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INTRODUCTION

Welcome to the Manage Policy web application! Manage Policy allows you to view policy
data, modify existing policies, and create new policies.

The application does not allow you to make changes to a policy directly. Changes must be
made by creating and submitting transactions that are specifically defined for certain types
of changes. The general procedure for creating or modifying a policy is as follows:

1. Create a transaction that either creates a new policy or create one or more
transactions that make the desired modifications to an existing policy (either directly,
or through policy replacement).

2. Submit the transaction(s) for DCO processing. Transactions are submitted ina
special data file called a Submission file (WCPOLS file).

3. Check the status of the Submission to determine if errors occurred inthe
submission.

If errors occur in the submission, you can create a transaction that corrects the errors and
submit the transaction. The final result will be the successful processing of one or more
transactions, and the policy creation or modification isaccomplished.

By taking some time to review the first few pages of this user guide, you will be prepared
to quickly learn how to use this powerful online tool. Manage Policy 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!
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WEB BROWSER SPECIFICATIONS

Manage Policy supports Internet Explorer 11. Other browsers, such as FireFox, Opera,
and Netscape, are not supported at this time.

Cookies

Manage Policy 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
words, when you close your web browser after using Manage Policy, the session
cookie is destroyed, thus protecting any data you entered while using Manage
Policy.

Note: 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. Manage Policy uses session cookies, not standard cookies,
SO no data is written to your hard drive (unless you request to download a file).

Opening New Windows

Some pages in Manage Policy open, or spawn, a new browser window when they
are accessed. For example, when you print 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 Manage Policy.

Configuring Your Pop-up Blocker
If you have a pop-up blocker installed, you will need to allow pop-ups from the
WCRIBMA Web site to properly use Manage Policy.

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

1. On the Internet Explorer main menu, select Tools and then Options. The
Internet Options window displays.
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Internet Options @E|

General Security | Privacy | Content | Connections | Programs | Adwanced

Haome page
/'? To cteate home page tabs, type each address on its own line.
3>

s

[ Use current H Use default ][ Use blank

Browsing history

Delete temparary files, history, cookies, saved passwords,
/ and web form information,

Delete... ] [ Settings ]
Search
;fj Change search defaulks, Settings
ra
Tabs
hange how webpages are displayed in Settings
kabs,
Appearance
Colors ] [ Languages ] [ Fonts ] [ Accessibility ]

[ QK H Cancel ]

2. Click the Privacy tab. The Privacy tab information displays.

e

Internet Options

General | Security PfiVaCkContent Connections | Programs | Advanced

Settings

e Move the slider to select a privacy setting for the Internet

=& zone.

Medium

- Blocks third-party cookies that do not have a compact

privacy policy

- Blocks third-party cookies that use personally identifiable
L infarmation without your implict conzent

- Restricts first-party cookies that uge personally identifiable

infarmation without implicit consent

[ Sites. .. ][ Import... ][.&dvanced...

Pop-up Blocker
@ Prevent most pop-up windows from appearing.

Block pop-ups Settings..

[ 0K ][ Cancel ]

3. In the Pop-up Blocker section, click the Settings button. The Pop-up Block
Settings window displays.

4. Enter www.wcribma.org in the ‘Address of Web site to allow’ text box and
click the Add button. www.wcribma.org is added to the Allowed sites list box.
Click the Close button to close this window.

3
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System Timeout

Manage Policy times out after it has been inactive for more than twenty minutes.
When you try to perform an action, you will be returned to the Secure Online
Services Account (SOSA) login page.

PDF Documents
Manage Policy supplies some forms and reports in PDF (Portable Document
Format) form. To read PDF documents, you must have a PDF reader, like Adobe

Acrobat Reader™ | installed on your computer.
L PDF

You can download Acrobat Reader free of charge at http://www.adobe.con f_‘**-
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ACCESSING MANAGE POLICY

You will access Manage Policy from the Secure Online Services Account (SOSA) area of
the WCRIBMA Web site. This section describes how to get to the Login page, enter your
credentials, and access Manage Policy.

Logging into Secure Online Services Account (SOSA)

The Secure Online Services Account (SOSA) area will provide access to all of the
secured applications and data on the WCRIBMA Web site, so you must log into
Secure Online Services Account (SOSA), before you can access Manage Policy. To
log into Secure Online Services Account (SOSA), use the following procedure. (You
must use the valid user name and password that were provided to you.)

1. On the WCRIBMA Web site, click the Secure Online Services Account link.
The Secure Online Services Account (SOSA) Login page displays.

NG AND INSPECTION BUREAU OF MASSACHUSETTS

Your comprehtnsive risovce info Magsachasetts workers' covnptngadion .

Secure Online Services Account (SOSA) Products
: a Logon
. &
assword \ a
[togn | N
Did you forget your password? :
C o fresh a

the Secure Online Services Account User Guide

Need access to Secure Online Services Account?

Massachusetls Workers' Compensation Rate Filing - 2018

2. Enter your User ID and password. Click the Login button. The Secure Online
Services Account (SOSA) page re-displays with the available applications in
bold (based on your security), under Products.

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 Login button to enter the system.
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Launching an Application

The Secure Online Services Account (SOSA) area is the common place from which
all secured applications are accessed on the WCRIBMA Web site. The applications
that you have been authorized to access will be in bold. All of the applications are
categorized based upon the business unit that the application represents. To launch
Manage Policy, follow these procedures:

1. In SOSA, under Products, click the Manage Policy link.

Products

" Carrier Diagnoslics

" Camer Reporting Summary

Disesler Racovary Dooumenls Cverdes
Electronic Testing Status

" Enter Noncampliance/ Compliance
Error Reports

Explanation Capture System

IMP - Invoice Management Porhal
Industry Informatlion

* Moanage Pollcy

Maonage USR

Online Assigned Risk Ovenddow

Pension Calculalon Swerviews

GQualifled Loss Management Frogram
Resiciual Market Assignment Bundles Ows
Test Audit Document Adminisiratiorn

" WCRATINGS
Web Service Portal

" Workers' Compensatlon Andlyst Tool

50,0 DB BB 00,0, 00,0 DL

2. The Manage Policy system opens in a new window.
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NAVIGATING IN MANAGE POLICY

Manage Policy was designed with an intuitive user interface that makes it easy to create
and submit transactions, check the status of submissions, and review and correct errors in
submissions. This section provides an overview of the interface and explains some rules
about navigating in Manage Policy.

Menu Navigation
Manage Policy features a menu bar that is displayed at the top of the application
window. The menu bar is visible regardless of which page is currently displayed.

SEARCH CREATE TRANSACTION SUBMISSIONS IMPORT ERROR REPORTS END OF COVERAGE MYLIST HELP

The menu choices are as follows:

e Search

(0]

Search Policy - Allows you to search for transactions and processed
policies. You can specify the status of the transactions or policies
you’re searching for and define policy-specific filter criteria to narrow
your search. From the search results, you can access transaction or
policy details. Refer to “Searching for Policies and Transactions” for
more information.

Search CPAP - Allows you to search for CPAP letters. You can search
for CPAP letters released within a specific time frame or define policy-
specific filter criteria to narrow your search. From the search results,
you can access Notices of Credit, Credit Calculation Worksheets and
Notices of Ineligibility. Refer to “Searching for CPAP Letters” for more
information.

Search Certificates of Insurance — Allows you to search for Certificates
of Insurance issued by WCRIBMA on assigned risk policies. You can
search for certificates issued within a specific time frame or define
policy-specific filter criteria to narrow your search. From the search
results, you can access certificate details. Refer to “Searching for
Certificates of Insurance” for more information.

e Create Transaction - Allows you to create a new transaction. Whenyou
select Create Transaction, two sub-choices appear:

o

Create New Policy - Displays a new transaction screen with no
associated policy data. Refer to “Creating Transactions” for more
information.
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o Create Txn from Existing Policy - Displays a new transaction screen
with policy data from the currently displayed transaction or policy.
Depending on the transaction type, limited policy data might be
copied.

Refer to “Creating Transactions” for more information. This menu choice
is only available while viewing an existing policy or transaction.

Submissions - Allows you to create Submission files and search for
submissions. When you select Submissions, two sub-choices appear:

o Create Submission File - Allows you to view all Validated transactions,
to create a Submission file for download, and to submit a Submission
file for DCO processing. Transactions are submitted to the DCO for
processing in the form of a WCPOLS file. Refer to “Submitting
Transactions for DCO Processing” for more information.

o Search By Submission - Allows you to search for submitted
submissions that were created in Manage Policy, but not yet
processed by the DCO, or for processed submissions that came from
either Manage Policy or from the another data source such as PEEP
or the carrier’s policy system. For submitted submissions, the search
results allow you to access details about the included transactions and
download or view the Submission file. For processed submissions, the
search results enable you to view details about the submission,
access error reports, and, if the submission was created using
Manage Policy, you can download or view the Submission file.

Import - Allows you to upload a WCPOLS file into Manage Policy. The
file will be validated before being uploaded into Manage Policy. Refer to
‘Importing Files’ for more information.

Error Reports - Allows you to search for errors across multiple
submissions. For more information, refer to “Searching for Error Reports.”

End of Coverage - Allows you to search for processed policies to verify a
policy’s standing as providing Workers’ Compensation coverage.

MyList - Displays the MyList page, a personalized view of specific policy
and, transaction records that you have identified. Refer to “MyList” for
more information.

Help - Displays the Manage Policy User Guide
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Two links appear above the menu bar in the right-hand corner

e Return to Members Area—Displays the WCRIBMA Secure Online
Services Account (SOSA) Login page.

e Manage Policy User Guide—Displays the Manage Policy User Guide.

Detail Pages

When you view a transaction or policy, the Transaction Detail page or Processed
Policy Detail page gives you access to all the details about the selected transaction
or processed policy.

Processed Policy Details Print
Carrier: 7777 Policy: WC78910 Primary Name: ABCDE CORP
Effective 06/15/2010 Received 10/18/2010 Coverage 0933230 Compliance Compliant
Date: Date: ping Status:
Status: Active Combo ID: 000886585 Last Updated By:
Status Date:  06/15/2010 Source: Policy
|
Information Information Page
Fage . Policy Exp Date: 06/15/2011 Interstate Risk ID:
Insured Names Producer Name: EFG INS AGCY Business Segment 1D: 0000000
Prior Policy Number: WC78509 Policy Term Code: 1 - Standard one-year
e — Legal Nature Code: 03 - Corporation Other Legal Nature:
Experience Rating Code: 3 - Intrastate rated only Type of Plan ID Code: 1 - Voluntary Policy
‘Wrap-Up/OCIP Code: 2 - Non-Wrap-Up/QCIP Folicy Type of Coverage ID Code: 01 - Standard Workers Compensation Folicy
Premium Employee Leasing Type: 1 - Non-Employee Leasing Policy Retro Rating Code: 3 - Not Retrospective Rated
Min Prem State Code: Ma Deposit Prem Amount: $5,000.00
Exposure Policy Est Std Prem Totak §14,039.00 Policy Min Prem Amount:  §256.00
3A State(s): Ma, CT
S — 3C Included State(s): ND, OH, WA, WY 3C Include/Exclude: (States Excuded)
Employer Liability Limit:  $500,000.00 Bodily Injury by Acddent-Each Accident
5500,000.00 Bodily Injury by Disease-Policy Limit
§500,000.00 Bodily Injury by Disease-Each Employee
Cancellations/
Reinstatements
Moncompliance
Transaction
History
Mananel ISR(TY
& Internet #, 100°

The tabs displayed down the left-hand side of the page each pertain to a different
category of data associated with the policy. If you are viewing a Processed Policy
Detail page, the data in all the tabs is read-only. If you are viewing a Transaction
Detail page, depending on the Transaction Code, some of the tabs will be editable,
some will be read-only, and some will be disabled.

To navigate through the tabs, you can simply click the tab you want. Alternatively,
you can use the Next and Previous links, at the bottom of the page, to move from
one tab to another.

Note: If you navigate to another tab in the Transaction Detail page without saving
first, or if you navigate away from the Transaction Detail page without saving,
you will be prompted to save your changes first.

For more information about Processed Policy Detail pages, refer to “Viewing
Processed Policy Data.” For details about working with Transaction Detail pages,
refer to “Viewing and Editing Transaction Data” and “Modifying Policy Data.
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SEARCHING FOR POLICIES AND TRANSACTIONS

The Search page allows you to search for transactions and processed policies. You can
specify the status of the transactions or policies you're searching for and define policy-
specific filter criteria to narrow your search. From the search results, you can access
transaction or policy details.

Search Criteria

The Search page displays fields that allow you to specify search criteria. When you
execute the search, all policy and/or transaction records matching your criteria will
be returned in the search results.

Note: When you search for policies, the policy detail will display the current view of
the policy as it exists in the DCQO’s policy system. It will not reflect changes
defined in any unprocessed transactions. Policies with a policy effective date
that is within the last ten years, of the current date, will be available in Manage
Policy.

SEARCH CREATE TRANSACTION SUBMISSIONS IMPORT ERROR REPORTE END OF COVERAGE MYLIST HELP

Search Policy

Cheose the type of data to retrieve:

Enter additional filter criteria:

£ £ T

Conmier I Policy Number Coveroge |0 Poficy Eff Dote Irgured Nome Address T Code  Web Stahs

The Carrier ID list in the upper left-hand corner of the Search page allows you to
specify one or more carriers for your search. At least one carrier must be selected.

Note: When searching for transactions, only Web transactions will be returned. Web
transactions are transactions that were created in Manage Policy. Transactions from
other sources (for example, PEEP), will not be returned in the search results.

10
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At the top of the page, you can specify the type of data to retrieve. You can select
one of the following options:

Search Policies and Web Transactions—Both policy records and
transaction records will be returned. (For policy records, only processed
policies will be returned in the search results.) Only processed policies
that have a policy effective date that is within the last 10 years, of the
current date, will be displayed. Web transactions that have not yet been
processed will be displayed, regardless of policy effective date.

Search Transactions—Only web transaction records will be returned,
with the following additional filters:

o

Txn Code—Only records with the specified Transaction Code will be
returned in the search results. To search for all Transaction Codes,
select the blank option from the dropdown list. (Refer to “Creating
Transactions” for Transaction Code definitions.)

Web Status—Only records with the specified Web Status will be
returned in the search results. To search for all Web Statuses, select
the blank option from the dropdown list.

Web Status is one of the following:

In Progress, which means the transaction has some or all data
entered, but it has not been validated

Validated, which means the transaction has been validated and is
ready to be submitted.

Submitted, which means the transaction has been submitted for DCO
processing but has not been processed.

Transactions with a Web Status of In Progress and Validated can be
edited; Submitted transactions are read-only. (Web Status is
meaningful only in Manage Policy and should not be confused with
Transaction Status, as defined in Appendix A.) Once a transaction is
processed by the Bureau, its status changes and it is no longer
available in Manage Policy, but the transaction data can be viewed by
searching for the policy itself.

Search Policies—The search returns only policy records, with the
following additional filter.

(0]

Policy Status—Only records with the specified Policy Status will be
returned in the search results. To search for all Policy Statuses, select

11
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the blank option from the dropdown list. (Refer to Appendix A for
Policy Status definitions.)

o Compliance Status—Only records with the specified Compliance
Status will be returned in the search results. To search for all
Compliance Statuses, select the blank option from the dropdown list.

You can also specify additional filter criteria:

e« Combo ID—The search returns only records where the Combo ID
matches or begins with the value you enter. If you enter fewer than nine
characters, the application adds zeros to the beginning of your entry.

« Coverage ID—The search returns only records where the Coverage ID
matches or begins with the value you enter. If you enter fewer than seven
characters, the application adds zeros to the beginning of yourentry.

e Insured’s FEIN—The search returns only records where the Insured’s
FEIN on the Primary Name record includes the value you enter. If you
enter fewer than nine characters, the application adds zeros to the
beginning of yourentry.

e Policy Number—The search returns only records where the Policy
Number matches or begins with the value you enter. A minimum of 4
characters is required.

o Policy Source—Only records with the specified Policy Source will be
returned. To search for all Policy Sources, select the blank option from
the dropdown list.

e Primary Insured’s Name—The search returns only records where the
Primary Insured’s Name matches or begins with the value you enter. You
must enter at least four characters.

« Policy Effective Date—The search returns only records where the Policy
Effective Date is in the specified date range.

« Policy Expiration Date—The search returns only records where the
Policy Expiration Date is in the specified date range.

After you have specified search criteria, click the Search button. The search results
grid displays all the records that match your search criteria.

If you want to clear the criteria you entered, click the Clear All button.

12
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Search Results

After you have specified search criteria and clicked the Search button, the search
results grid displays all policy and/or transaction records matching your criteria.
Transactions appear with a value in the Txn Code and Web Status column,
whereas processed policies have no value in these columns.

Note: If a row is displayed in red font, that policy is in the process of being updated.

You should ignore that row, until updates are complete (the row will display in black
font, when you refresh the screen).

Your search returned 14 records.

er | Coveragz ID | Policy EFf Dats Inzursd Nams Address L Wab Stztus
0291780 | 06/05/2008  ABCDE COR® SOMETOWN, MA 022222222

0291780 08/05/2003  ABCDE CORP SOMETOWN, MA 022222222
07/03/2009 | ABC CONSTRUCTION CORP ANYTOWN, MA 012345678 01
06/01/2010 NEW M& CORP ANOTHERTOWN, MA 025432111 15
06/25/2010  ANOTHER CORP ANYTOWN, MA 012345678 01

06/25/2010 ANOTHER CORP ANYTOWN, MA 012345678 0s

06/25/2010  ANOTHER CORP ANYTOWN, MA 012345678 05 | InProgress
0291780 08/23/2010 ABCDE CORP SOMETOWN, MA 022222222

0500382 7/01/2010  ABC CORP ANYTOWN, MA 012345678
0500382 7/01/2010 |EFG CORP ANYTOWN, MA 012345678
0900382 7/01/2010 | SOMEOMES CORP ANYVTOWN, M& 012345878
0300382 7/01/2010 | SOMEONES CORP ANYTOWN, MA 012345678 03

0300382 7/01/2010 |SOMEOMNES CORP ANYTOWN, MA 012345678 og

Dooopoooooooooook

o o o o o o

7/03/2010 |ABC CONSTRUCTION CORP ANVTOWN, MA 012345678 o4

Show |25 ¥ | Records Per Page

The lower right-hand corner displays the grid page numbers. Click a page number
to access another page of the search results. The page also displays a dropdown
box that lets you select the number of records to show per page.

You can sort the list by clicking a column heading; the records will be sorted by the
column values in ascending order. To reverse the sort order, click the column
heading again.

To view transaction or policy details, click the Policy Number link. If you click a
transaction record, the Transaction Detail page appears, as described in “Viewing
and Editing Transaction Data.” If you click a policy record, the Policy Detail page
appears, as described in “Viewing Processed Policy Data.”

The checkbox in each row allows you to select records for inclusion in MyList, a
personalized view of specific policy and transaction records that you have identified.
(If you want to select all records that are visible in the grid, select the checkbox in
the column heading row.) After the desired rows are selected, click the Add to
MyList button. For information about accessing the records you have added, refer to
the “MyList” section.
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Printing and Downloading Search Results
The Search page enables you to print search results or download them in the form

of an Excel spreadsheet.

To print the results, click the Print Results button. You will be prompted to save a
PDF file, which you can then open and print. To download the results, click the
Download Results button. You will be prompted to save an Excel file.

Note: If your browser is configured to display PDF files or Excel files, the search
results will appear in a browser window, at which point, you can print or save

the information.
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VIEWING AND EDITING TRANSACTION DATA

The only way to create or modify a policy is by submitting a transaction that is defined to
make the specific changes you want to make.

Manage Policy enables you to view existing transactions, either for review or editing.

There are numerous ways to access transaction details, including clicking a Policy Number
in search results, clicking a Transaction Code on the Create Submission File page, or
clicking a Transaction Code on the Transaction History tab of a Transaction Detail page or
Policy Detail page.

Transaction Details

When you access a transaction, the Transaction Detail page appears, providing
access to all the details about the selected transaction.

Type of Transaction: 08 Transaction Status: In Progress Print
Carrier: 77777 Pollicy: WC73910 Primary Name: ABCDE CORP
Effective Date: 06/15/2010 Issue Date: 07/02/2010

Last Validated: M. Full Access 11/10/2010

There are In Progress/Validated/Submitted transactions assodated with this policy. Please view the Transaction History tab for more information. W m

[N T
Information Header Information
Page
1 Policy Exp Date:* 06/15/2011 v Interstate Risk ID:
Insured Names
Producer Name: EFG INS AGCY Business Segment ID: b
Addresses Prior Policy Number: WC78909 Policy Term Code:* 1 - Standard one-year v
1 Legal Nature Code:* 03 - Corporation & Other Legal Nature:
Premium
Experience Rating Code: *| 2 - Inirastate rated only - Type of Plan ID Code: *® 1- Voluntary Policy bl
Exposure Wrap-Up/OCIP Code:® 2 - Non-Wrap-Up/OCIP Policy - Type of Coverage ID Code:= | 01 - Standard Workers Compensation Policy v
< Employee Leasing Type:* | 1 - Non-Employee Leasing Policy v Retro Rating Code:* 3 - Not Retrospective Rated v
Endorsements

Employer Liability Limits Amounts

<

Other Bodily injury by Accident - Each Accident Amount: = | 500,000
|

| Other Sadily Injury by Disease - Policy Limit Amount:= 1,000,000 v
| OtherBodiy Injury by Disease - Each Employee Amount:=| 500,000 v i
Transaction
Histary Premium

Deposit Prem Amount: 5000 Policy Est Std Prem Total: = 14,039
- 3 =
o Policy Min Prem Amount:™ 256 Min Prem State Code:™ WA v

3 3A/3C States

& Intermet

At the top of the page is the Policy Header, which identifies the Transaction Code,
displays Policy Key Data (Carrier, Policy Number, and Effective Date) and, if it has
been entered, displays the current Primary Name associated with the policy.

The Transaction Code will determine which tab is selected by default when you
access the Transaction Detail page. Depending on the Transaction Code and the
Web Status, some of the tabs will be editable, some will be read-only, and some will
be disabled.

Note: Most of the tabs support the creation of multiple records. For example, the
Insured Names tab allows you to define multiple records to store each of the names
associated with the policy. For details about how to create, edit, and delete records,

15
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refer to “Multi-record Tabs.”

As you are creating or editing a transaction, you will enter data on each of the
available tabs. (Refer to “Modifying Policy Data” for details about the data on each
tab.)

Note: When creating a transaction, you will be prompted to enter Policy Key Data
(Carrier, Policy Number, and Effective Date) for some transactions and the
transaction Issue Date for all transactions before you can access the tabs of the
Transaction Detail page.

After the required data has been entered, you must validate the data by clicking the
Validate button in the Policy Header at the top of the page. This will change the
Web Status of the transaction to Validated.

All transactions have one of the following Web Statuses:

« In Progress—The transaction has some or all data entered, but it has notbeen
validated. (An In Progress transaction cannot be used as the basis for creating
a new transaction.)

« Validated—The transaction has been validated and is ready to be submitted.
(A Validated transaction can be used as the basis for creating a new
transaction.)

o Submitted—The transaction has been submitted for DCO processing, buthas
not been processed yet. (A Submitted transaction can be used as the basis
for creating a newtransaction.)

When you click the Validate button, the application will validate the data on all the
editable tabs. If any required fields (marked with a red asterisk) are not filled in, or if
a value you entered does not satisfy the requirements of the field, the page appears
with an error icon on each tab that contains a validation error. On the tabs, an error
icon appears next to each field that contains a validation error. If you place your
mouse cursor on the field error icon, a message will appear indicating the
problem(s).

If, when you click the Validate button, all field values pass validation, the transaction
is saved with a Web Status of Validated and a message appears indicating that the
transaction data was validated.

Once a transaction has been validated, any change will set the transaction’s Web
Status from Validated back to In Progress. This will occur when you click the Save,
Edit, or Delete button on any tab; a message will appear indicating the change in
Web Status and that the transaction data will need to be validated again.

Note: After a transaction is validated, it must be submitted in order for the policy
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creation or policy change to take effect. Manage Policy enables you to create a
Submission file that includes the transaction and submit it for DCO processing. For
details, refer to “Submitting Transactions for DCO Processing.”

If you are creating a transaction and want to cancel the operation, click the Cancel
button in the pop-up box that appears prompting you for Policy Key Data. You will
be prompted to confirm the cancelation and you will be taken to the page you were
viewing before creating the transaction.

The Delete button enables you to delete a transaction. You will be prompted to
confirm the deletion. (You can also delete a Validated transaction from the Create
Submission File page. Refer to “Creating Submission Files” for details.)

Multi-record Tabs

Most of the tabs on the Transaction Detail page support the creation of multiple
records. For example, the Insured Names tab allows you to define multiple records
to store each of the names associated with the policy.

1

Insured Names & ndicates Primary Name
Insursd Name FEIN Name Link] cont, Seqe| | BEO Chg Eff Date | Chg Exp Dats

aaaaaaa
ED EED 9 :ccconstrucTion core 123456783 | 001 oot

ill Enter the information below and then click Save

Primary Name:* Mo (%
Mame of Insured:*
Federal Employer ID Mumber (FEIN): * %

1 PEO or Client Company Code: w
Multi-record tabs are divided into two sections, one that lists all existing records, and

one that allows you to enter values for a new record or edit the values of an existing
record.

The sections below provide details about adding, editing, and deleting records in
multi- record tabs.

Note: Three of the multi-record tabs, Endorsements, Cancellations/Reinstatements,
and Noncompliance, have slightly different behavior when adding, editing, and
deleting records. Details are provided in "Endorsements,"
“Cancellations/Reinstatements,” and "Noncompliance” in the “Modifying Policy
Data” section.
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Adding a Record

When you access a multi-record tab, the data entry fields on the page are empty
and the form is ready for you to add a new record.

To add a record, enter values in the data entry fields and click the Save button in
the lower right-hand corner. If any required fields (marked with a red asterisk) are
not filled in, or if a value you entered does not satisfy the requirements of the field, a
validation message or red x (hover over red x for message) will appear indicating
the problem(s). If all the field values pass validation, the new record is saved and
appears in the grid.

If you want to cancel creation of the new record, click the Cancel button. Any values
you entered will be cleared.

Editing a Record

Multi-record tabs display a grid that lists all existing records. To edit a record, click
the Edit button in the corresponding row in the grid. The field values of the record
will appear in the data entry fields below the grid. Make the desired changes and
click the Save button in the lower right-hand corner.

If any required fields (marked with a red asterisk) are not filled in, or if a value you
entered does not satisfy the requirements of the field, a validation message or red x
(hover over red x for message) will appear indicating the problem(s). If all the field
values pass validation, the changes are saved.

If you want to cancel the changes you have made to the record, click the Cancel
button.

Deleting a Record
To delete a record, click the Delete button for that record in the grid. You will be
prompted to verify the deletion, and then the record is deleted.
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Transaction History

The Transaction History page gives you access to details about all transactions
associated with the policy. It is divided into two sections: Processed Transactions,
and Unprocessed Transactions.

Processed Policy Details [ Print
Carrier: T Policy: WC78910 Primary Name: ABCDE CORP
Effective 08/15/2010 Received 10/18/2010 Coverage 0933230 ‘Compliance Compliant
Date: Date: m: Status:
Status: Active Combo ID: 000886585
Status Date:  06/15/2010 Source: Policy
here are In Progress/Validated Submitted transactions associated with this policy. Please view the Transaction History tab for more information. Back to Prev
—_ T
Information Transaction History

Fage | Processed Transactions
Click on Submission ID link for details

Transaction Code Issue Date Status Received Date | Submission D Errors

Insured Names

02 - Renewal 05/30/2010 Accepted With 10/18/2010 128080 View ci\spectrumipe
Addresses Errars

Premium
Exposure
Endorsements

Cancellations/
Reinstatements < >

Noncompliance Pending and Unsubmitted Transactions
Transaction Code Issue Date web Status File Name Created By Created Date

08 - Policy Replacement due to Rating Change | 07/02/2010 | Validated M. Full Access 10/21/2010

Transaction

History 10/22/2010 In Progress M. Full Access 10/22/2010

5
ManageUSR(1) 06 - Policy Replacement Dus to Key Field Chanas 06/25/2010  Validated M. Full Access 10/26/2010

€ Internet

Processed Transactions

The Processed Transactions grid lists all transactions that have been processed by
the Bureau. These transactions provide a record of changes that have already been
applied to the policy.

You can click a Submission ID to see details about the submission that included the
transaction. The View Processed Submissions page will appear, with the grid
displaying only the submission you clicked. (You can then expand the submission
record to access details about the included transactions.)

If a processed transaction was submitted using Manage Policy within the previous
year, the File Name will appear as a hyperlink. When clicked, you will have the
option of viewing or downloading the Submission file for the selected submission.

Unprocessed Transactions

The Unprocessed Transactions grid lists all In Progress, Validated, and Submitted
transactions. You can edit In Progress transactions and Validated transactions, but
Submitted transactions are read-only.

When you click a Transaction Code value in the grid, the Transaction Detail Page
appears.

Note: For Submitted transactions, you can click the File Name value in the grid to
view the Submission file that will be sent to Spectrum.
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VIEWING PROCESSED POLICY DATA

Manage Policy enables you to view processed policies, but you cannot make changes to a
policy directly. Changes must be made by creating and submitting a transaction for each

type of change you need to make.

There are numerous ways to access policy details, including clicking a Policy Number in
search results, submission search results, or error reports.

Policy Details

When you access a policy, the Policy Detail page appears, providing access to all
the details about the selected policy. All data is read-only.

Note: When you access a policy, the data will reflect only the current data for the
policy as it resides in the Bureau’s database. It will not reflect changes defined in
any unprocessed transactions.

Processed Policy Details Print
Carrier: 77777 Policy: WC78910A Primary ABCDE CORP
Effective 06/25/2010 Name: )
Date: Received 11/10/2010 Coverage 0933230 Compliance Compliant
Date: : Status
Status: Active Combo ID: 000885585
Status Date:  06/25/2010 Source:  Policy
T
Information Information Page
Page Policy Exp Date: 06/25/2011 Interstate Risk ID:
Insured Names Producer Hame: EFG INS AGCY Business Segment ID: 0000000
Prior Policy Humber: Policy Term Code: 1 -5tandard one-year
P Legal Nature Code: 03 - Corporation Other Legal Nature:
Experience Rating Code: 3 - Intrastate rated only Type of Plan 1D Code: 1 - Voluntary Policy
Wrap-Up/OCIP Code: 2 -Non-Wrap-Up/OCIP Palicy Type of Coverage ID Code: 01 -Standard Workers Compensation Policy
Premium Employee Leasing Type: 1 -Non-Employee Leasing Policy Retro Rating Code: 3 - Not Retrospective Rated
Min Prem State Code:  MA Deposit Prem Amount:  $5,000.00
i Policy Est Std Prem Totak: $14,033.00 Policy Min Prem Amount:  $256.00
3A State(s): MA, CA, CT

3C Included State(s):
Employer Liability Limit:

Endorsements
Cancellations/
Reinstatements
Noncompliance
Transaction
History

ManageUSR (0)

D, OH, WA, WY 3C Include/Exclude:
$500,000.00 Bodily Injury by Acddent-Each Accident

$500,000.00 Bodily Injury by Disease-Policy Limit

$500,000.00 Bodily Injury by Disease-Each Employee

(States Excluded)

At the top of the page is the Policy Header, which displays Policy Key Data (Carrier,
Policy Number, and Effective Date) and other details about the process policy.

The detail tabs provide all the same policy details as the Transaction Detail page,
but the values are read-only. Multi-record tabs like Insured Names and Addresses
display the grid only, and the Edit or Delete buttons are removed.

20



MANAGE POLICY USER GUIDE

Transaction History

The Transaction History page gives you access to details about all transactions
associated with the policy. It is divided into two sections, Processed Transactions,
and Unprocessed Transactions.

Processed Policy Details Print
Carrier: 7777 Policy: WC78310 Primary Name: ABCDE CORP
Effective 06/15/2010 Received 10/18/2010 Coverage 0933230 Compliance Compliant
Date: Date: - Status:
Status: Active ComboID: 000886585
Status Date:  06/15/2010 Source: Policy
here are In Progress/Validated/Submitted transactions assacated with this policy. Flease view the Transaction History tab for mere information,
N\ T

Information Transaction History
== . Processed Transactions
Click on Submission ID link for details

Insured Names : : _—
Transaction Code Issue Date Status Receivs ed Date Submission D Errors

02 - Renawal 05/30/2010 Acceptad With 10/18/2010 128080 Wiew cs\spactrumipe
Addresses Errors

Premium
Exposure
Endorsements
Cancellations/

Reinstatements < >

Moncompliance Pending and Unsubmitted Transactions
Transaction Code Issue Date web Status File Name Created By Created Date

08 - Policy Repl dusto Riating Change | 07/02/2010  Validatad M. Full Access 10/21/2010

Transaction

History iance of Policy Terms snd 10/22/2010  In Prograss M. Full Access 10/22/2010

1 o
ManageUSR(1) 06 - Policy Replacement Due to Key Field Change 06/25/2010 | Validated M. Full Access 10/26/2010

& Internet

Processed Transactions

The Processed Transactions grid lists all transactions that have been processed by
the Bureau. These transactions provide a record of changes that have already been
applied to the policy.

You can click a Submission ID to see details about the submission that included the
transaction. The View Processed Submissions page will appear, with the grid
displaying only the submission you clicked. (You can then expand the submission
record to access details about the included transactions.)

If a processed transaction was submitted using Manage Policy within the previous
twelve months, the File Name will appear as a hyperlink. When clicked, you will
have the option of viewing or downloading the Submission file for the selected
submission.

Unprocessed Transactions

The Unprocessed Transactions grid lists all In Progress, Validated, and Submitted
transactions. You can edit In Progress transactions and Validated transactions, but
Submitted transactions are read-only.

When you click a Transaction Code value in the grid, the Transaction Detail Page
appears.

Note: For Submitted transaction, you can click the File Name value in the grid to
view the Submission file that will be sent to Spectrum.
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Unit Statistical Data

The Manage USR tab gives you access to USR and UST data associated with a
policy. This tab will be available only if you are viewing a processed policy.

Processed Policy Details

Carrier: T Policy: WC78308 Primary Name: ABCDE CORP
Effective 06/15/2008 Received 10/18/2010 Coverage 0933230 ‘Compliance Noncompliant
Date: Date: ID: Status:

Status: Canceled Combo ID: 000388585
Status Date:  05/06/2009 Source: Policy

| There are In Progress/Validated/Submitted transactions associated with this policy. Please view the Transaction History tab for more information. Back to Prev
| 1

Information Manage USR

Page | dlick here to enter the ManagsUSR. appiication.

Insured Nam Report = Correction = Correction Type Edit Status Due Status Due Date Submission )

Accepted with€ror | |201010180002

Addresses

Premium

Exposure

Endorsemen ts

C llations/

WCRATINGS(0)

Note: The Manage USR tab displays the number of unit statistical data records in
parenthesis. For example, if the tab is labeled Manage USR (2), that indicates
that there are two records in the grid.

The grid displays all USR/UST data for the policy and policy effective date.

If you have permission to the Manage USR web application, this tab displays a link
to the application. When you click the link on the Manage USR screen, the UST tab
of the Manage USR web application will appear in a new window. The application
opens in the context of the policy you are working with, displaying search results for
the Carrier ID, Policy Number, and Policy Effective Date. If there are no expected,
due, delinquent or rejected units for the policy, the UST search results will be blank.
You have the option of using General Search in Manage USR to view all units that
were received for the policy.
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Experience Ratings

The WCRATINGS tab gives you access to details about experience rating for the
policy. This tab will be available only if you are viewing a processed policy.

Processed Policy Details Print
Carrier: 77777 Policy: WC78310 Primary Name: ABCDE CORP
Effective 06/15/2010 Received 10/18/2010 Coverage 0933230 Compliance Compliant
Date: Date: 1n: Status:
Status: Active Combo ID: 000386585
Status Date:  05/15/2010 Source: Policy
There are In Progress/Validated/Submitted transactions assodated with this policy. Please view the Transaction History tab for more information. Back to Prev
! .
Information WCRatings
Page | Click here to enter the WCRatings application.
Insured Names Rating Type Date Release Date IssueDate | Effective Date | Revision Number Resule Rating ARAP
Normal 10/19/2010 10/19/2010 06/15/2010 00 Experienc o0.88 1.00
Addresses
Premium
Exposure
Endorsements
Cancellations/
Reinstatements
Noncompliance
Transaction
History
ManagelISR(1)
WCRATINGS(1)
& Internet

Note: The WCRATINGS tab displays the number of rating records in parenthesis. For
example, if the tab is labeled WCRATINGS (2), that indicates that there are two

ratings

records in the gird.

The grid displays all ratings for the policy and policy period.

If you have permission to the WCRATINGS web application, the tab displays a link
to the application. When you click the link on the WCRATINGS screen, the system
will bring up a PDF of the most recent experience rating worksheet, merit rating or

DNQ letter.
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CPAP - MA Construction Classification Premium

Adjustment Program
The CPAP tab gives you details about construction credits issued by WCRIBMA for
the policy. This tab will be available only if you are viewing a processed policy.

RETURN TO SOSA | MANAGE POLICY USER GUIDE

Manage Policy

SEARCH ‘CREATE TRANSACTION SUBMISSIONS ERROR REPORTS [END OF COVERAGE MYLIST HELP

Processed Policy Details

Carrier: 77777 Policy: WC12345678 Primary Name: TEST POLICY MAMED INSURED

Effective Date: 10/03/2017 Received Date: 02/02/2018 Coverage ID: 0172799 Compliance Status: Compliant
Status: Active Combo ID: 000172799
Status Date:  10/03/2017 Source: Policy

N

Information Page
1 Letter ID Descripi tion Credit Effective Date Credit Expirafion Date: Release Date Status Date Status Factor

CPAP - MA Construction Classification Premium Adjustment Program

Insured Names
] | 4224880 NOTICE OF CREDIT 10/03/2017 0/03/2018 02/02/2018 02/02/2018 Released 7.00%

Addresses 4924879 NOQTICE OF CREDIT 10/03/2017 10/03/2018 02/02/2018 02/02/2018 | Voided 13.00%

Exposure

Endorsements

Cancellations/Reinst
atements

Noncompliance
Transaction History
ManageUSR(1)
WCRATINGS(0)
CPAP(2)

Certificate(0)

Note: The CPAP tab displays the number of construction credit letters in
parenthesis.

For example, if the tab is labeled CPAP (2) that indicates that there are two
construction credit letters in the grid.

The grid displays all Notice of Credit and Notice of Ineligibility letters issued by
WCRIBMA for the policy.

When you click on the Letter ID link, the system will bring up a pdf of the letter and
the construction credit calculation worksheet (if applicable). Records for voided
letters will be shown, but the letters and worksheets themselves will not be
viewable. Only the current released letter and worksheet will be viewable.
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Certificates Of Insurance

The Certificate tab gives you details about certificates of insurance issued by
WCRIBMA for the policy. This tab will be available only if you are viewing a
processed policy.

H RETURN TO MEMBERS AREA | MANAGE POLICY USER GUIDE
Manage Policy e ‘

SEARCH CREATE TRANSACTION SUBMISSIONS ERROR REPORTS END OF COVERAGE MYLIST HELP

Processed Policy Details Print

Carrier: e Policy: WC123456 Primary Name: ABC CORP

Effective Date: 01/01/2015 Received Date: 09/03/2015 Coverage ID: 1095056 Compliance Status: Compliant
Status: Active Combo ID: 001038702
Status Date:  01/01/2015 Source: Policy

Back to Prev

R WCRIBMA - Issued Certificates of Insurance
Page
Cerfificate® Certificate Holder Date lssued

Insured Names

09/09/2015

Addresses 281 Washington Street Corp 09/09/2015
Premium

Exposure

Endorsements

Reinstatements

Noncompliance

Transaction
History

ManageUSR(1)
WCRATINGS(0)

‘ Cancellations/
‘ CPAP(D)

Certificate(2)

Note: The Certificate tab displays the number of certificates of insurance in
parenthesis. For example, if the tab is labeled Certificate (2) that indicates that there
are two certificates of insurance in the grid.

The grid displays all certificates of insurance issued by WCRIBMA for the policy.

When you click on the Certificate Holder link, the system will bring up a pdf of the
certificate.
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SEARCHING FOR CPAP LETTERS

The Search page allows you to search for CPAP Letters. The search results allow you to
view and download released Notices of Credit including the Credit Calculation Worksheets
and Notices of Ineligibility.

Search Criteria

The Search page displays fields that allow you to specify search criteria. When you
execute the search, all CPAP letters matching your criteria will be returned in the
search results.

Note: When you search for CPAP letters, records for voided letters will be shown,
but the letters and worksheets themselves will not be viewable. Only current
released letters and worksheets will be viewable.

The Carrier ID list in the upper left-hand corner of the Search page allows you to
specify one or more carriers for your search. At least one carrier must be selected.

For a broad search, you can choose to search for all CPAP letters released within
the last week (1 Week), or month (1 Month) or year (1 Year) using the one-click
time period search buttons.

- RETURN TO MEMBERS AREA | MANAGE POLICY USER GUIDE
Manage Policy

SEARCH CREATE TRANSACTION SUBMISSIONS ERROR REPORTS END OF COVERAGE MYLIST HELP

Search CPAP

Carrier ID:
T7777 - MANAGE POLICY INSURAMNCE GROUP lz‘ Search for CPAP Letters released within :
¥ select Al Cariers m m
& 77777 -
Search for CPAP Letters according to the following criteria:
Insured's Name:
Policy Number:
FEIN:
Coverage ID:
Combo ID:
Policy Effective Date: ¥ To v
Letter Release Date: | 02/16/2015 - To: | 03/16/2015 v
e
Your search retumed 5 records.
[[] CamierID Policy Mumber Coverage ID Insured Nome PoEi’z\'lEEﬁ Credit Eff Date Letter Type Credit  Status  Release Date
(=) 7777 WC47890 0059937 DEFG INC 02/06/2014 02/06/2014 NCTICE OF CREDIT 23% | Released 02/27/2015
1 7777 WCTESTA56 0072075 LMNO CORP 11/08/2014 11/08/2014 NCTICE OF CREDIT 13% Released 02/27/2015
(=) 7777 WCTEST123 0109743 HUK CORP 01/05/2015 01/05/2015 NOTICE OF INELIGIBILITY DNQ 02/27/2015
7777 WC12345 0172799 ABC CORP 10/03/2014 10/03/2014 ICE OF GRH E Voided 02/27/2015
(=) 7777 WC12345 0172799 ABC CORP 10/03/2014 10/03/2014 NCTICE OF CREDIT 25% | Released 03/02/2015

Show 25 Records Per Page
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For a more specific search, you can enter one or more filter criteria:

e Insured’s Name — The search returns only records where the Insured’s
Name contains the value you enter. You must enter at least four characters.

o Policy Number — The search returns only records where the Policy Number
matches the value you enter. A minimum of 4 characters isrequired.

o Insured’s FEIN — The search returns only records where the Insured’s FEIN
on the Primary Name record includes the value you enter. If you enter less
than nine characters, the application adds zeros to the beginning of your
entry.

« Coverage ID — The search returns only records where the Coverage ID
matches the value you enter. If you enter less than seven characters, the
application adds zeros to the beginning of your entry.

e« Combo ID — The search returns only records where the Combo ID matches
the value you enter. If you enter less than nine characters, the application
adds zeros to the beginning of your entry.

o Policy Effective Date — The search returns only records where the Policy
Effective Date is in the specified date range.

e Letter Release Date — The search returns only records where the Letter
Release Date is in the specified date range.

After you have specified search criteria, click the Search button. The search results
grid displays all the records that match your search criteria.

If you want to clear the criteria you entered, click the Clear All button.

Search Results
After you have specified search criteria and clicked the Search button, the search
results grid displays all CPAP Letters matching your criteria.

You can sort the list by clicking a column heading; the records will be sorted by the
column values in ascending order. To reverse the sort order, click the column
heading again.

To view or print a Notice of Credit letter and the credit worksheet for a released
credit, click on the Letter Type link. The letter and credit worksheet of voided credits
cannot be viewed. To view or print a Notice of Ineligibility letter (DNQ) for an
application that did not qualify for a credit, click on the Letter Type Link.

To view all CPAP letters for the policy, click on the Policy Number link then click on
the CPAP tab.
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The lower right-hand corner displays the grid page numbers. Click a page number
to access another page of the search results. The page also displays a dropdown
box that lets you select the number of records to show per page.

Printing and Downloading Search Results
The Search page enables you to print search results as a PDF, download search
results in an Excel spreadsheet, or create a zip file of letter and worksheet PDFs.

To print the results as a PDF, click the All Results in PDF button. You will be
prompted to save a PDF file, which you can then open and print.

To download the results in Excel, click the All Results in Excel button. You will be
prompted to save an Excel file.

To create a zip file of all or selected PDF letters and worksheets, click the Zip File of
PDFs of Selected Letters and Credits button. To include all letters and worksheets
in the zip file, click the check box in the header. To include selected letters and
worksheets in the zip file, individually click the check boxes for the letters and
worksheets you want to include.

Note: If your browser is configured to display PDF files or Excel files, the search

results will appear in a browser window, at which point, you can print or save the
information.
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SEARCHING FOR CERTIFICATES OF INSURANCE

The Search page allows you to search for Certificates of Insurance issued by WCRIBMA
on assigned risk policies. The search results allow you to view and download certificates.

Search Criteria

The Search page displays fields that allow you to specify search criteria. When you
execute the search, all certificates of insurance matching your criteria will be
returned in the search results. If no search criteria is selected, the search returns all
results for the selected carrier(s).

The Carrier ID list in the upper left-hand corner of the Search page allows you to
specify one or more carriers for your search. At least one carrier must be selected.

For a broad search, you can choose to search using the one-click time period
search buttons for all certificates issued yesterday (Yesterday) or within the last
three days (3 Days), week (1 Week), month (1 Month) or three months (3 Months).
To search for certificates issued today, enter today’s date in the Date Issued From
and To dates.
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For a more specific search, you can enter one or more of the following filter criteria:

e Policy Premium — The search returns only records where the Policy
Premium is in the specified premium range.

« Number of Certificates Issued-The search returns only records where the
number of certificates issued for a policy is in the specified range.

e Insured’s Name — The search returns only records where the Insured’s
Name contains the value you enter. You must enter at least four characters.

e Policy Number — The search returns only records where the Policy Number
matches the value you enter. You must enter the complete policy number.

« Coverage ID — The search returns only records where the Coverage ID
matches the value you enter. If you enter less than seven characters, the
application adds zeros to the beginning of your entry.

o Certificate Number — The search returns only records where the Certificate
Number on the Certificate of Insurance PDF matches the value you enter.

o Policy Effective Date — The search returns only records where the Policy
Effective Date is in the specified date range.

« Date Issued — The search returns only records where the Certificate of
Insurance Date Issued is in the specified date range.

After you have specified search criteria, click the Search button. The search results
grid displays all the records that match your search criteria.

If you want to clear the criteria you entered, click the Clear All button.

Search Results

After you have specified search criteria and clicked the Search button, the search
results grid displays all certificates of insurance matching your criteria. The
maximum number of records returned is 250. If your search returns more than 250
records, narrow your search criteria, when possible.

You can sort the list by clicking a column heading; the records will be sorted by the
column values in ascending order. To reverse the sort order, click the column
heading again.

To view, print or save a Certificate of Insurance, click on the Certificate Holder link.

To view all Certificates of Insurance for the policy, click on the Policy Number link
then click on the Certificate tab.
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Printing and Downloading Search Results
The Search page enables you to print search results as a PDF, download search
results in an Excel spreadsheet, or create a zip file of issued certificates.

To print the results as a PDF, click the All Results in PDF button. You will be
prompted to save a PDF file, which you can then open and print.

To download the results in Excel, click the All Results in Excel button. You will be
prompted to save an Excel file.

To create a zip file of all or selected certificate PDFs, click the Zip File of PDFs of
Issued Certificates button. To include all PDFs in the zip file, click the check box in
the header. To include selected PDFs in the zip file, individually click the check
boxes for the PDFs you want to include.

Note: If your browser is configured to display PDF files or Excel files, the search

results will appear in a browser window, at which point, you can print or save the
information.
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CREATING TRANSACTIONS

Manage Policy enables you to create new transactions and save them for submission.
This section describes the Transaction Codes; covers general information about how to
create a transaction; and provides, for each Transaction Code, step-by-step instructions

for creating a transaction.

The Transaction Codes are defined in the following table.

Note: This guide refers to transactions of a given Transaction Code using the numeric
code only, for example, a transaction with the “01 - New Policy” Transaction Code is

referred to as an “01 Transaction.”

Transaction Code

Description

01 — New Policy

Results in the creation of a new policy that is not replacing
an existing policy. This transaction should be used to create
a policy that is the first policy issued to the insured entity by
the insurance company or group. The policy is new
business to the carrier.

02 — Renewal Policy

A renewal policy is the second or any subsequent policy
issued to a particular insured by the insurance company or
group. At the expiration of the prior policy, the coverage is
renewed.

03 — Endorsement

Adds one or more endorsements to an existing policy. If
more than one endorsement is created, the system creates
a separate transaction 03 for each such endorsement.
Does not include any policy information except the link data
and the endorsement.

04 — Annual Rerate Endorsement

Updates premium and exposure for the second or third
period, either for a policy that is issued to be 3 years in
length with annual rerates, or for a policy that extends
longer than a one year and 16 days period.

05 — Cancellation/Reinstatement

Ends or restarts coverage provided by a specific policy.

06 — Policy Replacement due to
Key Change

Replaces a policy with a new one, due to changes in one of
the Policy Key Data fields (Carrier Code, Policy ID Number,
and Policy Effective Date), which is the information that
uniquely identifies a policy.
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Transaction Code

Description

08 — Policy Replacement due to
Rating Change

Replaces a policy with a new one, due to changes in any
aspect of the policy, except changes in Policy Key Data
fields (Carrier Code, Policy ID Number, and Policy Effective
Date), that pertains to or results in a change to the
premium.

10 — Policy Replacement due to
NonRating Change

Replaces a policy with a new one, due to changes in any
aspect of the policy except changes in Policy Key Data
fields (Carrier Code, Policy ID Number, and Policy Effective
Date) and rating changes.

14 — Policy Replacement due to
Misc Change

Replaces a policy with a new one, due to any change to the
policy except changes in Policy Key Data fields (Carrier
Code, Policy ID Number, and Policy Effective Date). A
replacement due to miscellaneous changes can be also
used for rating and non-rating changes.

15 — New Policy Txn Adding MA

15 — Policy Replacement to
Add/Delete States to Existing MA
Policy

Replaces a policy with a new one, due to inclusion or
exclusion of states in the list of states that are covered by
the policy.

16 — Issue Notice

Notifies the coverage entity (for example an industrial
accident board or the DCO) that Workers Compensation
coverage has been issued. The notice includes the Policy
ID Number, the coverage dates, and other basic policy
information.

17 — Noncompliance/Compliance

Notifies the DCO that the insured has either not met or has
rectified a former failure to meet the provisions of the policy.

When you create a transaction, sometimes you will need to start with a blank Transaction
Detail page, and other times you will need to create the transaction with data from an

existing policy or transaction.

The Create Transaction menu presents two choices, Create New Policy, and Create Txn
from Existing Policy, with transaction code sub-choices for each.

Create New Policy
01 — New Policy
02 — Renewal Policy

15 — New Policy Txn Adding MA

16 — Issue Notice
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Create Txn from Existing Policy

01 — New Policy

02 — Renewal Policy

03 — Endorsement

01 — Annual Rerate Endorsement

05 — Cancellation

02 — Reinstatement

03 — Policy Replacement due to Key Change

08 — Policy Replacement due to Rating Change

10 — Policy Replacement due to NonRating Change
14 — Policy Replacement due to Misc Change

15 — Policy Replacement to Add/Delete States to Existing MA Policy
16 — Issue Notice

17 — Noncompliance/Compliance

Note: The Create Txn from Existing Policy sub-choices will be restricted based on
the policy or transaction that you are currently viewing.

When you choose one of the Create New Policy options, the Transaction Detail
page appears with no values. When you choose one of the Create Txn from Existing
Policy options, the Transaction Detail page appears with certain values from the
transaction or policy that you are currently viewing.

Transaction Code 01 — New Policy

Transaction Code 01 is used for creation of a new policy that is the first policy
issued to the insured entity by the insurance company or group. That is, the policy
is new business to the carrier.

If you create the transaction from an existing policy, you must be viewing a
Validated or Submitted transaction, with one of the following Transaction Codes:

02 — Renewal Policy

08 — Policy Replacement due to Rating Change

10 — Policy Replacement due to Non-Rating Change

14 — Policy Replacement due to Miscellaneous Change/Non-Key Field
Change

o 15— Policy Replacement to Add/Delete States to Existing MA Policy

« 16 — Coverage Notice/Binder

If you are viewing a transaction without one of the Transaction Codes listed above,
the 01 Transaction Code will not be enabled in the Create Txn from Existing Policy
menu.
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To create a new transaction, perform the following steps:
1. Select Create Transaction > Create New Policy > 01 - New Policy.
OR

View a valid Validated or Submitted transaction (as listed above) and select
Create Transaction > Create Txn from Existing Policy > 01 - New Policy.

The Key Data dialog appears. Specify a Carrier Code by selecting it from the
drop-down list, enter values in the Policy Number, Policy Effective Date, and
Issue Date fields, and click Save.

2. The Transaction Detail page appears. Four tabs are disabled:
Cancellations/Reinstatements, Noncompliance, Manage USR, and
WCRATINGS.

On each of the available tabs, enter the required information. Refer to
“Modifying Policy Data” for details about each tab.

3. If you have entered all required data on each editable tab, click the Validate
button to validate the transaction data. Alternatively, you can return to the
transaction later; the transaction will have a status of In Progress, retaining
allthe data you have entered.

Note: The Create New Policy sub-choice allows you to create a transaction that has
a policy effective date that is within 6 years, of the current date. The Create Txn
from Existing Policy sub-choice allows you to create a transaction, from a Validated
or Submitted transaction that has a policy effective date that is within 6 years, of the
current date. However, the Create Txn from Existing Policy will only allow you to
create a transaction from a Processed Policy, if the Processed Policy has a policy
effective date that is within 3 years of the current date. (Reminder: A “Processed
Policy” is the current view of the policy, as it exists in the DCO’s policy system.)

Transaction Code 02 — Renewal Policy

Transaction Code 02 is used to create a renewal policy, which is the second or any
subsequent policy issued to a particular insured by the insurance company or
group. At the expiration of the prior policy, the coverage is renewed.

If you create the transaction from an existing policy, you must be viewing a
processed policy or viewing a Validated or Submitted transaction, with one of the
following Transaction Codes:

e« 01 - New Policy
e 02 — Renewal Policy
e 06- Policy Replacement due to Key Field Change
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o 08 - Policy Replacement due to Rating Change

e 10 - Policy Replacement due to Non-Rating Change

e 14 — Policy Replacement due to Miscellaneous Change/Non-Key Field
Change

o 15— Policy Replacement to Add/Delete States to Existing MA Policy

« 16 — Coverage Notice/Binder

If you are viewing a transaction without one of the Transaction Codes listed above,
the 02 Transaction Code will not be enabled in the Create Txn from Existing Policy
menu.

Note: If you create the transaction from an existing policy or Validated or Submitted
transaction, the Prior Policy Number field is automatically set to the Policy Number
value from the existing policy or transaction, and the Policy Effective Date is
automatically set to the Policy Expiration Date value from the existing policy or
transaction.

To create a new transaction, perform the following steps:
1. Select Create Transaction > Create New Policy > 02 - Renewal Policy.
OR

View a processed policy or a valid Validated transaction or a Submitted
transaction (as listed above) and select Create Transaction > Create Txn
from Existing Policy > 02 - Renewal Policy.

The Key Data dialog appears. Specify a Carrier Code by selecting it from the
drop-down list, enter values in the Policy Number, Policy Effective Date, and
Issue Date fields, and click Save.

2. The Transaction Detail page appears. Four tabs are disabled:
Cancellations/Reinstatements, Noncompliance, Manage USR, and
WCRATINGS.

On each of the available tabs, enter the required information. Refer to
Modifying Policy Data for details about each tab.

3. If you have entered all required data on each editable tab, click the Validate
button to validate the transaction data. Alternatively, you can return to the
transaction later; the transaction will have a status of In Progress, retaining
allthe data you have entered.

Note: The Create New Policy sub-choice allows you to create a transaction that has
a policy effective date that is within 6 years, of the current date. The Create Txn

from Existing Policy sub-choice allows you to create a transaction, from a Validated
or Submitted transaction that has a policy effective date that is within 6 years, of the

36



MANAGE POLICY USER GUIDE

current date. However, the Create Txn from Existing Policy will only allow you to
create a transaction from a Processed Policy, if the Processed Policy has a policy
effective date that is within 3 years of the current date. (Reminder: A “Processed
Policy” is the current view of the policy, as it exists in the DCO’s policy system.)

Transaction Code 03 - Individual Endorsement Records
This transaction should be used to add one or more endorsements to an existing
policy. Only endorsements with variable or extension data can be added.

To create an 03 Transaction, you must be viewing a processed policy or viewing a
Validated or Submitted transaction, with one of the following Transaction Codes:

01 — New Policy

02 — Renewal Policy

03 — Individual Endorsement Records

06- Policy Replacement due to Key Field Change

08 — Policy Replacement due to Rating Change

10 — Policy Replacement due to Non-Rating Change

14 — Policy Replacement due to Miscellaneous Change/Non-Key Field
Change

o 15— Policy Replacement to Add/Delete States to Existing MA Policy

If you are viewing a transaction without one of the Transaction Codes listed above,
the 03 Transaction Code will not be enabled in the Create Txn from Existing Policy
menu.

Note: When you create a new 03 Transaction, only data from the Policy Header is
copied to the new transaction. No existing endorsements will be listed on the
Endorsements tab.

To create a new transaction, perform the following steps:

1. View a processed policy or a valid Validated or Submitted transaction (as
listed above).

2. Select Create Transaction > Create Txn from Existing Policy > 03 —
Endorsement.

Note: If you are creating this transaction from a processed policy with a Status
of Canceled Flat, you will be warned of this and prompted to continue. If you
answer No to the prompt, the transaction creation will be canceled.

The Key Data dialog appears. All fields are read-only except Issue Date.
Specify Issue Date and click Save.

3. The Transaction Detail page appears. Two tabs are enabled: Endorsements
and Transaction History. You cannot navigate to any of the othertabs.
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On the Endorsements tab, add one or more endorsements and if applicable,
enter the endorsement effective date. Each endorsement you add must
contain variable or extension data.

Refer to “Endorsements” in the “Modifying Policy Data” section for details
about adding endorsements.

4. If you have entered all required data on each endorsement, click the Validate
button to validate the transaction data. Alternatively, you can return to the
transaction later; the transaction will have a status of In Progress, retaining
allthe data you have entered.

Note: The Create Txn from Existing Policy sub-choice allows you to create a
transaction, from a Validated or Submitted transaction that has a policy
effective date that is within 6 years, of the current date. However, the Create
Txn from Existing Policy will only allow you to create a transaction, from a
Processed Policy, if the Processed Policy that has a policy effective date that
is within 3 years, of the current date. (Reminder: A “Processed Policy” is the
current view of the policy, as it exists in the DCO’s policy system.)

Transaction Code 04 — Annual Rerate Period Data

This transaction should be used to update premium and exposure data for the
second or third period, either for a policy that is issued to be 3 years in length with
annual rerates, or for a policy that extends longer than a one year and 16 days
period.

To create an 04 Transaction, you must be viewing a processed policy or viewing a
Validated or Submitted transaction, with one of the following Transaction Codes,
and the policy or transaction Policy term Code must be 5 - Three Year Variable (first
year), 6 — Three Year Variable (second year), 7 — Three Year Variable (third year)
or 8 - Other.

01 — New Policy

02 — Renewal Policy

04 — Annual Rerate Period Data

06- Policy Replacement due to Key Field Change

08 — Policy Replacement due to Rating Change

10 — Policy Replacement due to Non-Rating Change

14 — Policy Replacement due to Miscellaneous Change/Non-Key Field Change
15 — Policy Replacement to Add/Delete States to Existing MA Policy

If you are viewing a transaction without one of the Transaction Codes listed above,
or if the policy or transaction does not have Policy term Code set to 5 - Three Year
Variable (first year), 6 — Three Year Variable (second year), 7 — Three Year
Variable (third year) or 8 — Other, the 04 Transaction Code will not be enabled in
the Create Txn from Existing Policy menu.
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When you create a new 04 Transaction, all data is copied from the viewed policy or
transaction into the new transaction except the following:

o Policy Effective Date

« Policy Expiration Date

e Policy Term Code

« Policy Estimated Standard Premium Total

Instead of getting these four values from the policy-level data in the current policy or
transaction, the values are copied into the new transaction from the WC000405
endorsement, selecting data for the policy period you specify (see Step 3 below).
To create a new transaction, perform the following steps:

1. View a processed policy or a valid, Validated or Submitted transaction (as
listed above).

2. Select Create Transaction > Create Txn from Existing Policy > 04 — Annual
Rerate Endorsement. A dialog box prompts you to specify which period is to
be rerated.

Note: If you are viewing a policy or transaction that does not have a
WCO000405 endorsement (or if the endorsement does not have a period 2 or
3 specified), you will be warned of this and prompted to submit a Policy
Replacement or a midterm Endorsement to correct the WC000405
endorsement issue. You can then wait for the correction to be processed. Or,
if you create a Policy Replacement, you can create the Transaction Code 04
from the Validated or Submitted Policy Replacement Transaction.

Note: If you are viewing a processed policy with a Status of Canceled or
Canceled Flat, you will be warned of this and prompted to continue. If you
answer No to the prompt, the transaction creation will be canceled.

3. Select either the 2nd policy period or the 3rd policy period (as defined in the
WCO000405 endorsement).

After you click OK, the Key Data dialog appears. All fields are read-only
except Issue Date. Specify Issue Date and click Save.

4. The Transaction Detail page appears. All tabs are enabled except
Cancellations/Reinstatement, Compliance/Noncompliance, Manage USR,
and WCRATINGS.

5. Enter the Policy Estimated Standard Premium Total; add, modify or remove
state premium records; and add, modify or remove exposure records.

For details, refer to “Premium” and “Exposure” in the “Modifying Policy Data”
section.
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6. If you have entered all required data on each editable tab, click the Validate
button to validate the transaction data. Alternatively, you can return to the
transaction later; the transaction will have a status of In Progress, retaining
allthe data you have entered.

Note: The Create Txn from Existing Policy sub-choice allows you to create a
transaction, from a Validated or Submitted transaction that has a policy effective
date that is within 6 years, of the current date. However, the Create Txn from
Existing Policy will only allow you to create a transaction, from a Processed
Policy, if the Processed Policy has a policy effective date that is within 3 years,
of the current date. (Reminder: A “Processed Policy” is the current view of the
policy, as it exists in the DCQO’s policy system.)

Transaction Code 05 — Cancellation/Reinstatement
Transaction Code 05 is used to end or restart coverage provided by a policy,
resulting in either the cancellation of an Active policy, the reinstatement of a
Cancelled policy, the nonrenewal of an Active or Reinstated policy.

There is one Transaction Code for policy cancellation and reinstatement, but there
are two selections in the Create Txn from Existing Policy menu. You can select
either 05 Cancellation or 05 Reinstatements, depending on the record you are
viewing.

Note: A Cancellation record can also be added when creating an 06 Transaction (a
Policy Key Data change). The procedure for adding a Cancellation record in an 06
transaction is the same as when creating an 05 transaction.

Cancellation

To create an 05 Cancellation Transaction, you must be viewing a processed policy
or viewing a Validated or Submitted transaction with one of the following
Transaction Codes:

01 — New Policy

02 — Renewal Policy

05 — Cancellation/Reinstatement

06- Policy Replacement due to Key Field Change

08 — Policy Replacement due to Rating Change

10 — Policy Replacement due to Non-Rating Change

14 — Policy Replacement due to Miscellaneous Change/Non-Key Field Change
15 — Policy Replacement to Add/Delete States to Existing MA Policy

16 — Coverage Notice/Binder

If you are viewing a transaction without one of the Transaction Codes listed above,
the 05 Cancellation option will not be enabled in the Create Txn from Existing Policy
menu.

To create a new transaction, perform the following steps:
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1. View a processed policy or a valid, Validated or Submitted transaction (as
defined above).

2. Select Create Transaction > Create Txn from Existing Policy > 05 —
Cancellation.

Note: If the current status of the policy is Cancelled, Cancelled Flat, or Non-
renewal, you will be warned of this and prompted to continue. If you answer
No to the prompt, the transaction creation will be canceled.

The Key Data dialog appears. All fields are read-only except Issue Date.
Specify Issue Date and click Save.

3. The Transaction Detail page appears. Only the Cancellations/ Reinstatement
tab and the Transaction History tab are enabled. All other tabs are disabled.

On the Cancellation /Reinstatements tab, enter Cancellation data. For
details, refer to “Cancellations/Reinstatements” in the “Modifying Policy Data”
section.

4. If you have entered all required data on each editable tab, click the Validate
button to validate the transaction data. Alternatively, you can return to the
transaction later; the transaction will have a status of In Progress, retaining
allthe data you have entered.

Note: The Create Txn from Existing Policy sub-choice allows you to create a
transaction, from a Validated or Submitted transaction that has a policy effective
date that is within 6 years, of the current date. However, the Create Txn from
Existing Policy will only allow you to create a transaction, from a Processed
Policy, if the Processed Policy has a policy effective date that is within 3 years,
of the current date. (Reminder: A “Processed Policy” is the current view of the
policy, as it exists in the DCQO’s policy system.)
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Reinstatement
To create an 05 Reinstatement Transaction, you must be viewing a processed
policy, with status Cancelled or Nonrenewed.

To create a new transaction, perform the following steps:
1. View a processed policy (as defined above).

2. The Transaction Detail page appears. Only the Cancellations/Reinstatement
tab and the Transaction History tab are enabled. All other tabs are disabled.

On the Cancellations/Reinstatements tab, enter Reinstatement data. For
details, refer to “Cancellations/Reinstatements” in the “Modifying Policy Data”
section.

3. If you have entered all required data on each editable tab, click the Validate
button to validate the transaction data. Alternatively, you can return to the
transaction later; the transaction will have a status of In Progress, retaining
allthe data you have entered.

Note: The Create Txn from Existing Policy will only allow you to create a
transaction, from a Processed Policy, if the Processed Policy has a policy
effective date that is within 3 years, of the current date. (Reminder: A
“Processed Policy” is the current view of the policy, as it exists in the
DCO’s policy system.)

Transaction Code 06 — Policy Replacement due to Key
Change

Transaction Code 06 is used to replace a policy with a new one, due to changes in
one of the Policy Key Data fields (Carrier, Policy Number, and Policy Effective Date),
which is the information that uniquely identifies a policy.

To create an 06 Transaction, you must be viewing a processed policy or viewing a
Validated or Submitted transaction, with one of the following Transaction Codes:

01 — New Policy

02 — Renewal Policy

08 — Policy Replacement due to Rating Change

10 — Policy Replacement due to Non-Rating Change

14 — Policy Replacement due to Miscellaneous Change/Non-Key Field Change
15 — Policy Replacement to Add/Delete States to Existing MA Policy

If you are viewing a transaction without one of the Transaction Codes listed above,
the 06 Transaction Code will not be enabled in the Create Txn from Existing Policy
menu.
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Note: When you create a new transaction, the Original Carrier Code, Original Policy
Number Identifier, and Original Policy Effective Date fields will be automatically
filled in using values from the existing policy.

To create a new transaction, perform the following steps:

1. View a processed policy or a valid, Validated or Submitted transaction (as
listed above).

2. Select Create Transaction > Create Txn from Existing Policy > 06- Policy
Replacement due to Key Change.

The Key Data dialog appears. Specify a Carrier Code by selecting it from the
drop-down list; enter values in the Policy Number, Policy Effective Date, and
Issue Date fields; and Click Save. (For more information about the Policy
Key Data fields, refer to “Policy Key Data” in the “Modifying Policy Data”
section.)

Manage Policy determines if an 05 Cancelation transaction exists and
displays a message prompting you to create one. (The message also
identifies the most current Cancellation transaction, if one or more exist.)

If you answer No to the prompt, you can proceed with the 06 transaction, but
remember that, in order for the 06 transaction to be successfully processed,

you must create the required 05 Cancelation transaction and submit it along

with the 06 transaction.

If you answer Yes to the prompt, the Key Data dialog for a new 05
Cancelation transaction appears. After you save the Key Data for the 05
Cancelation transaction, Manage Policy returns you to the 06 transaction.
Remember that you must submit the required 05 Cancelation transaction if it
does not already exist along with the 06 transaction in order for the 06
transaction to be successfully processed.

3. The Transaction Detail page for the 06 transaction appears. All tabs are
enabled except Cancellations/Reinstatement, Compliance/Noncompliance,
Manage USR, and WCRATINGS.

On the General Information tab, change editable fields as needed.
4. If you have entered all required data on each editable tab, click the Validate
button to validate the transaction data. Alternatively, you can return to the

transaction later; the transaction will have a status of In Progress, retaining
allthe data you have entered.
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Note: The Create Txn from Existing Policy sub-choice allows you to create a
transaction, from a Validated or Submitted transaction that has a policy effective
date that is within 6 years, of the current date. However, the Create Txn from
Existing Policy will only allow you to create a transaction, from a Processed
Policy, if the Processed Policy has a policy effective date that is within 3 years,
of the current date. (Reminder: A “Processed Policy” is the current view of the
policy, as it exists in the DCQO’s policy system.)

Transaction Code 08 — Policy Replacement due to Rating Change
Transaction Code 08 is used to replace a policy with a new one, due to changes in

any aspect of the policy other than Policy Key Data changes that pertains to or

results in a change to the premium.

To create a 08 Transaction, you must be viewing a processed policy or viewing a
Validated or Submitted transaction, with one of the following Transaction Codes:

01 — New Policy

02 — Renewal Policy

06- Policy Replacement due to Key Field Change

08 — Policy Replacement due to Rating Change

10 — Policy Replacement due to Non-Rating Change

14 — Policy Replacement due to Miscellaneous Change/Non-Key Field Change
15 — Policy Replacement to Add/Delete States to Existing MA Policy

If you are viewing a transaction without one of the Transaction Codes listed above,
the 08 Transaction Code will not be enabled in the Create Txn from Existing Policy
menu.

To create a new transaction, perform the following steps:

1. View a processed policy or a valid Validated or Submitted transaction (as
listed above).

2. Select Create Transaction > Create Txn from Existing Policy > 08 - Policy
Replacement due to Rating Change.

Note: If you are viewing a processed policy with a Status of Canceled or
Canceled Flat, you will be warned of this and prompted to continue. If you
answer No to the prompt, the transaction creation will be canceled.

The Key Data dialog appears. All fields are read-only except Issue Date.
Specify Issue Date and click Save.

3. The Transaction Detail page appears. Four tabs are disabled:
Cancellations/Reinstatement, Compliance/Noncompliance, Manage USR,
and WCRATINGS.

Note: The Create Txn from Existing Policy sub-choice allows you to create a
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transaction, from a Validated or Submitted transaction that has a policy
effective date that is within 6 years, of the current date. However, the Create
Txn from Existing Policy will only allow you to create a transaction, from a
Processed Policy, if the Processed Policy has a policy effective date that is
within 3 years, of the current date. (Reminder: A “Processed Policy” is the
current view of the policy, as it exists in the DCQO’s policy system.)

On each of the available tabs, enter the required information. Refer to
“Modifying Policy Data” for details about each tab.

4. If you have entered all required data on each editable tab, click the Validate
button to validate the transaction data. Alternatively, you can return to the
transaction later; the transaction will have a status of In Progress, retaining
allthe data you have entered.

Transaction Code 10 — Policy Replacement due to NonRating
Change

Transaction Code 10 is used to replace a policy with a new one, due to changes in
any aspect of the policy other than Policy Key Data changes and rating changes.

To create a 10 Transaction, you must be viewing a processed policy or viewing a
Validated or Submitted transaction, with one of the following Transaction Codes:

01 — New Policy

02 — Renewal Policy

06- Policy Replacement due to Key Field Change

08 — Policy Replacement due to Rating Change

10 — Policy Replacement due to Non-Rating Change

14 — Policy Replacement due to Miscellaneous Change/Non-Key Field Change
15 — Policy Replacement to Add/Delete States to Existing MA Policy

If you are viewing a transaction without one of the Transaction Codes listed above,
the 10 Transaction Code will not be enabled in the Create Txn from Existing Policy
menu.

To create a new transaction, perform the following steps:

1. View a processed policy or a valid Validated or Submitted transaction (as
listed above).

2. Select Create Transaction > Create Txn from Existing Policy > 10 - Policy
Replacement due to NonRating Change.

Note: If you are viewing a processed policy with a Status of Canceled or

Canceled Flat, you will be warned of this and prompted to continue. If you
answer No to the prompt, the transaction creation will be canceled.
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The Key Data dialog appears. All fields are read-only except Issue Date.
Specify Issue Date and click Save.

The Transaction Detail page appears. Four tabs are disabled:
Cancellations/Reinstatement, Compliance/Noncompliance, Manage USR,
and WCRATINGS.

On each of the available tabs, enter the required information. Refer to
“Modifying Policy Data” for details about each tab.

If you have entered all required data on each editable tab, click the Validate
button to validate the transaction data. Alternatively, you can return to the
transaction later; the transaction will have a status of In Progress, retaining
allthe data you have entered.

Note: The Create Txn from Existing Policy sub-choice allows you to create a
transaction, from a Validated or Submitted transaction that has a policy
effective date that is within 6 years, of the current date. However, the Create
Txn from Existing Policy will only allow you to create a transaction, from a
Processed Policy, if the Processed Policy has a policy effective date that is
within 3 years, of the current date. (Reminder: A “Processed Policy” is the
current view of the policy, as it exists in the DCQO’s policy system.)

Transaction Code 14 — Policy Replacement due to Misc
Change

Transaction Code 14 is used to replace a policy with a new one, due to any
changes to the policy except changes in Policy Key Data fields (Carrier Code,
Policy ID Number, and Policy Effective Date). A replacement due to miscellaneous
changes can be also used for ratings and non-rating changes

To create a 14 Transaction, you must be viewing a processed policy or viewing a
Validated or Submitted transaction, with one of the following Transaction Codes:

01 — New Policy

02 — Renewal Policy

06 — Policy Replacement due to Key Field Change

08 — Policy Replacement due to Rating Change

10 — Policy Replacement due to Non-Rating Change

14 — Policy Replacement due to Miscellaneous Change/Non-Key Field Change
15 — Policy Replacement to Add/Delete States to Existing MA Policy

If you are viewing a transaction without one of the Transaction Codes listed above,
the 14 Transaction Code will not be enabled in the Create Txn from Existing Policy

menu.
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To create a new transaction, perform the following steps:

1.

View a processed policy or a valid, Validated or Submitted transaction (as
listed above).

Select Create Transaction > Create Txn from Existing Policy > 14 - Policy
Replacement due to Misc Change.

Note: If you are viewing a processed policy with a Status of Canceled or
Canceled Flat, you will be warned of this and prompted to continue. If you
answer No to the prompt, the transaction creation will be canceled.

The Key Data dialog appears. All fields are read-only except Issue Date.
Specify Issue Date and click Save.

The Transaction Detail page appears. Four tabs are disabled:
Cancellations/Reinstatement, Compliance/Noncompliance, Manage USR,
and WCRATINGS.

On each of the available tabs, enter the required information. Refer to
“Modifying Policy Data” for details about each tab.

If you have entered all required data on each editable tab, click the Validate
button to validate the transaction data. Alternatively, you can return tothe
transaction later; the transaction will have a status of In Progress, retaining
all the data you have entered.

Note: The Create Txn from Existing Policy sub-choice allows you to create a
transaction, from a Validated or Submitted transaction that has a policy
effective date that is within 6 years, of the current date. However, the Create
Txn from Existing Policy will only allow you to create a transaction, from a
Processed Policy, if the Processed Policy has a policy effective date that is
within 3 years, of the current date. (Reminder: A “Processed Policy” is the
current view of the policy, as it exists in the DCO’s policy system.)

47



MANAGE POLICY USER GUIDE

Transaction Code 15 — Policy Replacement to Add/Delete
States to Existing MA Policy

Transaction Code 15 is used to replace a policy with a new one, due to inclusion or
exclusion of states in the list of states covered by the policy.

If you create the transaction from an existing policy, you must be viewing a
processed policy or viewing a Validated or Submitted transaction, with one of the
following Transaction Codes:

01 — New Policy

02 — Renewal Policy

06 — Policy Replacement due to Key Field Change

08 — Policy Replacement due to Rating Change

10 — Policy Replacement due to Non-Rating Change

14 — Policy Replacement due to Miscellaneous Change/Non-Key Field Change
15 — Policy Replacement to Add/Delete States to Existing MA Policy

If you are viewing a transaction without one of the Transaction Codes listed above,
the 15 Transaction Code will not be enabled in the Create Txn from Existing Policy
menu.

To create a new transaction, perform the following steps:

1. To notify MA that MA is being added to a policy, select Create Transaction >
Create New Policy > 15 - New Policy Txn Adding MA

OR

To add or delete states other than MA view a processed policy or a valid,
Validated or Submitted transaction (as listed above) and select Create
Transaction > Create Txn from Existing Policy > 15 - Policy Replacement to
Add/Delete States to Existing MA Policy.

Note: If you are viewing a processed policy with a Status of Canceled or
Canceled Flat, you will be warned of this and prompted to continue. If you
answer No to the prompt, the transaction creation will be canceled.

The Key Data dialog appears. If you created the transaction using the Create
New Policy menu, specify a Carrier Code by selecting it from the drop-down
list, enter values in the Policy Number, Policy Effective Date, and Issue Date
fields, and click Save. If you create the transaction from an existing policy,
you will only need to set Issue Date and click Save.
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The Transaction Detail page appears.

All tabs are enabled except Cancellations/Reinstatement,
Compliance/Noncompliance, Manage USR, and WCRATINGS.

On the General Information tab, add or remove states from the list.

On each of the other available tabs, enter the required information. Referto
Modifying Policy Data for details about each tab.

If you have entered all required data on each editable tab, click the Validate
button to validate the transaction data. Alternatively, you can return to the
transaction later; the transaction will have a status of In Progress, retaining
allthe data you have entered.

Note: The Create New Policy sub-choice allows you to create a transaction
that has a policy effective date that is within 6 years, of the current date. The
Create Txn from Existing Policy sub-choice allows you to create a
transaction, from a Validated or Submitted transaction that has a policy
effective date that is within 6 years, of the current date. However, the Create
Txn from Existing Policy will only allow you to create a transaction from a
Processed Policy, if the Processed Policy has a policy effective date that is
within 3 years of the current date. (Reminder: A “Processed Policy” is the
current view of the policy as it exists in the DCO’s policy system.)

Transaction Code 16 — Issue Notice
Transaction Code 16 is used to notify the coverage entity (either an industrial accident

board
notice

or the DCO) that Workers Compensation coverage has been issued. The
includes the Policy ID Number, the coverage dates, and other basic policy

information.

If you create the transaction from an existing policy, you must be viewing a processed

policy

or viewing a Validated or Submitted transaction with one of the following

Transaction Codes:

01 — New Policy

02 — Renewal Policy

08 — Policy Replacement due to Rating Change

10 — Policy Replacement due to Non-Rating Change

14 — Policy Replacement due to Miscellaneous Change/Non-Key Field Change
15 — Policy Replacement to Add/Delete States to Existing MA Policy

16 — Coverage Notice/Binder

If you are viewing a transaction without one of the Transaction Codes listed above,
the 16 Transaction Code will not be enabled in the Create Txn from Existing Policy

menu.
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To create a new transaction, perform the following steps:

1.

Select Create Transaction > Create New Policy > 16 — Issue Notice.
OR

View a processed policy or a valid, Validated or Submitted transaction (as
listed above) and select Create Transaction > Create Txn from Existing
Policy 16 — Issue Notice.

The Key Data dialog appears. If you created the transaction using the Create
New Policy menu, specify a Carrier Code by selecting it from the drop-down
list, enter values in the Policy Number, Policy Effective Date, and Issue Date
fields, and click Save. If you create the transaction from an existing policy,
you will only need to enter the Carrier ID, Policy Number, Policy Effective
Date, Transaction Issue Date and click Save.

The Transaction Detail page appears. Only the General Information tab,
Insured Names tab, Addresses tab, and the Transaction History tab are
enabled. All other tabs are disabled.

Enter data on the General Information tab, Insured Names tab, and
Addresses tab.

If you have entered all required data on each editable tab, click the Validate
button to validate the transaction data. Alternatively, you can return to the
transaction later; the transaction will have a status of In Progress, retaining
allthe data you have entered.

Note: The Create New Policy sub-choice allows you to create a transaction
that has a policy effective date that is within 6 years, of the current date. The
Create Txn from Existing Policy sub-choice allows you to create a
transaction, from a Validated or Submitted transaction that has a policy
effective date that is within 6 years, of the current date. However, the Create
Txn from Existing Policy will only allow you to create a transaction, from a
Processed Policy, if the Processed Policy has a policy effective date that is
within 3 years of the current date. (Reminder: A “Processed Policy” is the
current view of the policy as it exists in the DCO’s policy system.)
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Transaction Code 17 — NonCompliance/Compliance
Transaction Code 17 is used to notify the DCO that the insured has either not met
or has rectified a former failure to meet the provisions of the policy. It can be used
to create a Noncompliance transaction or a Compliance transaction. A
Noncompliance transaction results in changing a compliant policy to noncompliant.
A Compliance transaction results in the reversal of a previously submitted
Noncompliance transaction.

To create a 17 Transaction, you must be viewing a processed policy or viewing a
Validated transaction, with one of the following Transaction Codes:

01 — New Policy

02 — Renewal Policy

06 — Policy Replacement due to Key Field Change

08 — Policy Replacement due to Rating Change

10 — Policy Replacement due to Non-Rating Change

14 — Policy Replacement due to Miscellaneous Change/Non-Key Field Change
15 — Policy Replacement to Add/Delete States to Existing MA Policy

16 — Coverage Notice/Binder

17 — Noncompliance or Compliance of Policy Terms and Conditions

If you are viewing a transaction without one of the Transaction Codes listed above,
the 17 Transaction Code will not be enabled in the Create Txn from Existing Policy
menu.

Note: You will only be able to create a Compliance transaction, from a Processed
Policy that has an unresolved Noncompliance. (Reminder: A “Processed
Policy” is the current view of the policy as it exists in the DCQO’s policy
system.)

To create a new transaction, perform the following steps:

1. View a processed policy or a valid, Validated or Submitted transaction (as
listed above).

2. Select Create Transaction > Create Txn from Existing Policy > 17 —
Noncompliance/Compliance.

The Key Data dialog appears. All fields are read-only except Issue Date.
Specify Issue Date and click Save.

3. Transaction Detail page appears. Only the Noncompliance tab and the
Transaction History tab are enabled. All other tabs are disabled.

On the Noncompliance tab, enter compliance or noncompliance data. For
details, refer to “Noncompliance” in the “Modifying Policy Data” section.
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Note: If you created the transaction from a processed policy with the
Canceled Flat status, you cannot create a Noncompliance record.

If you have entered all required data on each editable tab, click the Validate
button to validate the transaction data. Alternatively, you can return to the
transaction later; the transaction will have a status of In Progress, retaining
allthe data you have entered.

Note: The Create Txn from Existing Policy sub-choice allows you to create a
transaction, from a Validated or Submitted transaction that has a policy
effective date that is within 6 years, of the current date. However, the Create
Txn from Existing Policy will only allow you to create a transaction, from a
Processed Policy, if the Processed Policy has a policy effective date that is
within 3 years, of the current date. (Reminder: a “Processed Policy” is the
current view of the policy as it exists in the DCQO’s policy system.)
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MODIFYING POLICY DATA

When you create a new transaction or when you edit an In Progress or Validated
transaction, the Transaction Detail page allows you to enter or modify data for the
transaction. Some data will be editable and some will be read-only, based on the
Transaction Code.

Type of Transaction: 08 Transaction Status: In Progress Print
Carrier: 77777 Policy: WC78910 Primary Name: ABCDE CORP
Effective Date: 05/15/2010 Issue Date: 07/02/2010

Last Validated: M. Full Access 11/10/2010

There are In Progress/Validated /Submitted transactions associated with this policy. Please view the Transaction History tab for more information. Back to Prev

~N 1
Information Header Information
| Fage
1 Policy Exp Date:™ 06/15/2011 v Interstate Risk ID:
| Insured Names :
L Producer Name: EFG INS AGCY Business Segment ID:
3
| Addresses Prior Policy Number: WC78s09 Policy Term Code:* | 1 - Standard one-year hd |
h 7 Legal Nature Code:* | 03 - Corporation b | Other Legal Nature: : :
| Premium
| Experience Rating Code: "| 3 - Intrastate rated only v | Type of Plan ID Code: ™ | 1- Voluntary Policy hd |
- . |
| Exposure Wrap-Up/OCIP Code; ™ | 2 - Non-Wrap-Up/OCIP Policy e | Type of Coverage ID Code: ™ | 01 - Standard Workers Compensation Policy + |
- < Employee Leasing Type: * | 1 - Mon-Employee Leazing Policy W | Retro Rating Code:* | 3 - Mot Retrozpective Rated L' |
| Endorsements
L | Employer Liability Limits Amounts
Other Bodily injury by Accdent - Each Acddent Amount:* | 500,000 hd |
i | Other Bodily Injury by Disease - Policy Limit Amount:® | 1,000,000 A |
;. Other Bodily Injury by Disease - Each Employee Amount: "| 500,000 hd |
| Transaction
| History Premium
Deposit Prem Amount: 5,000 policy Est Std Prem Total:™ 14,039
- \  Policy Min Prem Amount; = 256|  Min Prem State Code:™ WA v
;- 3A/[3C States

@ Internet

A number of tabs are displayed down the left side of the page, each corresponding to a
different category of policy data. The Key Data dialog and all tabs that display editable
policy data are described in this section.
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Policy Key Data
Policy Key Data fields (Carrier, Policy Number, and Policy Effective Date) are fields
that uniquely identify a policy.

When you create a new transaction, the Key Data dialog box appears, prompting
you to enter the information. In an existing transaction, these fields appear as read-
only data in the Policy Header at the top of the Transaction Detail page. The values
may be editable depending on the Transaction Code; you can click the Update Key
Data button to access the Key Data dialog box.

Type of Transaction: 01 Transaction Status: In Progress

Carrier: 77776 Policy: wesss Primary Name: SOME CORP
Effective Date: 05/05/2003 Tssue Date: 05/05/2003
Update K

Last Validated: M. Full Access 11/08/2010

For the following Transaction Codes, you can enter or edit Policy Key Data values:

01 — New Policy

02 — Renewal Policy

06 — Policy Replacement due to Key Field Change
15 — New policy Txn Adding MA

16 — Issue Notice

For all other types of transactions, the Key Data dialog box allows you to edit the
Issue Date field only.

After you have entered Policy Key Data values and saved your changes, ensure
that you have entered the data required on the other tabs that are editable for this
transaction, then click the Validate button to validate the transaction data.
Alternatively, you can return to the transaction later; the transaction will have a
status of In Progress, retaining all the data you have entered.

Note: The Create New Policy sub-choice allows you to create a transaction that
has a policy effective date that is within 6 years, of the current date. The
Create Txn from Existing Policy sub-choice allows you to create a transaction,
from a Validated or Submitted transaction that has a policy effective date that
is within 6 years, of the current date. However, the Create Txn from Existing
Policy will only allow you to create a transaction, from a Processed Policy, if
the Processed Policy has a policy effective date that is within 3 years of the
current date. (Reminder: A “Processed Policy” is the current view of the policy
as it exists in the DCO'’s policy system.)
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General Information/Information Page
When you create or edit a transaction, the Information Page tab will allow you to
enter data in some or all of the fields, depending on the Transaction Code.

Type of Transaction: 08 Transaction Status: In Progress Print
Carnier: T Policy: WC78910 Primary Name: ABCDE CORP
Effective Date: 06/15/2010 Issue Date: 07/02/2010

Last Validated: M. Full Access 11/10/2010

There are In Progress)Validated/Submitted transactions assodated with this policy. Please view the Transaction History tab for more information. Back to Prev

T

| Information Header Information
Page
1 Policy Exp Date:~ 06/15/2011 v Interstate Risk ID:
| Insured Names :
_ Producer Name: EFG INS AGCY Business Segment ID: Y
| Addresses Prior Policy Mumber: WC78s09 Policy Term Code: = 1 - Standard one-year ~
7 Legal Nature Code:® 03 - Corporation hd Other Legal Nature:
| Premium
Experience Rating Code:*| 3 - Intrastate rated onfy M Type of Plan ID Code:* hd
| Exposure Wrap-Up/OCIP Code:* 2 - Non-Wrap-Up/OCIP Policy v Type of Coverage ID Code:™ | 01 - Standard Workers Compensation Policy |+
< Employee Leasing Type:= | 1 - Non-Employee Leasing Policy b Retro Rating Code:™® 3 - Not Retrospective Rated 4
| Endorsements
Employer Liability Limits Amounts
| Other Bodily injury by Acdident - Each Accident Amount:= | 500,000 v
(S

|' Other Bodily Injury by Disease - Policy Limit Amount: 1,000,000 =

Other Bodily Injury by Disease - Each Employee Amount:= | 500,000 v
| Transaction
History Premium
| Deposit Prem Amount: 50000 Policy Est Std Prem Total:® 14,039
(S
- Policy Min Prem Amount: = 258 Min Prem State Code: ™ MA v

3 3A/3C States

@ Internet

For the following Transaction Codes, the entire General Information tab is disabled:

¢ 03 - Individual Endorsement Records
« 05— Cancellation/Reinstatement
e 17 — Noncompliance or Compliance of Policy Terms and Conditions

For Transaction 16, the Limits of Liability, Premium and 3A/3C, sections are read-
only

For the following Transaction Codes, all fields on the General Information tab are
editable:

e« 01 - New Policy

e 02 — Renewal Policy

e 04 — Annual Rerate Period Data

e 06 — Policy Replacement due to Key Field Change

o 08 — Policy Replacement due to Rating Change

e 10 — Policy Replacement due to Non-Rating Change

e 14 — Policy Replacement due to Miscellaneous Change/Non-Key Field Change
e 15— New Policy Txn Adding MA Mid-Term

The field requirements (and in some cases, the fields that display) vary based on
the Transaction Code. Such rules exist for various Transaction Codes, and are

55



MANAGE POLICY USER GUIDE

enforced by the application.

After you have entered data on this tab and saved your changes, ensure that you
have entered the data required on the other tabs that are editable for this
transaction, then click the Validate button to validate the transaction data.
Alternatively, you can return to the transaction later; the transaction will have a
status of In Progress, retaining all the data you have entered.

Insured Names

When you create or edit a transaction, the Insured Names tab will allow you to add,
edit, and delete Name records, depending on the Transaction Code and whether
you are creating a new policy or creating the transaction from an existing policy.

Type of Transaction: 01 Transaction Status: In Progress
Carrier: 77776 Policy: WC528 Primary Name: SOME CORP
Effective Date: 05/05/2009 Tssue Date: 05/05/2009
Last Validated: M. Full Access 11/08/2010
[Vatiate | vekte ] sock tobrev
[ 1
Information Insured Names @ indicates Primary Name
Pag
§ " | Insured Mame FEIN NE’“IEDL‘”“ Cont. Seq=| ; FEQ | chgEffDate | Chg Exp Date
sssssssss ED CCED (@ somecore 589284298 |001 oo1

Addresses Il Enter the information below and then click Save

| Primary Name:* No
| MName of Insured:*
Exposure Federal Employer ID Mumber (FEIN):

1 PEQ or Client Company Code:

[ _save J Cancel

9 Internet

For the following Transaction Codes, the entire Name tab is disabled:

¢ 03 —Individual Endorsement Records
o 05 —Cancellation/Reinstatement
e 17 — Noncompliance or Compliance of Policy Terms and Conditions

For all other Transaction Codes, you can add, edit, and delete Name records, with
some restrictions:

o Depending on the Transaction Code and whether it was created using the
Create New Policy menu or the Create Txn from Existing Policy menu, there
are restrictions on the number of Name records you can specify as Primary
Insured Names (as defined in the Primary Name field). These restrictions are
enforced by the application.

« When you attempt to delete a Primary Name record that is linked to an
Address, the deletion is not allowed; a message explains that you must first
re- link the Address record to a different Name record.
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The Insured Names tab supports the creation of multiple records. For details about
how to add, edit, and delete records, refer to “Multi-record Tabs” in the “Viewing and
Editing Transaction Data” section.

The field requirements (and in some cases, the fields that display) vary based on
the Transaction Code. Such rules exist for various Transaction Codes, and are
enforced by the application.

After you have entered data on this tab and saved your changes, ensure that you
have entered the data required on the other tabs that are editable for this
transaction, then

click the Validate button to validate the transaction data. Alternatively, you can
return to the transaction later; the transaction will have a status of In Progress,
retaining all the data you have entered.

Addresses

When you create or edit a transaction, the Addresses tab will allow you to add, edit
and delete Address records, depending on the Transaction Code and whether it was
created using the Create New Policy menu or the Create Txn from Existing Policy
menu.

Type of Transaction: 01 Transaction Status: In Progress Print
Carrier: T7TTE Policy: WCs598 Primary Name: S5OME CORP
Effective Date: 05/05/2009 TIssue Date: 05/05/2009
Last Validated: M. Full Access 11/08/2010
[Vatate | beete ] Back to rev
Information Addresses

= | Address Name Link [D| fareign | Counery
Insured Names é%?.,‘t'—’}%%ﬁ:rm,x 2pz223333 | SOMECORE N
[ E01T] SEUELINR Ma 222223232 N

Premium < >

il Enter the information below and then click Save
Exposure

For Type of Address code 2 - Location of operations, only enter MA addresses.

Chg Eff Date | Chg Exj

| Addresses

Endorsements Type of Address w | Foreign Address 3
Code:* Code:*

Name Link Identifier: w Adgf?SS Structure

i Code:
Street Address:* City:*
i State Code:® » Zip Code:*
Geographic Area: N — Country Code:
Transaction
Histar e
! | Save Cancel

@ Internet

For the following Transaction Codes, the entire Address tab is disabled:
e 03 - Individual Endorsement Records

e 05 - Cancellation/Reinstatement
e 17 — Noncompliance or Compliance of Policy Terms and Conditions
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For all other Transaction Codes, you can add, edit, and delete Address records.
Depending on the Transaction Code and whether the transaction was created using
the Create New Policy menu or the Create Txn from Existing Policy menu, there are
restrictions on the number of Address records you can create of a given type (as
defined in the Type of Address Code field). These restrictions are enforced by the
application.

The Addresses tab supports the creation of multiple records. For details about how
to add, edit, and delete records, refer to “Multi-record Tabs” in the “Viewing and
Editing Transaction Data” section.

The field requirements (and in some cases, the fields that display) vary based on
the Transaction Code. Such rules exist for various Transaction Codes, and are
enforced by the application.

Note: The Name Link column in the Addresses grid is a link to the corresponding
Name record. When you click a link, the Insured Names tab displays with the
Name you clicked selected in the grid.

After you have entered data on this tab and saved your changes, ensure that you
have entered the data required on the other tabs that are editable for this
transaction, then click the Validate button to validate the transaction data.
Alternatively, you can return to the transaction later; the transaction will have a
status of In Progress, retaining all the data you have entered.

Premium

When you create or edit a transaction, the Premium tab will allow you to add, edit
and delete Premium records, depending on the Transaction Code. Manage Policy
only supports entry of Massachusetts state premium records. If the policy is multi-
state, the premium records are not required and the additional state codes should
be entered in sections 3A and 3C on the General Information tab.
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Type of Transaction: 01 Transaction Status: In Progress Print

Carrier: T Policy: WC598 Primary Name: SOME CORP
Effective Date: 05/05/2009 Issue Date: 05/05/2009

Last Validated: M. Full Access 11/08/2010

[vaiiate § “velete ] "sack to vrev-

[ T

Information Premum
= - EstStateStd | Exp | ExpMod BF | Anniversary | £l Fisk| Bpense premium | Loss | Typeof
Eeas EERREDE Brem Mod Date Rating Date | AZIStM< Constant  Discount | Constant pErem |

ED 1T Il DELETE $55,522 1.020 338 -§355 4

| Insured Names
| Addresses < >

Il Enter the information below and then dlick Save
Premium

Only enter data that applies to MA premium.

Exposure Carrier Code: DCO Risk ID:

" EstState Std Prem Total:* Experience Mod Rating Factor:
Endorsements
Experience Mod Eff Date: A Anniversary Rating Date: w
All Risk Adjustment Factor: Expense Constant:*
Premium Discount: ™ Loss Constant:
Type of Prem Deviation Code: ™ i
e Save Cancel

@ Internet a

For the following Transaction Codes, the entire Premium tab is disabled:

¢ 03 - Individual Endorsement Records

e 05— Cancellation/Reinstatement

« 16 — Coverage Notice/Binder

e 17 — Noncompliance or Compliance of Policy Terms and Conditions

For all other Transaction Codes, you can add, edit, and delete Premium records

The Premium tab supports the creation of multiple records. For details about how
to add, edit, and delete records, refer to “Multi-record Tabs” in the “Viewing and
Editing Transaction Data” section.

The field requirements (and in some cases, the fields that display) vary based on
the Transaction Code. Such rules exist for various Transaction Codes, and are
enforced by the application.

After you have entered data on this tab and saved your changes, ensure that you have
entered the data required on the other tabs that are editable for this transaction, then click
the Validate button to validate the transaction data. Alternatively, you can return to the
transaction later; the transaction will have a status of In Progress, retaining all the data you
have entered.
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Exposure

When you create or edit a transaction, the Exposure tab will allow you to add, edit
and delete Exposure records, depending on the Transaction Code

Type of Transaction: 01 Transaction Status: In Progress Print

Carrier: 77776 Policy:  WC593 Primary Name: SOME CORP
Effective Date: 05/05/2009 Issue Date: 05/05/2009

Last Validated: M. Full Access 11/08/2010

Information Exposure
Page

Class Est Exposure Est Prem Expo Deriod | Expo
L Code Phraseo logy et Manual Rate mannt B Dt T Eff Date Exp
Insured Names 10 ([ETE[) 5403 | CARPENTRY NOC £50.000 4.55 522,750 o1

EDIT 8810 CLERICAL OFFICE EMPLOYEES .., $175.000 0.12 $210 o1
e (G ()

Exposure

Endarsements

< >

Enter the information below and then dlick Save
e

| Only enter MA exposures,

| Premium

- 1
Classification Code:™ Est Exposure Amount:™®
Transaction

History Manual/Charge Rate:™ EstPrem Amount:®

L SE—

| 1 Save Cancel

Exposure Period Eff Date: v Expo Act/Expo Coverage Code:™ v

For the following Transaction Codes, the entire Exposure tab is disabled:

¢ 03 - Individual Endorsement Records

e 05— Cancellation/Reinstatement

« 16 — Coverage Notice/Binder

e 17 — Noncompliance or Compliance of Policy Terms and Conditions

For all other Transaction Codes, you can add, edit, and delete Exposure records,
with some restrictions:

Note: You cannot delete the last Exposure record. If only one record exists, the
Delete button will not be displayed for that record.

The Exposure tab supports the creation of multiple records. For details about how to
add, edit, and delete records, refer to “Multi-record Tabs” in the “Viewing and Editing
Transaction Data” section.

The field requirements (and in some cases, the fields that display) vary based on
the Transaction Code. Such rules exist for various Transaction Codes, and are
enforced by the application.

After you have entered data on this tab and saved your changes, ensure that you
have entered the data required on the other tabs that are editable for this
transaction, then click the Validate button to validate the transaction data.
Alternatively, you can return to the transaction later; the transaction will have a
status of In Progress, retaining all the data you have entered.
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Endorsements

When you create or edit a transaction, the Endorsements tab will allow you to add,
edit and delete endorsement records, depending on the Transaction Code.

Type of Transaction: 01 Transaction Status: In Progress Print
Carrier: 77776 Policy: WCSa8 Primary Name: SOME CORF
Effective Date: 05/05/2009 Issue Date: 05/05/2009
Last Validated: M. Full Access 11/08/2010
[Vaidate | Delete ] Bk tobrev
N, T
Information Endorsements
P
== ! Tl (e [ — t Name Eff Date Exp Date
Insured Names wWC000301 Alternate Employer 05/05/2009
WC200301 Limits of Liability 05/05/2009
Addresses
wCz200302 Assessmenl t Charge 05/05/2009
Premium wczooz02 Netice te Pelicy Holder 05/05/2009
WC200405 Premium When Due 05/05/2009
Exposure WC200601 Cancellation 05/05/2009

T g >

Endorsements Enter the information below and then diick Save.

Only add the endersements (national and state) that apply to MA.

[
Transaction D WC000101B Defense Base Act Coverage
History

[ weeseioz Federal Coal nd Safety Act Coverage

Endorsements

O WC000104 Federa| Employers’ Liability Act Coverage
| SE—
[ [ WeP00104A | Federal Employers’ Liability Act Coversge

Change Eff Date: 3

For the following Transaction Codes, the entire Endorsements tab is disabled:

e 05 - Cancellation/Reinstatement
o 16 — Coverage Notice/Binder
e 17 — Noncompliance or Compliance of Policy Terms and Conditions

For all other Transaction Codes, you can view, add, edit, and delete endorsement
records, with some restrictions:

e For Transaction Code 03, only endorsement records added in the transaction
are listed. (These records can be edited and deleted).
e For Transaction Code 03, you can only add endorsements with variable data.

The Endorsements tab supports the creation of multiple records, but it has slightly
different behavior than other multi-record tabs when adding, editing, and deleting
records. Refer to “Adding, Editing, and Deleting Endorsement Records” for more
information.

The field requirements, ability to edit, (and in some cases, the fields that display) vary

based on the Transaction Code. Such rules exist for various Transaction Codes, and
are enforced by the application.
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ADDING, EDITING, AND DELETING ENDORSEMENT
RECORDS

The Endorsements tab supports the creation of multiple records, but it has slightly different
behavior than other multi-record tabs when adding, editing, and deleting records.

Endorsements
Endersemen t Number Endarsemsn t MName Eff Dat= Exp Dats
DETAILS WC200301 06/05/2008 | 06/05/2009
DETAILS WC200202 06/05/2008 | 06/05/2009
WC200303 06/05/2008 | 06/05/2008
WC200405 r 06/05/2008 | 06/05/2009
DETAILS WCZ200601 Cancellation 06/05/2008 | 06/05/2009
Enter the information below andkthen click Save
FilE Endorszmen t Name
D WC0001014 Dafznse Bzse Act Coverzge rs
D WC000101B Defense Bzse Act Coverzge
[ weeen:oz Federz| Coal Mine Health and Safety Act Coverags
Endorsements
O WC000104 Faderzl Empleysrs’ Liability Act Coverags
O WC0001044 Federzl Emplayers’ Lizhility Act Coverags
-
< >

Change Eff Date:™ 3 Change Exp Date:™

w

You can add one endorsement record or multiple records in a single operation. Select one
or more endorsements in the Endorsements list by clicking the checkbox(es) in the list.
Specify the date range for the endorsement using the Change Eff Date and Change Exp
Date fields, then click the Add button.

Note: For transactions 01, 02, 03, 04 and 06, you will only have the option to enter
Change Effective Date, but are not required to do so.

For each selected endorsement that contains variable data, you will be prompted to enter
the data. For non-variable endorsements, you will not be prompted to enter additional
data. If you need to enter a different Change Effective Date or Change Expiration Date for
different endorsements, you will need to select the first set of endorsements to add, enter
the dates and click Add. After the addition is complete, select the next set of endorsements
to add, entering the different Change Effective/Expiration Dates and continue with the add
process.

Note: MA does not require detail on certain variable data endorsements (for example

WCO000101). For those endorsements, Manage Policy does not provide a means to
enter the variable data.
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For Endorsements WC000301, WC000302, WC000308, WC000310,

WC000311, WC000313 and WC200304, the system will display all available data in a grid.
When a transaction is created from a policy that contains one of these endorsements, the
system will split out the data and spread the record data across as many instances of the
endorsement type as are needed to allow you to edit all of the data. If you change the date
on one instance of such an endorsement, you need to change the date on all instances of
the endorsement.

After you have entered data for all the selected endorsements, a record appears in the grid
for each endorsement you added.

Note: You may have specified a Change Effective Date and Change Expiration Date that
is correct for most but not all of the endorsements you added. In this case, you can
edit the individual records to modify their Change Effective Date and Change
Expiration Date. Editing Change Effective Date and Change Expiration Date is
allowed for endorsements that require variable data and for endorsements that do not
require or allow variable data.

To edit an endorsement record, click the Details button in the corresponding row in the
grid. The editable field values for the record will appear in the dialog box that allows you to
change the data and navigate to the previous or next endorsement record.

WC000402 Anniversary Rating Date Endorsement Details

Anriversary Rating Date:® 0770172010 v

When you click the Back button, the Next button, or the Close button, changes you made
will be saved. If you click the Remove Endorsement button, the endorsement will be
deleted.

To delete a record that is already in the list of endorsements on the policy or has already

been added to the list of endorsements, click the Delete button for that record in the grid.
You will be prompted to verify the deletion, and then the record is deleted.
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Note: Certain MA endorsements are required and are automatically added upon creation
of a new transaction if they were not on the processed policy. They cannot be deleted from
the policy.

Endorsements with no required variable data can only be added by sending a policy
replacement transaction 08, 10, 14, not via transaction 03.

Endorsements with required variable data can be added by sending a policy replacement
transaction or by sending transaction 03.

Endorsements can only be deleted by sending a policy replacement transaction.

After you have entered data on this tab and saved your changes, ensure that you have
entered the data required on the other tabs that are editable for this transaction, then click
the Validate button to validate the transaction data. Alternatively, you can return to the
transaction later; the transaction will have a status of In Progress, retaining all the data you
have entered.
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CANCELLATIONS/REINSTATEMENTS

Cancellation/Reinstatement Transactions result in cancellation of an Active policy or the
reinstatement of a Cancelled policy. When you create or edit a Transaction 05, the
Cancellations/Reinstatements tab displays in either Cancellation mode or Reinstatement

mode.

When

creating a transaction, the mode will be determined by the menu selection in the

Create Transaction menu; you can select either 05 Cancellation or 05 Reinstatements. The
mode selected during creation is retained after you save the transaction.

Cancellation

When you choose 05 Cancellation from the Create Transaction menu (or edit a
Cancellation transaction), the Transaction Detail page appears with the
Cancellations/Reinstatements tab selected. You can add, edit and delete
Cancellation records.

The Cancellations/Reinstatements tab displays two grids. The first grid lists all
processed Cancellation/Reinstatement transactions associated with the policy. This
data is read-only. The second data grid lists unprocessed Cancellation records
associated with this transaction.

Type of Transaction: 05 Transaction Status: In Progress Print

Carrier: 7777 Policy: WC78910A Primary Name: ABCDE CORP

Effective Date: 06/25/2010 Issue Date: 08/25/2010

Last Validated: M. Full Access 11/12/2010

[vattare | “oeere ] pack o prev
" Cancelations/Reinstatements ** No Subsequent Folicy Exists **
| Processed Cancellations / Reinstatements
This table contains transactions currently stored for this policy in WCRIBMA's internal system.
‘ Canc/Rein ID Code Eff Date Received Date | IssueDate | CancTypeCode =~ RE3SS0FRrCanc | pein Type Code Seq Number COMeS
— 1
‘l.—. < >
Un-Processed Data
‘ This table contains transactions that you created during this session that have not been processed and stored by WCRIBMA.
—_— Canc/Rein ID Cods EFff Date IssueDate | ©20C Type | Reasen For Canc Rs=in Type Code Seq Nu
‘ GE EER cencellation 09/05/2010 | 08/25/2010 2 0s 0 1
- 3
i < >
‘ Enter the information below and then click Save
| —
Cancellations/
Reinstatements Cancellation Eff Date:* v Cancellation Type Code:*
" | Reason for Cancellation Code: ™ | Cancellation Txn Seq Mumber: ™
Save Cancel

Transaction
History

To add a Cancellation record, enter values in the data entry fields and click the Add
button. After validation, the new record is saved and appears in the grid.

To edit a record, click the Edit button in the corresponding row in the grid. The field

values for the record will appear in the data entry fields below the grid. Make the
desired changes and click the Update button.
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Note: If you need to enter multiple cancellation records with different Transaction
Issue Dates, you will need to save the currently viewed transaction and create
a second transaction to enter a different Transaction Issue Date.

If you need to enter multiple cancellation records with the same Transaction
Issue Date, you will need to enter the appropriate sequence number so that
they can be processed in the appropriate order.

To delete a record, click the Delete button for that record in the grid. You will be
prompted to verify the deletion, and then the record is deleted.

Note: When you click the Delete button for a record, you are not deleting the
transaction 05. You are only deleting the individual record. To delete the entire
transaction 05, click the Delete button in the Header area at the top of the
screen.

After you have entered data on this tab and saved your changes, ensure that you
have entered the data required on the other tabs that are editable for this
transaction, then click the Validate button to validate the transaction data.
Alternatively, you can return to the transaction later; the transaction will have a
status of In Progress, retaining all the data you have entered.

Reinstatement

When you choose 05 Reinstatements from the Create Transaction menu (or edit a
Reinstatements transaction), the Transaction Detail page appears with the
Cancellations/Reinstatements tab selected.

The Cancellations/Reinstatements tab displays two grids. The first grid lists all
processed Cancellation/Reinstatement transactions associated with the policy. This
data is read-only. The second data grid lists unprocessed Reinstatement records
associated with this transaction.

Type of Transaction: 05 Transaction Status: In Progress Print
Carrier: 7 Policy: WC78509 Primary Name: ABCDE CORP
Effective Date: 05/15/2009 Issue Date: 12(22/2009

Last Validated: M. Full Access 11/12/2010
I There are In Progress Validated /Submitted transactions associated with this policy. Please view the Transaction History tab for more information, Back to Prev

Cancelations/Reinstatements ** Subsequent Policy Exists, 06/15/2010 ==
.~ | Processed Cancellations / Reinstatements
f This table contains transactions currently stored for this policy in WCRIBMA's internal system.
Canc/Rein ID Code Eff Date Received Date | IssueDate | Canc Type Code | Re2308 ForCanc | Rein Type Code |
o Cancllztion 12/30/2009 | 10/18/2010  12/13/2009 1 03
Reinstatement 12/30/2009 | 10/26/2010  12/19/2009 2

o) Cancellation 01/05/2010 10/26/2010 12/19/2009 1 05

N
< >

Un-Processed Data
This table contains transactions that you reated during this session that have not been processed and stored by WCRIBMA.

—
p Canc/Rein ID Code Eff Datz IssueDate | Copclype | Reason Far Canc Rein Type Code Seq Nu

|
Cancellations/

‘jl Enter the information below and then click Save

Select the Cancellation that you want to reinstate from the Transaction History table above

Transaction
History Reinstatement Eff Date: *

L w Corresponding Cancellation EFf Date: v

Reinstatement Txn Seq Number:*

—— Save Cancel

66



MANAGE POLICY USER GUIDE

Before you create a Reinstatement record, you must select the Cancellation record
that you want to reverse. In the grid listing processed Cancellation/Reinstatement
transaction, select a radio button to specify the desired Cancellation record

The system will fill in the Reinstatement effective date and Corresponding
Cancellation Effective Date based on the selected Cancellation. Enter the
Reinstatement Txn Sequence Number and click the Add button.

To edit a record, click the Edit button in the corresponding row in the grid. The field
values for the record will appear in the data entry fields below the grid. Make the
desired changes and click the Update button.

Note: If you need to enter multiple reinstatement records with different Transaction
Issue Dates, you will need to save the currently viewed transaction and create
a second transaction to enter a different Transaction Issue Date.

To delete a record, click the Delete button for that record in the grid. You will be
prompted to verify the deletion, and then the record is deleted.

Note: When you click the Delete button for a record, you are not deleting the
transaction 05. You are only deleting the individual record. To delete the entire
transaction 05, click the Delete button in the Header area at the top of the
sceen.

After you have entered data on this tab and saved your changes, ensure that you
have entered the data required on the other tabs that are editable for this
transaction, then click the Validate button to validate the transaction data.
Alternatively, you can return to the transaction later; the transaction will have a
status of In Progress, retaining all the data you have entered.
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NONCOMPLIANCE/COMPLIANCE

Transaction 17 can be used to create a Noncompliance transaction or a Compliance
transaction. A Noncompliance transaction results in changing a compliant policy to
noncompliant. A Compliance transaction results in the reversal of a previously submitted
Noncompliance transaction.

When you create or edit a Transaction 17, the Noncompliance tab displays.

Type of Transaction: 17 Transaction Status: In Progress Print.

Carrier: 77777 Policy: WC73910 Primary Name: ABCDE CORP
Effective Date: 06/15/2010 Issue Date: 11/01/2010

LastVaiidated: M. Full Access 11/12/2010
There are In Progress/Validated/Submitted transactions assodated with this policy. Please view the Transaction History tab for more information. Back to Prev

. =

Noncompliance of Policy Terms

e/ Noncompliance
currently stored for this policy in WCRIBMA's internal system.
p= Code p———— Seq = EffDE Reason Code Reasqn Codel Resson Codel Reasgr, Codel Outstanding Prem

S
. Un-Proc: Data
This table contains transactions that you created during this session that have not been processed and stored by WCRIBMA.

polibestinnglvee s Seq = EfDt | Reason Code #1| Reason Code #2| Reason Code #3| Reasan Cade

< ¥

p—————— | Enter the information below and then click Save
(CI—

Noncompliance Compliance Notification Type Code: 1 - Nolification of Noncompliance Reasn(s)
Primary Additional
Noncompliance | Noncompliance 3
Reason Code Reason Code
Noncomy pliance (#1):* (#2):
Additional
e e ] Noncomplance 3
Transaction Reason Code (#3): eason Code
History Current .
Noncompliance
Qutstandng Effective Date:™ b

Seq Number:*

E EE
€ Internat

|

The Noncompliance tab displays differently based on the selection you make in the
Noncompliance/Compliance Notification Type Code drop down box.

If you choose Notification of Compliance Reason, the tab displays in Compliance
mode. If you choose Notification of Noncompliance Reason, the tab displays in
Noncompliance mode.

Noncompliance

In Noncompliance mode, you can add, edit and delete Noncompliance records. The
Noncompliance tab displays two grids. The first grid lists all processed
Compliance/Noncompliance transactions associated with the policy. This data is
read- only. The second data grid lists unprocessed Compliance and Noncompliance
records associated with this transaction.

To add a Noncompliance record, enter values in the data entry fields and click the
Add button. After validation, the new record is saved and appears in the grid.

To edit a record, click the Edit button in the corresponding row in the grid. The field
values for the record will appear in the data entry fields below the grid. Make the
desired changes and click the Update button.
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Note: If you need to enter multiple Noncompliance records with different Transaction
Issue Dates, you will need to save the currently viewed transaction and create a
second transaction to enter a different Transaction Issue Date.

If you need to enter multiple Noncompliance records with the same Transaction
Issue Date, you will need to enter a different sequence number for each record.

To delete a record, click the Delete button for that record in the grid. You will be
prompted to verify the deletion, and then the record is deleted.

Note: When you click the Delete button for a record, you are not deleting the
transaction 17. You are only deleting the individual record. To delete the entire
transaction 17, click the Delete button in the Header area at the top of the
screen.

After you have entered data on this tab and saved your changes, ensure that you
have entered the data required on the other tabs that are editable for this transaction,
then click the Validate button to validate the transaction data. Alternatively, you can
return to the transaction later; the transaction will have a status of In Progress,
retaining all the data you have entered.

Compliance

In Compliance mode, you can add, edit and delete Compliance records. The
Noncompliance tab displays two grids. The first grid lists all processed
Compliance/Noncompliance transactions associated with the policy. This data is
read- only. The second data grid lists unprocessed Compliance and Noncompliance
records associated with this transaction.

ype of Transaction: 17 Transaction Status: In Progress Print

Carrier: T Policy: WC78909 Primary Name: ABCDE CORP
Effective Date: 05/15/2009 Issue Date: 09/05/2010

Last Validated: M. Full Access 11/12/2010
‘here are In Progress/Validated/Submitted transactions assodiated with this policy. Please view the Transaction History tab for more information. Back to Prev

.

Noncompliance of Policy Terms

.~ | Processed Compliance/Noncompliance
This table contains transactions currently stored for this policy in WCRIEMA's internal system.

Natification Type Code IssueDate | Seq# effpe | Resson e e T ]

R:
Code=1 Code=2 Code=3 | Code=4 Brem /

- 3
® 1-Notification of Noncompliance Reason(s) ~ 08/25/2010 01 08/25/2010 01

(Y I »

Un-Processed Data
This table contains transactions that vou created durin this session that have not been processed and stored by WCRIEMA,
1 Motification T Tssue Date Seq = Eff Dt Reason Code #1| Reason Code 22| Reason Code 3| Reasan Code

. < >

Enter the information below and then click Save
o

Honcompliance/Compliance Notification Type Code: 2- Notification of Complance Reason(s) %

e nordertoentera Cumgliame transaction, you must select a corresponding NonCompliance transaction. Please select a radio option next to @ NonCompliance
Noncomplance transaction in the grid above.
P Primary Compliance Reason | Addiional Compliance
Code (#1):* Reason Code (£2):
1 Additional Compliance | Additional Compliance
Transaction Reason Code (#3): Reason Code (#4):
History
Compliance Effective Date:* v Seq Number:

& mternet

Before you create a Compliance record, you must select the Noncompliance record
that you want to reverse. In the grid listing processed Compliance/Noncompliance
transaction, select a radio button to specify the desired Noncompliance record.
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Then, to add a Compliance record, enter values in the data entry fields and click the
Add button. After validation, the new record is saved and appears in the grid.

To edit a record, click the Edit button in the corresponding row in the grid. The field
values for the record will appear in the data entry fields below the grid. Make the
desired changes and click the Update button.

Note: If you need to enter multiple Compliance records with different Transaction
Issue Dates, you will need to save the currently viewed transaction and create
a second transaction to enter a different Transaction Issue Date.

If you need to enter multiple Compliance records with the same Transaction
Issue Date, you will need to enter a different sequence number for each
record.

To delete a record, click the Delete button for that record in the grid. You will be
prompted to verify the deletion, and then the record is deleted.

Note: When you click the Delete button for a record, you are not deleting the
transaction 17. You are only deleting the individual record. To delete the entire
transaction 17, click the Delete button in the Header area at the top of the
screen.

After you have entered data on this tab and saved your changes, ensure that you
have entered the data required on the other tabs that are editable for this
transaction, then click the Validate button to validate the transaction data.
Alternatively, you can return to the transaction later; the transaction will have a
status of In Progress, retaining all the data you have entered.
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PRINTING POLICIES OR TRANSACTIONS

Manage Policy enables you to print processed policies and transactions. When you are
viewing a Policy Detail page or a Transaction Detail page, click the Print button in the
upper right-hand corner of the Policy Header.

Processed Policy Details Print
Carrier: 77777 Policy: WC78208 Primary Name: ABCDE CORP S—

Effective Date: 06/05/2008 Received Date: 05/11/2010 Coverage ID: 0291780
Status: Combo ID: 000291730
Status Date: Source: Policy
'
[
| Information Information Page
oo Policy Exp Date: 06/05/2008 Interstate Risk ID:
Insured Names Producer Name: EFG INS AGCY Business Segment ID: 0000000
Prior Policy Number: Policy Term Code: 1 - Standard one-year
= Legal Nature Code: 03 - Corporation Other Legal Nature:
Experience Rating Code: 3 - Intrastate rated only Type of Plan ID Code: 1 - Yoluntary Policy
Wrap-Up/OCIP Code: 2 - Non-Wrap-Up/OCIP Policy Type of Coverage ID Code: 01 - Standard Warkers Compensation Palicy
| Premium Employee Leasing Type: 1 - Hon-Employes Leasing Policy| Retro Rating Code: 3 - Mot Retrospective Rated
Hin Prem State Code: Ma % Deposit Prem Amount: §5,000.00
Exposure Policy Est Std Prem Totak $24,614.00 Policy Min Prem Amount:  $255.00
3A State(s): MA
3C Indluded State(s): ND, 3C Include/Exclude: (States Excluded)

| Endorsements
Employer Liability Limit: S50
B

£500,

ly Injury by Accident-Each Accident

0 Bocily Injury by Disease-Policy Limit

e .00 Badily Injury by Disease-Each Employee
anceliabions/

Reinstatements
Noncompliance
Transaction
History

|  ManageUsR(1)

WCRATINGS(1)

When you click the Print button, you will be prompted to save a PDF file, which you
can then open and print.

Note: If your browser is configured to display PDF files, the policy data will appear
in a browser window, at which point, you can print the information.

For transactions, the header of the first page includes Transaction Code, Issue
Date, and, if the transaction is In Progress or Validated, a label is displayed
indicating that the transaction has not been submitted for processing.

When you print a processed policy, all sections of the Policy Detail page will print. If
you print a transaction, only the sections applicable to the transaction will print. In
general, for a given Transaction Code, the sections that print correspond to the tabs
that are editable on the Transaction Detail page.
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SUBMITTING TRANSACTIONS FOR DCO PROCESSING

After you have created the transactions required to create or modify a policy, you can
submit the transactions for DCO processing. Transactions are submitted in the form of a
Submission file (a WCPOLS file).

Searching for Validated Transactions

Transactions are submitted to the DCO for processing in the form of a Submission
file. After selecting the transactions to include, you can create a Submission file
containing all the transaction details and either submit the file for processing or
download the file for review.

When you select Create Submission File from the Submissions menu, the Create
Submission File page appears.

Manage Policy

Create Submission

(A]u]

The grid lists all Validated transactions. You can use the search fields to find the
transactions you want to submit. The available search fields are as follows:

e Txn Code — Only transactions with the specified Transaction Code will be
returned in the search results.

e Issue Date — The search returns only records where the Issue Date is inthe
specified date range.

« Show My Transactions Only — If selected, only transactions that you createdin
Manage Policy will be returned in the search results.

After you have specified search criteria, click the Search button. The grid displays
all transactions matching your criteria.
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Note: You can sort the list by clicking a column heading; the records will be sorted
by the column values in ascending order. To reverse the sort order, click the

column heading again.

Note: This page enables you to delete one or more Validated transactions. In the
grid, select the checkboxes for the transactions you want to delete and click
the Delete button. You will be prompted to confirm the deletion.

Submitting a Submission File

To create a Submission file that you want to submit for processing, select one or more
transactions by clicking the checkbox in the corresponding rows, then click the Submit
to Bureau button.

The Submission file is created for the selected transactions and the file is submitted
for processing. Files submitted on business days, by 5:00 PM Eastern, will be
processed within 1 hour (occasionally longer, if overall submission volume is high).
Otherwise, files will be processed the next business day

Note: After a submission has been submitted for processing, the included
transactions will no longer appear in the Create Submission File search
results. If you need to review the submission details for an individual
transaction, ensure that you download the file (as described in the next
section), before submitting a submission file that includes that transaction.

Downloading a Submission File
To create a Submission file for review purposes, select one or more transactions by
clicking the checkbox in the corresponding rows, then click the Download WCPOLS

button.

The Submission file is created for the selected transactions and you will be
prompted to either view the file or save it locally.

Viewing Status of Submitted Submissions

After you have submitted transactions for processing, you may want to review the
details of the included transactions. You can do this by accessing the submission on
the View Submitted Submissions page.

To view submitted submissions, select Submissions > Search By Submission > Submitted
Manage Policy Submissions from the menu.

Note: The Submitted Manage Policy Submissions option differentiates between
submissions from Manage Policy and those from CDX (a separate system). The
search will return only submissions from Manage Policy that have been
submitted to, but not yet processed by, WCRIBMA.
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Note: The submissions are deleted from the Submitted Manage Policy Submissions
tab, after the submission is processed. The timing depends on when the
submission file is submitted, relative to the submission processing cycle. Refer
to Submitting a Submission File.

When you choose Submitted Manage Policy Submissions, the following page
appears.

Manage Policy

View Submitted Submissions

Submission Date Submed By
Manags Pobcy Test Company

Trargacten Code  lasus D e Carmier 10 Pabcy Humber ooy Effeive Duce

The grid lists all submissions that are submitted from Manage Policy. You can click
a value in the Filename column to view or download the Submission file containing
all transaction details for the submission.

Each row in the grid can be expanded to display the transactions included in the
submission. When you click the arrow icon in the first column, the list of
transactions appears. You can collapse the list by clicking the arrow icon again.

In the list of transactions, you can click a Transaction Code value to access the
Transaction Detail page for that transaction. Submitted transactions are read-only.

Note: You can also access transactions that are awaiting submission by using the

Search page or by using the Transaction History tab, of a Transaction Detail
page or Policy Detail page.
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VIEWING PROCESSED SUBMISSIONS

After a submission has been processed, you can check on the status of the submission in
order to determine if it was rejected, accepted, or accepted with errors. Manage Policy
displays the status of all submissions received at the Bureau, including submissions
received from other systems such as PEEP or a carrier’s policy entry system. Manage
Policy only displays details on submissions received within the previous twelve months.

You can search for a submission and view details about the submission, such as
how many transactions were included, how many were accepted, how many were
rejected, etc. If there were errors in processing, you can access error reports. If the
submission was created using Manage Policy, you can also download the
Submission file.

Note: Rejected submissions are submissions that could not be processed at the
Bureau, most commonly due to Transmittal Record errors. The system does
not reach the point of transaction processing. Rejected transactions are
transactions that could not be processed at the Bureau. If all transactions
rejected, for one or more transaction rejection errors, the status of each
transaction is rejected, but the submission status is accepted.

Searching for Submissions

To search for processed submissions, choose Submissions > Search Submissions
> Processed Submissions from the menu. The View Processed Submissions page
appears.

Manage Policy

SEARCH CREATE TRANSACTION SUBMISSIONS. IMPORT ERROR REPORTS END OF COVERAGE MYLIST HELP

View Processed Submissions

Received Date From: | {5001 2014

Submission 10z Fibe Name:

Submizsion Statue: [+ Submitted From: =l
[ =

Ervor Report: .ZI Shaw My ManagePolicy Submissions Only: O

e

Your search retumed 5 records.

Sobmarsion - Submigsion  Towal Recerd = of Accapeed = of Rajeceed .57 Processed  Submismion  TenRajecz  All Erroes
i Filg Name i e T e T e marched  Raceived Dace [ Er o el

Dz ject Rapor: Repont
I7777_20161215_ercct Accepted

1 £ 12/18/2016

FTITT_20161215_erl.txt Accepted 1 o 16 12/16/2016

3
9

F777T_20161213_wrrl ek Accepted 9 16 12/16/2016
9

FTTTT_20161215_srrd et Rejected (] 12/20/2026 12/20/2006 Wemw

v ¥ |w|w|
CR-OE-R B
P

Accepted 10 1 12/20/2016 12/20/2016

The View Processed Submissions page displays fields that allow you to specify

search criteria. When you execute the search, all submissions records matching your
criteria will be returned in the search results.

75



MANAGE POLICY USER GUIDE

The available search fields are as follows:

« Received Date—The search returns only records where the Received Dateis in
the specified date range. This field is required if the Submission ID is not
specified. The received date range cannot be longer than 30 days. Take week-
ends and holidays into account when searching.

o Submission ID— The search returns only records where the Submission ID
matches the value you enter. If entered, all other search criteria will be ignored.
This field is required if the Received Date is not specified.

e File Name— The search returns only records where the File Name matchesor
begins with the value you enter. A minimum of 4 characters must be entered.

e Submission Status— Only records with the specified Submission Status will be
returned in the search results. To search for all Submission Statuses, select the
blank option from the dropdown list. (Refer to Appendix A for Submission Status
definitions.)

e Submitted From— Only records with the specified Submitted From value will be
returned in the search results. To search for all Submitted From values, select
the blank option from the dropdown list.

e Error Report— Only records with the specified error report will be returned in the
search results. To search for submissions regardless of error reports, select the
blank option from the dropdown list.

e Show My Submissions Only—If selected, only records for submissions thatyou
submitted from Manage Policy will be returned in the searchresults.

After you have specified search criteria, click the Search button. The grid displays
all submissions records matching your criteria.

Note: If a row is displayed in red font, that submission is in the process of being
updated. You should ignore that row, until updates are complete (the row will
display in black font, when you refresh the screen).

Each row in the grid can be expanded to display the transactions included in the
submission. When you click the arrow icon in the first column, the list of transactions
appears. You can collapse the list by clicking the arrow icon again.

The lower right-hand corner displays the grid page numbers. Click a page number
to access another page of the search results. You can sort the list by clicking a
column heading; the records will be sorted by the column values in ascending
order. To reverse the sort order, click the column heading again.

Viewing Submission Status

The search results grid of the View Processed Submissions enables you to view
details about the submission. If there were errors in processing, you can access
error reports. If the submission was created using Manage Policy, in the last twelve
months, you can also download the Submission file.

After you have searched processed submissions, the grid displays all submissions
records matching your criteria.
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Note: If a row is displayed in red font, that submission is in the process of being
updated. You should ignore that row, until updates are complete (the row
displays in black font when you refresh the screen).

TSN il Name gbmeeon B8 Al Rglcd  Dfmaches BRIV Puoes  FRINS Dommee glleree
b 122335 Accepted |11 1 1 o 07/15/2010 | 08/06/2010 View Miew
.4 22408 7 20100715 033124.txt Accepted |15 1 0 a 07/15/2010 07/16/2010
k122405 Accepted |11 1 0 o 07/15/2010 | 07/16/2010
L4 22975 Accepted |26 o 2 o 07/26/2010 08/09/2010 View View
b 123124 Accepted |13 o] 1 1] 07/27/2010 | 07/25/2010 View View
L4 Accepted |13 1 [u] o 07/29/2010 07/25/2010 View
.4 Accepted |13 1 0 o 07/29/2010 | 07/30/2010 View
.3 Accepted |12 1 0 1] 08/04/2010 08/06/2010 View
L4 Accepted |2 1 0 o 08/04/2010  08/04/2010
4 Accepted |2 1 0 Q 08/04/2010 08/04/2010
* |123813 Accepted |3 2 0 1] 08/06/2010 | 08/06/2010
Transaction Code Txn Status Izzus Dats Carrier D Palicy Number EaligEiec:pe
05 - Cancellation/Reinstatement Accepted with Errors | 07/26/2010 77777 WC12345 07/01/2010
17 - Noncompliance of Policy Terms and Conditions Accepted 07/26/2010 77777 WC12345 07/01/2010
b 123875 Accepted |24 o] 2 1] 08/09/2010 08/10/2010 View View
L4 Accepted |24 2 0 o 08/11/2010 | 08/12/2010 View
b 124076 c:\spectrum\policies\77777_20100810_123 Rejected 11 o 1 o 08/11/2010 08/11/2010
b 124077 ci\spectrum'pelicies\77777_20100810_123 Rejected |11 1] i 1] 08/11/2010 | 08/11/2010 | View

The grid displays submission details, such as how many transactions were included,
how many were accepted, how many were rejected, the date when the submission
was received and when it was processed.

Each row in the grid can be expanded to display the transactions included in the
submission. When you click the icon in the first column, the list of transactions
appears. You can collapse the list by clicking the icon again.

Note: You will only see the transactions within the submission that you are allowed
to see based on your security. If the submission includes transactions that you
do not have security to view, those transactions will not be displayed and you
will see a message that you do not have security to view all of the transactions
in the submission.

You can click a value in the Submission ID column to access a Submission
Summary Report. Refer to “Viewing Submission Summary” for more information.

If the submission was created using Manage Policy, you can click a value in the File
Name column to download the Submission file containing all transaction details for
the submission.

The last three columns in the grid provide access to various error reports, as
explained in “Errors by Submission” in the “Viewing Error Reports” section.
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Viewing Submission Summary

The List of All Transactions on Submission Report Results page displays details
about the Submission and a grid that lists the transactions that were included in the
submission.

Manage

SEARCH  CREATE TRANSACTION *~  SUBMISSIONS ~~ ERRORREPORTS  ENDOF COVERAGE  MYLIST  HELP

List of All Transactions on Submission Report Results

Submission ID: 123813 File Name: MAP 77777 20100726 050203.txt
Received Date: 08/06/2010 Processed Date: 08/06/2010

# of Total Transactions: 2 # of Accepted Transactions: 2

# of Rejected Transactions: 1] # of Unmatched Transactions: [a]

# of Total Records: 3

Return to Submission List Print Report Download Report

D Txn Code Transaction Status Carrier ID Policy Numbzr Eff Dat= Issue Date

Canc/Rein | Txn S=q
D Code =
D 05 - Cancellztion/Reinstatement #&ccepted with Errors 77777 WC12345 Op01/2010 07/26/2010 1 ot

17 - Noncempliance of Policy Terms Accepted ZEITT. WC12345 07/01/2010 07/26/2010
] and Cenditiens

If the policy data associated with the transaction is available in Manage Policy, the
Policy Number will display as a hyperlink. When you click a Policy Number value in
the grid, the Policy Detail page appears.

The List of All Transactions on Submission Report Results page displays a Return
to Submission List button, which allows you to return to the View Processed
Submissions page with your search criteria and results displayed. The pages also
display a New Search button you can use if you want to return to the search page
with no criteria and results.

This page enables you to print the information or download it in the form of an Excel
spreadsheet.

To print the information, click the Print Report button. You will be prompted to save
a PDF file, which you can then open and print. To download the information, in
Excel, click the Download Report button. You will be prompted to save an Excel file.

Note: If your browser is configured to display PDF files or Excel files, the search

results will appear in a browser window, at which point, you can print or save
the information.
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IMPORT

Allows for users to import WCPOLS files into Manage Policy. After validating the file, the
transactions can be viewed in Manage Policy.

Importing WCPOLS files

The Import page allows users to import WCPOLS files into Manage Policy. Note that
files must have a .txt extension and should be less than 3MB.

quqge Policy RETURN TO MEMBERS AREA | MANAGE POLICY USER GUIDE
SEARCH CREATE TRANSACTION SUBMISSIONS IMPORT ERROR REPORTS END OF COVERAGE MYLIST HELP
Import
File Upload: Browse...

To Import a file, click on Browse and Choose the File to Upload in the popup

window. After the file is selected in the popup window, click open, then click Validate
on the Import page.

If the file passes the validation, the following message will show:

The file has been validated and loaded into Manage Policy. To submit the

transactions to the Bureau go to Submissions -> Create Submissions on the menu
bar.

If errors are encountered during validation, the file will not be loaded into Manage
Policy. The errors must be corrected on the file. The errors will be displayed on the
Import page. To download the errors in an Excel file, click on the Download button
and you will be prompted to save a .csv file.

quqge Policy RETURN TO MEMBERS AREA | MAMNAGE POLICY USER GUIDE

END OF COVERAGE MYLIST

File Upload: Browse

Validate Clear

77777_20141103_021555.1xt

This file has a tolal of : 3 emrors

Download

i | Comier: 77772 Policy Number. 7C939343801 Effective Date: 1/21/2013- A header record is required. | |

=
ve security to report data for Carmier Code 77772
e curity data for Carier Code 77772
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VIEWING ERROR REPORTS

When a submission is processed, it may be rejected, accepted, or accepted with errors.
You can determine if a submission has errors by viewing the search results grid of the
View Processed Submissions page, as described in this section.

Error reports are held in the Error Reports application, in the Secure Online Services
Account (SOSA) area. You must have specific security to access to the Error Reports
application.

Provided you have the appropriate security, you may access Error Reports from within
Manage Policy, as described below, or by going directly to the Error Reports application.
The Error Reports application enables you to search for errors across multiple
submissions and provides various search options.

Errors by Submission
If a processed submission was accepted with errors or rejected, the search results
grid of the View Processed Submissions page enables you to access error reports.

Manage Policy

SEARCH CREATE TRANSACTION SUBMISSIONS IMPORT ERROR REPORTS END OF COVERAGE MYLIST HELP

View Processed Submissions

Received Date From: {1 /2014

Submipsion  Toesl Record = of Accaprac = of Rajectad =9 ez
£ Count. Tung i Tang i .l'Jx":;"M Raceived Dace

For any submissions that include errors, the grid displays a View hyperlink in the
appropriate error report column(s). The View hyperlink allows you to access the
applicable error report, provided you have the security to access the Error Reports
application. If you do not have the security for the Error Reports application, the
View hyperlink will display, but will be disabled.

o Submission Reject Report—Displays the Submission Reject Report,
described below.

« Txn Reject Report—Displays the Transaction Reject Report, described
below.

« All Errors Report—Displays the All Errors Report, described below.
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Note: All transactions with errors will be included on the error reports. If the
submission status is “Unmatched”, at least one transaction has not completed
processing.

Each such transaction has a status of “Unmatched” and has undergone some
editing. The error reports will include “Unmatched” transactions that have errors
or warnings. When the submission status is “Accepted,” the “Unmatched”
transactions will have completed processing and may have additional errors.
(Refer to Appendix A for Submission Status and Transaction Status definitions.)

Each error report displays on a separate Error Reports tab. This allows you to move
back and forth between Manage Policy and Error Reports.

In Error Reports, you have the option to download the information in PDF format, by
clicking the Download PDF link or download it in the form of an Excel spreadsheet,
by clicking the Download Excel link.

Note: Your browser configuration will determine whether you must save the PDF or
Excel file, before opening it or if the file will open in your browser. If you save
the file, you may then open and print it. If it opens automatically or you choose
to open it, you may print it or save it.

Submission Rejection Errors

If you have security to view Error Reports, when you select to view the Submission

Reject Report, a new Error Reports browser tab displays. The top section displays

basic submission and error information. The bottom section displays a grid that lists
the specific error(s) that caused the submission rejection. It also identifies whether

an edit is fineable. Refer to Error Reports, below, and the Error Reports User Guide
for more specific information.

Error Reports

Search Errors

The checkbox in each row allows you to select records for inclusion in MyList, a
personalized view of specific error records that you have identified. After the desired
rows are selected, click the Add to MyList link. If you want to select all error records
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that are included in the current search results, click the Add all results to MyList link.

To access the records you have added, click the “MyList” icon that is above the
Submission ID field.

Note: MyList for errors is only accessible in Error Reports. It is separate from MyList
for policies and transactions in Manage Policy.

Transaction Rejection Errors

If you have security to view Error Reports, then when you select to view the
Transaction Reject Report (Txn Reject Report), a new Error Reports browser tab
displays. The top section displays basic submission and error information. The
bottom section displays a grid that lists the rejected transaction(s) and the specific
error(s) that caused the transaction rejection(s). It also identifies whether an edit is
fineable. Refer to Error Reports, below, and the Error Reports User Guide for more
specific information.

Error Reports

Search Errors

ME

The checkbox in each row allows you to select records for inclusion in MyList, a
personalized view of specific error records that you have identified. After the desired
rows are selected, click the Add to MyList link. If you want to select all error records
that are included in the current search results, click the Add all results to MyList link.
To access the records you have added, click the “MyList” icon that is above the
Submission ID field.

Note: MyList for errors is only accessible in Error Reports. It is separate from
MyList for policies and transactions in Manage Policy.

All Errors Report

If you have security to view Error Reports, then when you select to view the All
Errors Report, a new Error Reports browser tab displays. The top section displays
basic submission and error information. The bottom section displays a grid that lists
the transactions with rejection and non-rejection errors, with an error description for
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each. It also identifies whether an edit is fineable and whether an explanation is

allowed. Refer to Error Reports, below, and the Error Reports User Guide for more
specific information.

Error Reports

Search Errors

@ Letsct e
r

(] |

The checkbox in each row allows you to select records for inclusion in MyList, a
personalized view of specific error records that you have identified. After the desired
rows are selected, click the Add selected to MyList link. If you want to select all error
records that are in the current search results, click the Add all results to MyList link.
To access the records you have added, click the “MyList” icon that is above the
Submission ID field.

Note: MyList for errors is only accessible in Error Reports. It is separate from MyList
for policies and transactions in Manage Policy.
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SEARCHING FOR ERROR REPORTS

You may search for errors across multiple submissions, using various criteria, in the Error
Reports application. The Error Reports application may be accessed by selecting the Error
Reports menu item, in Manage Policy, or directly from the products list in the Secure
Online Services Account (SOSA) area. You must have specific security to access to the
Error Reports application. If you do not have access, the Error Reports tab and the item in
the SOSA products list will be disabled.

Error Reports

When you execute a search, in Error Reports, all submissions’ records matching your
criteria will be returned in the search results grid, up to a maximum of 1000 records. If the
number of records exceeds 1000 (but doesn’t exceed 20000), a message will display on
the screen that the results are only available in an Excel file to download. If the number of
records exceeds 20000, a message will display on the screen requesting that you refine
your search criteria.

The available search fields are below. Refer to the Error Reports User Guide for more
specific information.

. Data Source — The search returns errors for the data source that is selected.
To view only policy transaction errors, select WCPOLS.

. Submission ID — The search returns only records where the Submission ID
matches the value you enter.

. Received Date — The search returns only records where the Received Date
is in the specified date range. The received date range cannot be longer than 30
days. Take week-ends and holidays into account.

. Policy Number — The search returns only records where the Policy Number
matches the exact value you enter.

. Correction Seq Number — This field is used only for unit statistical data.

. Is Finable — The search returns records that match the value that you
selected. Leave the field blank for both finable and non-finable errors.

. Edit ID — The search returns only records where the Edit ID matches the

value you enter.
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. Error Status — The search returns only records where the Error Status
matches the value you select.
. Severity — The search returns only records where the Severity matchesthe

value you select.

Search Results
General information regarding Error Reports search results is below. Refer to the
Error Reports User Guide for more information.

Because the Error Reports application is used for policy transaction errors and unit
statistical errors:

e Some of the columns in the Error Reports search results apply only to policy
data and some apply only to unit statistical data.

« Most, but not all, of the error information can be displayed on the screen.
Complete error information displays in the Excel Download. As with the
search result screen some columns apply only to policy data and some apply
only to statistical data.

If a transaction status is “Unmatched” (identified as such in List of All Transactions
on Submission Report Results page), the transaction has not completed
processing, but it has undergone some editing. If errors have been found, the
transaction will be included in the search results. When the transaction has
completed processing, it may have additional errors or warnings which will be
included in subsequent search results. (Refer to Appendix A for Submission Status
and Transaction Status definitions.)

If the error resolution status can be determined, electronically, the resolution status
of the error will be displayed, in the Error Status column. For 03, 04, 05, and 17
Transactions, the resolution status cannot be determined, electronically. You will
need to review the history of submitted 03, 04, 05, and 17 Transactions to
determine error resolution status.

Some errors include an “Explain” link in the Explanation column. The link takes you
to the Explanation Capture System. Refer to the Explanation Capture System User
Guide for additional information.

Note: The Error Reports application gives you the option to download the
information in PDF format, by clicking the Download PDF link or download it in
the form of an Excel spreadsheet, by clicking the Download Excel link. The
PDF download displays the same columns that display on the search results
screen. The Excel download displays complete error data. Your browser
configuration will determine whether you must save the PDF or Excel file,
before opening it or if the file will open in your browser. If you save the file, you
may then open and print it. If it opens automatically or if you choose to open it,
you may print it or save it.
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The checkbox in each row allows you to select records for inclusion in MyList, a
personalized view of specific error records that you have identified. After the desired
rows are selected, click the Add selected to MyList link. If you want to select all error
records that are in the current search results, click the Add all results to MyList. To

access the records you have added, click the “MyList” icon that is above the
Submission ID field.

Note: MyList for errors is only accessible in Error Reports. It is separate from MyList
for policies and transactions in Manage Policy.

86



MANAGE POLICY USER GUIDE

VIEWING END OF COVERAGE STATUS

Manage Policy enables you to search for processed policies to verify a policy’s standing as
providing Workers’ Compensation coverage. The purpose of the End of Coverage Search
is to provide our members with a tool and opportunity to review any situation where their
carrier group no longer provides coverage to ensure the appropriate reporting of
cancellation, nonrenewal notices or renewal policies.

When you click End of Coverage in the menu bar, the End of Coverage page

displays.

End of Coverage

Select All Carriers
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The End of Coverage page displays fields that allow you to specify search criteria.
The available search fields are as follows:

End of Coverage Status — Only records with the specified End of Coverage
Status will be returned in the search results. A selection is required; the
choices are In-Force, Expired, Non-Renewed, Cancelled Mid Term, and
Cancelled Flat. Refer to Appendix A for definitions of the End of Coverage
Statuses.

Continuing Coverage Status — Only records with the specified Continuing
Coverage Status will be returned in the search results. A selection is required;
the choices are Continuing Coverage on Termination within Group,
Continuing Coverage on Termination Outside of the Group, and No
Continuing Coverage on Termination. Refer to Appendix A for definitions of
the End of Coverage Statuses.

Combo ID — The search returns only records where the Combo ID matches
the value you enter. If you enter less than nine characters, the application
adds zeros to the beginning of your entry.

Coverage ID — The search returns only records where the Coverage ID
matches the value you enter. If you enter less than seven characters, the
application adds zeros to the beginning of your entry.

Primary Insured’s Name — The search returns only records where the Primary
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Insured’s Name matches or begins with the value you enter. You must enter at
least four characters.

e Policy Number — The search returns only records where the Policy Number
matches or begins with the value you enter.

« Policy Effective Date Range — The search returns only records where the
Policy Effective Date is in the specified date range.

« Policy Expiration Date Range — The search returns only records where the
Policy Expiration Date is in the specified date range.

When you execute the search, all processed policy records matching your criteria
will be returned in the search results, up to a maximum of 250 records. If the
number of records exceeds 250, then 250 records will be returned and a message
will display on the screen to refine your search results.

If the policy data for the displayed transaction exists in Manage Policy, the Policy
Number will display as a hyperlink. When you click a Policy Number value in the
grid, the Policy Detail page appears.

Note: The End of Coverage page enables you to print the information or download it
in the form of an Excel spreadsheet. To print the information, click the Print
Results button. You will be prompted to save a PDF file, which you can then
open and print. To download the information, click the Download Results
button. You will be prompted to save an Excel file. (If your browser is
configured to display PDF files or Excel files, the search results will appear in a
browser window, at which point, you can print or save the information.)

The checkbox in each row allows you to select records for inclusion in MyList, a
personalized view of specific policy and transaction records that you have identified.
(If you want to select all currently visible records in the grid, select the checkbox in
the column heading row.) After the desired rows are selected, click the Add to
MyList link. For information about accessing the records you have added, refer to
the “MyList” section.

The lower right-hand corner displays the grid page numbers. Click a page number to
access another page of the search results. The page also displays a dropdown box
that lets you select the number of records to show per page. You can sort the list by
clicking a column heading; the records will be sorted by the column values in
ascending order. To reverse the sort order, click the column heading again.
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MYLIST

The MyList page is a personalized view of specific policy and transaction records that you
have identified.

Note: Policies and transactions are added to the list from the Search Results page.
When you click MyList in the menu, the MyList page appears.

quqge Policy RETURN TO MEMEERS AREA | MANAGE POLICY USER GUIDE

My List
Policies | Transactions

sssss licies and transactions that are never submitted will remain on M%L st until you remowe them or until they age out of ManagePolicy
(refer to user Gl.ude\ Submlrred transactions will be deleted, automatically, after the transaction has been processed.

Your list has 5 records.

Comer ID Policy # Effective Dote Ceveroge ID Ten Code Wab Siotus Insured Marms ADDRESS

Fr Ly WCSS75 C3/01/2014 113107% o8 In Progress SYLVESTERS SHACKS ')ET.?I'J.L"

The Policies and Transactions tab lists all policies and unprocessed transactions
that you have added to the list.

The Policy Number value is a link that allows you to access the Transaction Detail
page or the Policy Detail page.

To remove a policy or transaction, select the checkbox in the grid and click the
Remove from MyList link. (You can remove multiple records at once.) You will be
prompted to confirm the removal; if you answer No to this prompt, the removal will
be canceled.

Note: Validated transactions older than six months will be automatically removed
from the system and will no longer be available on the MyList page. Once a
Submitted transaction is processed by the Bureau, the status changes to Processed
and will be removed from the MyList page.
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APPENDIX A: ABBREVIATIONS AND DEFINITIONS

Term / Abbreviation

Definition

WCIO A voluntary association of statutorily authorized or licensed rating, advisory, or
data service organizations that collect workers compensation insurance
information in one or more states.

Bureau Workers’ Compensation state bureau. Also known as DCO.

CPAP The MA Construction Classification Premium Adjustment Program

DCO Data Collection Organization. A statutorily authorized or licensed rating,

advisory, or data service organization that collects workers compensation
insurance information, in one or more states. Often referred to as Bureau.

MA or WCRIBMA

The Workers’ Compensation Rating and Inspection Bureau of Massachusetts

WCPOLS The name for the WCIO file layout that carriers use to submit policy data to a
DCO.

WCRATINGS A web application that allows users to view rating worksheets online, in
WCRIBMA’s SOSA area.

Manage USR A web application that allows users to view unit statistical data online, in

WCRIBMA’s SOSA area.

In Progress transactions

Transactions that are created within the application, but have not been
validated. In Progress transactions can be viewed and modified, but cannot be
used as the basis for new transactions.

Validated transactions

Transactions that are created and validated within the application, but have not
been transmitted to the DCO’s backend system for processing. Validated
transactions can be viewed, modified, and used as the basis for new
transactions.

Submitted transactions

Transactions that the USER has identified as ready for Bureau processing, but
have not been processed by the DCO’s backend system.

Processed transactions

Transactions that have been processed by the DCO’s backend system. These
include all transaction types, which have been processed by the Bureau,
regardless of the source (Manage Policy, carrier system, etc.). Once a
transaction that was created from Manage Policy is processed, it is no longer
available in Manage Policy.
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Term / Abbreviation

Definition

Change transactions

Change Transactions are complete policy replacements; Transaction Codes 06,
08, 10, 14, and 15 are called Policy Replacements or Change Transactions.
Change transactions contain all policy information and result in complete policy
replacement.

Replacement policies

Generic terminology that is sometimes used interchangeably with the term
“change transactions.” A transaction contains all policy information, which
“replaces” previously reported policy information.

13 KeyH
change/replacements

Transactions that change the Policy Key Data fields, which are Carrier Code,
Policy ID Number, or Policy Effective Date. “Key” changes have Transaction
Code 06 and require a cancellation to cancel the replaced policy as of the
effective date of the 06 Transaction.

Non “key” change /
replacements

Transactions that make any change other than a “Key” change. These
transactions can be one of the following: 04, 08, 10, 14 and 15.

Policy Status

Policies that have been processed through the DCO’s backend system have
one of the following statuses:

Active - The policy was active and in effect for the full policy term.

Cancelled - The policy has been cancelled. The cancellation date falls between
the effective date and the expiration date of the policy.

Cancelled Flat - The policy has been cancelled on the policy effective date.

Reinstated - The policy has been reinstated. The policy was previously
cancelled, but has now been reinstated.

Non-renewal - The policy has been cancelled on the expiration date of the
policy and will not be renewed by the carrier.
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Term / Abbreviation

Definition

End of Coverage Status

A code that indicates if the policy and/or the subsequent policy are in force and
providing coverage, as of the date on which the data was last updated:

In-Force - The policy has a status of active, reinstated or non-renewed and the
current date is before the policy expiration date and the policy is still in effect
not expired or cancelled. Policies with the status of active, reinstated and
nonrenewal are in-force until they expire or are cancelled.

Expired - The policy status is active or reinstated or non-renewed and the
current date is on or after the expiration date.

Cancelled Mid Term - The policy has a status of cancelled, which means there
is a non-reinstated cancellation during the policy period

Cancelled Flat - The policy has a status of flat cancelled, which means there is
a non-reinstated cancellation effective, on the policy effective date

Continuing Coverage
Status

A code which indicates if and how coverage continues at the termination
(expiration or cancellation) of the policy, as of the date the data was last
updated:

Continuing Coverage on Termination within Group - There is another policy
within

the coverage id that is effective on this policy’s expiration or cancellation date,
where the insuring carrier is within the same carrier group as the expiring
carrier.

Continuing Coverage at Expiration outside of the Group - There is another
policy within the coverage id that is effective on this policy’s expiration or
cancellation date, but the insuring carrier is in a different carrier group.

No Continuing Coverage at Expiration - There is no other policy in the coverage
group that is effective on the expiration or cancellation date of this policy.

Submission Status

Indicates the status of a submission. The possible statuses are as follows:
Accepted - The submission has been accepted.
Rejected - The submission has been rejected.

Unmatched — One or more of the transactions within the submission has a
status of “Unmatched” (refer to Transaction Status).
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Term / Abbreviation

Definition

Transaction Status

Accepted — The transaction did not fail certain edits and was stored in the
DCO’s system.

IAccepted with Errors — The transaction failed some edits, but was stored in the
DCO'’s system.

Rejected — The transaction failed edits that prevented it from being stored in the
DCO'’s system.

Unmatched — The DCO’s processing system was unable to store the
transaction in a coverage ID. DCO staff will determine the correct coverage ID
for the transaction and manually assign the transaction to a coverage or if
necessary, reject the transaction. Note: Unmatched transactions undergo initial
editing and upon reprocessing undergo additional editing. At each step, any
errors will be included in Error Reports.

Processed — The DCO’s backend system could not store the data. DCO staff
needs to review the data to determine the appropriate action. The transaction
may have errors.

Transaction Code

Code that identifies a specific kind of transaction. Refer to “Transaction Codes”
in the “Creating Transactions” section for a definition of each Transaction
Code.”
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CONTACTS US

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

94


mailto:dataoperations@wcribma.org

	INTRODUCTION
	WEB BROWSER SPECIFICATIONS
	Cookies
	Opening New Windows
	Configuring Your Pop-up Blocker
	System Timeout
	PDF Documents

	ACCESSING MANAGE POLICY
	Logging into Secure Online Services Account (SOSA)
	Launching an Application

	NAVIGATING IN MANAGE POLICY
	Menu Navigation
	 Search
	 Create Transaction - Allows you to create a new transaction. When you select Create Transaction, two sub-choices appear:
	 Submissions - Allows you to create Submission files and search for submissions. When you select Submissions, two sub-choices appear:
	 Import - Allows you to upload a WCPOLS file into Manage Policy. The file will be validated before being uploaded into Manage Policy. Refer to ‘Importing Files’ for more information.
	 Error Reports - Allows you to search for errors across multiple submissions. For more information, refer to “Searching for Error Reports.”

	Detail Pages

	SEARCHING FOR POLICIES AND TRANSACTIONS
	Search Criteria
	Search Results
	Printing and Downloading Search Results

	VIEWING AND EDITING TRANSACTION DATA
	Transaction Details
	Multi-record Tabs
	Adding a Record
	Editing a Record
	Deleting a Record
	Transaction History
	Processed Transactions
	Unprocessed Transactions

	VIEWING PROCESSED POLICY DATA
	Policy Details
	Transaction History
	Processed Transactions
	Unprocessed Transactions
	Unit Statistical Data
	Experience Ratings
	CPAP – MA Construction Classification Premium Adjustment Program
	Certificates Of Insurance

	SEARCHING FOR CPAP LETTERS
	Search Criteria
	Search Results
	Printing and Downloading Search Results

	SEARCHING FOR CERTIFICATES OF INSURANCE
	Search Criteria
	Search Results
	Printing and Downloading Search Results

	CREATING TRANSACTIONS
	Create New Policy
	Create Txn from Existing Policy
	Transaction Code 01 – New Policy
	Transaction Code 02 – Renewal Policy
	Transaction Code 03 – Individual Endorsement Records
	Transaction Code 04 – Annual Rerate Period Data
	Transaction Code 05 – Cancellation/Reinstatement
	Transaction Code 06 – Policy Replacement due to Key Change
	Transaction Code 08 – Policy Replacement due to Rating Change
	Transaction Code 10 – Policy Replacement due to NonRating Change
	Transaction Code 14 – Policy Replacement due to Misc Change
	Transaction Code 15 – Policy Replacement to Add/Delete States to Existing MA Policy
	Transaction Code 16 – Issue Notice
	Transaction Code 17 – NonCompliance/Compliance

	MODIFYING POLICY DATA
	Policy Key Data
	General Information/Information Page
	Insured Names
	Addresses
	Premium
	Exposure
	Endorsements

	ADDING, EDITING, AND DELETING ENDORSEMENT RECORDS
	CANCELLATIONS/REINSTATEMENTS
	Cancellation
	Reinstatement

	NONCOMPLIANCE/COMPLIANCE
	Noncompliance
	Compliance

	PRINTING POLICIES OR TRANSACTIONS
	SUBMITTING TRANSACTIONS FOR DCO PROCESSING
	Searching for Validated Transactions
	Submitting a Submission File
	Downloading a Submission File
	Viewing Status of Submitted Submissions

	VIEWING PROCESSED SUBMISSIONS
	Searching for Submissions
	Viewing Submission Status
	Viewing Submission Summary

	IMPORT
	Importing WCPOLS files

	VIEWING ERROR REPORTS
	Errors by Submission
	Submission Rejection Errors
	Transaction Rejection Errors
	All Errors Report

	SEARCHING FOR ERROR REPORTS
	Search Results

	VIEWING END OF COVERAGE STATUS
	MYLIST
	APPENDIX A: ABBREVIATIONS AND DEFINITIONS
	CONTACTS US

