an acceptable explanation.

**Resubmissions should enly be used to fix incorrectly reported data. Please forward additional details or adequate explanations via email

Failure to resolve Actuarial edits within the specified time will result in the assessment of fines up to 52 500 a day per edit until resolved.

All Basic edits are finable per occurrence once submitted to the Bureau. In addition to requesting a correction, the Bureau will assess a fine of 250 per occurrence. Also note that failure fo resolve Basic edits
within the specified time will result in an additional assessment of fines up to $2,500 a day per edit

Should you have any questions, please feel free to contact me

Jessica Acosta

Data Operations
WCRIB Massachusetls
6174399030 ext 581

o The following information appears in the first half:
Status - Status of call.
From - Data Operations staff that sent the criticism.
To — The designated contact assigned for a particular call.
CC - Primary contact will be cc’d on all criticisms sent.
Sent - Date e-mail was sent.

Body - Text included in the original e-mail sent to data reporters.
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Part Il Of Criticism
The second half of the criticism displays the failed edit listing.

FAILED EDIT LISTING

Comparison Calls Submit No Status Submitted
2006 2 - Policy Year Call 2 Submitted  2/12/2008 10:45:58 AW
2007 3 - Accident Year Call 1 Under Review 2/12/2008 10:44:38 AN

Finable Basic Edit 2.12 - 2004 - (4) Indemnity Paid [546554] and/or (8) Indemnity Case [0] are reported, therefore (14) Revision Required
Accumulated Closed [0] and/or (15) Open Quistanding Incurred Indemnity Claim Count [0] must be reported.

Actuarial Edit 2.14 - 2004 - Indemnity and Medical (Paid + Case) Losses [546554] are reported, therefore Accumulated Policy Adequate Response Required
Year Defense and Cost Containment Expenses [0] should be reported.

Actuarial Edit 2.15 - Line X. - (4) Indemnity Paid - Policy Year Call [546554] should equal {1) Indemnity Paid - Accident Year Call Resolved By Other
[0].

Actuarial Edit 2.15 - Line Z. - (4) Indemnity Paid - Policy Year Call [546554] should equal (1) Indemnity Paid - Accident Year Call Further Detail Required
[0].

Please provide Claim & Policy Numbers.

Actuarial Edit 2.15 - Line X, - (18) DCC IBNR - Palicy Year Call [87987] should equal (15) DCC IBNR - Accident Year Call [0] Resolved By Call Note

Testing Edit Notes.

o The following information appears in the second half:
1. Comparison Calls (Lists the calls used for comparison edits).
2. List of failed edits (Refer MA Stat Plan Part Il for a listing of edits).
3. Edit Description - Each edit will contain the following description.
a) Edit Type - Finable Basic Edit or Actuarial Edit.
b) Edit Number - The number assigned to a particular edit.
c) Year (if applicable) - The Accident/Policy Year failed.
d) Line (if applicable) - The line failed.

e) Edit Text — A description of the edit failure with details.
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4. Edit Status - Each edit will have one of the following statuses displayed next to it.
a) Resolved by Call Note - An adequate response was submitted with the call as an edit note.

b) Resolved by Email - Data Operations received an adequate response from the company via
e-mail.

c) Resolved by Other - Data Operations received an adequate explanation other than an edit
note or e-mail (fax, regular mail).

d) Resolved — A revision was provided on a subsequent submission to fix incorrect data.

e) Adequate Response Required - Company must submit an adequate response. (See Data
Operation’s note attached to edit).

f) Further Detail Required - Data Operations staff requests additional detail from the Company.
(See Data Operation’s note attached to edit.)

g) Revision Required - Companies are required to provide a revision to fix incorrect data.
Responding To A Criticism

Data reporters must provide an adequate response to the criticism within the established time frames
(Requested Response Date).

o An acceptable explanation must describe, to the satisfaction of the Data Operations and the Actuarial
Department, the circumstance that caused the anomaly or the data must be corrected.

o Edits not resolved by the Requested Response Date will incur fines associated with the Data Quality
Compliance Programs outlined in Part V of the MA Stat Plan.

1. Resubmit the call only to fix incorrect data that corresponds to edits that do not have a resolved
status.

2. If data is correct as reported, forward additional details or adequate explanations via e-mail to the
Data Operations staff assigned to review your company’s data.

3. If data was incorrectly reported on a data call and your company was also asked to provide more
details or an adequate explanation, the data reporter must fix incorrectly reported data on the data
call via a resubmission and add the additional details or an adequate explanation using the Add
Edit Note function.

4. Please note Data Operations strongly discourage the resubmission of calls for the sole reason of
providing additional details or adequate explanations for an edit failure. Resubmissions should only
be used to fix incorrectly reported data.
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IX. AGGREGATE FINANCIAL CALL ACKNOWLEDGEMENT FORM
All insurance companies reporting aggregate financial data to WCRIBMA are required to submit the
Aggregate Financial Call Acknowledgement Form (6/1 Acknowledgement). This form must be completed
and then uploaded into MAFDRA.

6/1 Acknowledgement Reporting Summary

The process for completing the Call 6/1 Acknowledgement can be summarized into the following three
categories:

* Download Form from MAFDRA.

e Complete the form.

* Scan/Upload completed form into MAFDRA.

MAFDRA 237 - "MAFDRA TRAINING COMPANY
Call Year | 2021 v

Home md Upload 6/1 Acknowledgement Form

Call Package Acknowledgement To Download the Aggregate Financial Call Acknowledgement Form to your

1 e computer;

6/1 Acknowledgement

Calls 1. Click Download 6/1 Acknowledgement Form

2. Open PDF File
Contact Us 3. Print and complete the form.
) 4. Scan Page 2 of the completed form and save it to & location on your
User Guide computer.
View Invoices Since carriers may accrue fines for inappropriate signatures, the MA Bureau strongly

recommends that forms are reviewed carefully prior to uploading. See Part |l Section
Il of the MA Stat Plan for details.

Data Reporting

Logoff

5. Click browse...

6. Select the POF or Text file to be uploaded.

7. Click Open.

8. Click the Upload button. The 6/1 Acknowledgement Form will be uploaded.

*Accepted fils formats are PDF and TXT, files cannot exceed 4ME.
| Choose File | No file chosen

| Upload |

m  Submitted 6/1 Acknowledgement Forms

Click the View Link below.

Submitted File | Submit No. User Name Status Date Added

View 3 ming zhang Submitted 4142022 10:46:21 AW
View 2 ming zhang Submitted 41412022 10:41:43 AM
View 1 ming zhang Submitted 41412022 10:40:00 AW

Accessing The 6/1 Acknowledgement
The 6/1 Acknowledgement is separate and distinct from the Call Package Acknowledgement in Section V
of this document. Refer to Part Il, Section Il of the MA Stat Plan for details.

Download 6/1 Acknowledgement
The approved form can only be downloaded from MAFDRA.

1. Click the Download_6/1 Acknowledgement_Form link located in the menu items.

2. Follow the instructions for downloading a form on the 6/1 Acknowledgement screen.
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Completing The 6/1 Acknowledgement
The 6/1 Acknowledgement must be completed using the guidelines in the MA Stat Plan.

1. Complete the second page of the form.
2. Save the completed form as a pdf or txt file on your PC.

Upload Completed 6/1 Acknowledgement
The 6/1 Acknowledgement must be submitted in MAFDRA .

1. Follow the instructions for uploading a form on the 6/1 Acknowledgement screen.

2. A ‘Submitted Successfully’ message will be displayed if the form was uploaded

successfully. Click OK to proceed.

Viewing Uploaded 6/1 Acknowledgements
All uploaded 6/1 Acknowledgements can be viewed at any time.

1. Scroll down to the Submitted 6/1 Acknowledgement section.

2. Click the View link next to the form to be viewed.
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X. FREQUENTLY ASKED QUESTIONS

Calendar Year Expense Data

o What happened to the All State Data and other fields that were once reported on Call # 6 —
Calendar Year Expense Call?
Many of the fields previously existing on Call # 6 - Calendar Year Expense were eliminated per the
approved MA Stat Plan for data valued as of 12/31/07. Countrywide expense information is now
collected on Call # 6A - Insurance Expense Exhibit.

Excel Templates
o Can any templates be used for data submissions?
No. Templates which comply with the current MA Stat Plan must be downloaded from MAFDRA.

Loqging In/Out

o When | go to your website it says | need to change my password as it has expired.
Do you mean MAFDRA? If yes, please refer to Section V — Edit Contact Information. If no, then please
refer to the Member’s Area page of the website for log in instructions.

o When logging in, the screen states that someone else is logged in?
Companies are allowed to have multiple contacts. Each contact will have simultaneous access to
MAFDRA. When you log in another contact from your company may already be in the system.

o When logging in, why do | get a message that states | am already logged in?
If in your previous session of MAFDRA you did not use the Logoff function to log out, you will get this
message upon your return to the system. To get rid of this message click OK, and the next time you
logout of MAFDRA click the Logoff link.

o How long before a MAFDRA session becomes inactive?
MAFDRA becomes inactive after one hour of non-use. Any changes that were not saved will be lost. A
message will display in red text on the screen stating; ‘Your session has been timed out’.

Printing

o What is printed when | click the Print link located on the upper right corner of the screen?
A printer friendly version of the Call data screen, Comment screen, and Failed Edit screen. To print, you
must select Print from the File menu. The orientation of All Policy & Accident Year calls must be changed
to landscape to ensure that all columns are printed.

Reconciliation Report
o Can the Reconciliation Report be populated with data from a call with a Saved status?
No. The Reconciliation Report will only pull data from the latest applicable call with a Submitted status.

Reminder Notice Of Due Calls

o lreceived notification that a call is due. | have already submitted this call, what should | do?
Check the calls screen and see if the call is in Saved status. Calls in saved status do not prevent
reminder and overdue notices. The call must be submitted.
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Required Filings

o Our company is licensed to write worker compensation but has no data to report. Are we still
required to submit a Financial Data Call Package Acknowledgement through MAFDRA?
Yes. All companies licensed to transact the business of workers’ compensation insurance in the state
of Massachusetts are required to submit a Financial Data Call Package Acknowledgement.

o In the past our company received an approved filing exemption from WCRIBMA. Are we still
required to submit a Financial Data Call Package Acknowledgement through MAFDRA?
Yes. Companies with previously approved Filing Exemptions must complete Part | and Part Il of the
Financial Data Call Package Acknowledgement even if the exempt status has not changed to ensure
that the Data Operations Department has updated company group and contact information.

If your company has begun to write worker's compensation insurance again you must contact our
Data Operations department prior to completing the acknowledgement form. You will be
required to complete Part I, Part Il, and Part 1.

o Can | submit all calls required in the MA Stat Plan through MAFDRA?
Yes. All calls required in Part Il of the MA Stat Plan must be submitted through MAFDRA.

o Are Annual Statement filings required to be submitted via MAFDRA?
Call # 6A - Insurance Expense Exhibit is required to be uploaded in to MAFDRA, if your company has
not already submitted the IEE to the National Association of Insurance Commissioners (NAIC). All other
Annual Statement filings are to be submitted electronically to the WCRIBMA via e-mail or regular mail.
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TROUBLESHOOTING/HELPFUL INFORMATION

If problems navigating through MAFDRA are encountered, the following list of information may be helpful.

Calculated Cells
Calculated cells on all calls are bolded with red font. Data in these cells cannot be altered by typing directly
in the calculated cells.

Database Closing

Data reporters will be able to view their data calls at the end of the review year after the MAFDRA database
has been closed for the year (September - December). At that time the application will allow viewing only.
It will not allow creating, saving, or submitting of Acknowledgement forms and data calls.

Decimals
This web application does not accept decimals for premium and losses. Data for premium and losses must
be reported as a whole number.

Export To Excel
This tool allows data reporters to export the call’'s data from the web application into an Excel workbook.

The data reporter may choose to open or save the workbook to their PC. This Excel workbook can be
uploaded back into MAFDRA.

Invalid Data Entry

MAFDRA has data integrity constraints built into the database to ensure negative and non-negative values
are reported correctly. MAFDRA also only allows whole numbers to be reported (no decimals). These
constraints are in place for entering data onscreen as well as for uploading data via Excel templates. If you
are receiving the following error message “Failed to upload file: Invalid Data Entered. Refer to the
Troubleshooting section of the User Guide” ensure that the following data validations are met:

o Data for premium and losses must be reported as a whole number on all calls.

o Call 2, 2A, 2C, 2D, 2E - Policy Year Calls — The following fields will only accept negative values:
= Construction Credit
=  QLMP Credit
= Scheduled Rating Plans

o Call 2, 2A, 2C, 2D, 2E - Policy Year Calls — The following fields will only accept non-negative values:
= Standard at Bureau Designated Stat. Reporting Level
= Standard at Company Level
= Net Premium

o Call 2, 2A, 2C, 2D, 2E, 3, 3A, 3C - Policy & Accident Year Calls — The following fields will only accept
non-negative values:
= |ndemnity Paid
Medical Paid
Indemnity Case
Medical Case
Accumulated Closed (Paid)
Open Outstanding
DCC Paid
DCC Case

o Call 5 - Direct Written Premium —Non-negative and negative values will be allowed for all fields.
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o Call 5A — Large Deductible Company Level Written Premium — Non-negative and negative values will be
allowed for all fields.

o Call 5B — Residual Market Direct Written Premium - Only non-negative values are allowed for the latest
policy year’s contribution to the call year for all fields. However, negative and non-negative values will
be allowed for all other years for all fields.

o Call 7 - Large Loss & Catastrophe - Only non-negative values are allowed for all fields.

Pre-Populated Cells (Policy & Accident Year Calls)
When creating calls, Policy and Accident Year Calls will initially be pre-populated with data from the latest
submission for the previous call year. The data can be altered to reflect the current call year’s data.

If prior submissions of a call exist within a call year, Policy and Accident Year Calls will be pre-populated
with data from the latest submission of the call within that call year. The data can be altered to reflect
revised data.

Policy and Accident Calls created using a downloaded template will not be pre-populated with data.

Reconciliation Report

o Call # 4 - The Reconciliation Report call is not pre-filling with data that should be pulled from other
calls.
= Check to see if calls (2, 2A, 2C, 2D, 2E, 3, 3A, 3C) whose data is pulled into Call #
4 is in saved status. If they are in saved status they must first be submitted to the
WCRIBMA in order for call 4 to pull the required data fields.

o Certain premium and loss fields that reconcile to the Annual Statement are pre-populated with data
from the last submission of applicable Policy and Accident Year Calls. The data in these pre-populated
fields are bolded with red font and cannot be altered

Revising Accident Year Calls In Any Call Year

For Calls 3, 3A, and 3C; if the calendar year losses have been revised the Data Operations also expects a
revision to the corresponding Policy Year Call as well as to the Call # 4 - Reconciliation Report. This is to
ensure that revised losses are validated against the corresponding Policy Year Call and pulled through and
displayed on the latest Reconciliation Report.

Revising Policy Year Calls In Any Call Year

For Calls 2, 2A, and 2C, 2D, and 2E; if the calendar year premium & losses have been revised the Data
Operations also expect a revision to the corresponding Accident Year Call (if any) as well as to the Call # 4
- Reconciliation Report. This is to ensure that revised losses are validated against the corresponding
Accident Year Call (if any) and pulled through on the latest Reconciliation Report.
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Revising Prior Year’'s Submission

It is important that if data is revised and submitted in a prior call year, the revised data must be carried
through up to the current call year by revising the same call up to the current Call Year. For example, a
2003 Policy Year Call appears to have errors in the Indemnity Paid column. The company must begin
revising the 2003 data, then the revised data must be validated against the 2004 data, and then the 2005
data must also be revised, up to the current call year.

Shaded Fields

Onscreen, the layouts of all policy year calls are generally the same. However, some data elements are not
required on certain policy year calls. The fields for these data elements are shaded and no data entry will
be accepted.

Submitting A Call

o Cannot submit a call. The issue could be PC related. Try submitting the call from another PC.

o A call cannot be submitted with zero experience.

If there is no experience to report you will need to revise the Call Package Acknowledgement and
remove the check mark from the call. Refer to the Part Il instructions located in the Completing Call
Package Acknowledgement section of this guidebook.

MADFRA will automatically create a nil call (all zeros) once the Call Package Acknowledgement is
revised.

Template Problems
Templates must be downloaded from MAFDRA. If you experience problems uploading a template into
MAFDRA check the following:

o Ensure that you are using a template downloaded from MAFDRA.

o The call year on each template can be changed to facilitate revisions to prior call years. Ensure that you
are uploading a template for the call year displayed on the Calls screen.

o Each call has its own approved template. Ensure that you are trying to upload the approved template for
the call that you are working with.

CONTACT US

For questions on how to use MAFDRA contact the Data Operations Department,
dataoperations@wcribma.org.
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