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North Carolina Rate Bureau
2910 Sumner Boulevard
Raleigh, NC 27616
919-783-9790

If at any time during these procedures you need assistance, you
may contact the NCRB, NCRF and NCIGA Information Center
at:

Phone: 919-582-1056
Fax: 919-783-7467
E-mail: wcinfo@ncrb.org
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Before You Start...

Wel come to the Manage AREAY-ARE) web applicatoa!ld Manag e
ManageAR is an online version of the North Carolina Workers Compensation

Insurance Plan Application for Designation of an Insurance Company (Acord

135NC). It guides you through the process of completing the application, provides

a variety of online tools like EZQuote for quickly estimating premiums, and even

checks your applications for errors before submission.

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

Online training videos have been created to assist you in using the new features in
ManageOwnership application. These are available in the new NCRB Online
Training Center located here. Should you have any questions regarding these
systems, please let us know by calling (919) 582-1056 between the hours of 8:30
am and 5:00 pm or via email at wcinfo@ncrb.org.

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

Nowl et 6s get started!
Web Browser Specifications

available within Internet Explorer 11. Other browsers, such as

ManageAR was developed to specifically take advantage of features V,"'ﬂ'
Chrome, FireFox, Opera and Netscape, are not supported at this time. @

You can download the latest version of Internet Explorer, free of charge, at
http://www.microsoft.com/windows/ie/downloads/default.mspx.

Cookies

ManageAR uses session cookies' to remember important information as you
move from page to page within the application. These session cookies reside in
your browserdés memory only as |l ong as your brows

! Many web applications use standard cookies i a standard

cookie is written to your hard drive and is used to remember you

the next time you visit the applicationds web site.
uses session cookies, not standard cookies, so no data is written

to your hard drive (unless you request to download a file).
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words, when you close your web browser after using ManageAR, the session
cookie is destroyed, thus protecting any data you entered while using ManageAR.

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

Opening New Windows

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

Configuring Your Pop-up Blocker

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

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

]

Step 1. Open Internet Explorer. Click on the Tools icon 2% in the top right
corner. Select Internet Options from the Tools list. The Internet
Options window displays.

Figure 1: Internet Explorer 11.0 Internet Options window (based upon
browser version, your view may look different)

Internet Cptions @

General |Security I Privacy | Content | Connections I Programs I ndvanced|

Home page

I Use current II Use default H Use blank

Browsing history

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

[T]Celete browsing histary an exit

Delete. .. I I Settings J
Search
,'- | Change search defaults. Settings
-
Vs
Tabs
Change how webpages are displaved in Settings
| tabs.
Appearance
Colors I I Languages J I Fonts J I Accessibility J

[ Ok ] I Cancel I Apply
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Step 2. In the Internet Options window, select the Privacy tab. The Privacy
tab information displays.

Step 3. On the Privacy tab, click the Settings button. The Pop-up Blocker
Settings window displays.

Figure 2: Internet Options Privacy Tab (based upon browser version,
your view may look different)

Internet Options @

| General | Security | Privacy |Contant I Connections I Programs I Advancedl

Settings

Select a setting for the Internet zone,

Medium \ PrivaCy Tab

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

privacy policy

- Blocks third-party cookies that save information that can
— be used to contack you without your explicit consent

- Restricks First-party cookies that save information that

can be used to contact vou without vour implick consent

l Sites I l Impoark I l Advanced I Default
Location
B Neve:r allow \v\_lebsites o request your Clear Sites
physical lacation
Pop-up Blacker
Turn on Pop-up Blocker Settings — Settings
InPrivate

Dizable toolbars and extensions when InPrivate Browsing starts

(o] 4 ] l Cancel I l Apply

Step 4. On the Pop-up Blocker Settings window, type www.ncrb.org in
the Address of website to allow field and click Add. The URL
www.ncrb.org is added to the list of Allowed sites.
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Figure 3:  Pop-up Blocker Settings Window (based upon browser version,
your view may look different)

Pop-up Blocker Settings @
Exceptions

Pop-ups are curently blacked. 'ou can allow pop-ups from specific
71| websites by adding the site ta the list below.
Address of website to allow:

wwaw.nrh, org Add

Allowed sites:
Remove
Remove all...
Matifications and blocking level:
Play a zound when a pop-up is blocked.
Show Motification bar when a pop-up iz blocked.
Blocking level:
IMedium: Block most automatic pop-ups VJ
Learn more about Pop-up Blocker
Step 5. Click Close to close this window.

System Timeout

ManageAR times out after it has been inactive for more than twenty minutes. The
following message displays, informing you to re-sign into the System.
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Figure 4. Session Expired Page

NCRB-NCRF-NCIGA

oth coslia
RATE BUREAU
REINSURANCE FACILITY
INSURANCE GUARANTY ASSOCIATION

NCRB * NCRF ¢ NCIGA

Error : 5 : Session Expired

Logon

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

Need a Logon Account?

Click New Account Instructions if you need a new account setup for accessing applications.
Already have a Logon Account? Expired session

notice

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

Enter Logon Information

| Logon |

Forgot Your Password?

Click here to request a new Password.

2910 Sumner Boulevard, Raleigh, NC 27616 Phone: (918) 782-0700 www.ncrb.or
& Copyright 2017, Marth Caralins Rate Bureau, North Cardlina Reinsurance Facility, North Carolina Guaranty Associstion
Privacy Statement| Terms of Use

PDF Documents

ManageAR 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 E, installed on @k comput er

You can download Acrobat Reader free of charge at http://www.adobe.com.
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Accessing ManageAR

Logging in to the Portal

AThe Portal o wildl provide access to al
NCRB, NCRF and NCIGA Web site, so you must log on to the Portal before you
can access ManageAR. To log in to the Portal, use the following procedure. (You
must use the valid user name and password that were provided to you.)

Step 1.

NCRB-NCRF-NCIGA
o

REINSURANCE FACILITY
INSURANCE GUARANTY ASSOCIATION

On the NCRB Web site (http://www.ncrb.orq), click the NCRB link
and then click on Workers Comp Services link. Under the Member
Services area, click the Logon to NCRB Portal link. The PORTAL
LOGON page displays.

Figure 5: Portal Logon page

NCRB ¢ NCRF « NCIGA

Step 2.

Logon

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

Need a Logon Account?

Click New Account Instructions if you need a new account setup for accessing web applications.

Already have a Logon Account?

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

Logon D"

Forgot Your Password?

Click here to request a new Password.

2910 Sumner Boulevard, Raleigh. NC 27616 Phone: (919) 783-8790 www.ncrb.org
& Copyright 2017, North Carolina Rate Bureau, Norh Caralina Reinsurance Facility, Merth Carolina Guaranty Association
Frivacy Statement|Terms of Use

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

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

of

t

he

Logon
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Launching an Application

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

Step 1. On the left navigation menu, click Workers Comp.

Figure 6: Portal Menu Items

Workers

Comp menu
/ item

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

Figure 7: Portal Application Name Menu Items

ManageAR sub
menu item
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Navigating in ManageAR

Primary Navigation Menus

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

The Top Menu
Figure 8: The Top Menu

ManageAR

REPORTS TOOLS ¥ ALERTS HELP NCRB.ORG BACK TO PORTAL

The top menu is customized according to the level of access you were assigned
when you were added to the ManageAR user list. For example, if you have
Administration rights, you will see the Admin item on the top menu. If you do not
have Administration rights, you will not see the Admin item on the top menu.

The Sidebar Menu

Figure 9: The Sidebar Menu
TRty Mana
REPORTS F
Worklist

Welcome Mickey 4
Payment Accounts Listed below is im

Welcome
Mew Application - Welcame ko b
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The sidebar menu is customized depending on where you are within ManageAR.
For example, when you first log on, the sidebar menu will show only four items,
Worklist, Search, Payment Accounts and New Application.

NOTE: If you do not have access to maintain Electronic Funds Transfer Payment
Accounts, you will not see the Payment Accounts menu item.

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

Figure 10: The ManageAR Sidebar Menu changes according to where you are within
the application.

ncrb
RATE BUREAU ManageAR 4

'KENNETH MICHAEL
04/10/2017 REPORTS TOOLS ¥  ALERTS HELP NCRB.ORG BACK TO PORTAL

Worklist ManageAR ID: 35148-00018 Applicant: KEN NEW

Search Business Names

Listed below are the business names associated with this application. To add a new business name, dlick Add Business Name, enter your data and dick Save. To edit a business

[Payment AC name, double-click on the row to populate the edit section at the bottom of the page.

Business Name
New Application KENS TREE SERVICE

Current Application

- Applicant

- Locations

- General

- Insurance

- Owners

- Class Codes

- Exp Mod

- Coverages

1 total records.
- Premium

- Payments Export Data Grid

- Documents

Business Name Details

- SuliiSun Enter the additional business names for this applicant. If the applicant does not have any additional business names, leave this section blank.

Business Name: | ‘

History

Print Form(s)

Application Menu Buttons

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

Figure 11: Application Menu Buttons

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

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

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

¢ Nexti Saves the data on the current page, and then progresses to the next
step of the 135NC application. No error checking is performed when this
button is clicked.

¢ Page-specific buttons T Some pages will display an additional, screen-specific
application menu button. For example, on the Officers page, the Add Officer
button allows you to add corporate officers to the application. These screen-
specific buttons appear only where appropriate.

Figure 12: Some pages contain application menu buttons that apply to actions
associated with that page.

Add Officer Dizlete Oficar

Delete App Previous
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Viewing Existing 135NC
Applications

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

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

Viewing Your Worklist

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

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

Figure 13: To view all the applications you are currently working with, click Worklist.
ncrb
RATE BUREAU ManaQEAR

REPORTS TOOLS ¥  ALERTS HELP NCRB.ORG BACK TO PORTAL

Worklist

Qur Worklist is comprised of the applications that you have access to view. Once NCRE receives a policy for an application it will no longer appear on your Worklist. Applications

Search that Wemaeclined and are over 60 days old do not appear on the Worklist. To view the details of an application, select a ManageAR Id link from the list below. If you are unable
to find an appMsiQQ, you can use the Search screen to locate it. You may view the Carrier Contact List for additienal carrier contact information.

Payment Accounts

ManageAR Status Carrier Coverage
Id Employer Nam® FEIN * Status Date Name Effective Date| ComboId = Coverage Id Agent

New Application 35148-00017 KEN APRIL 23173Me584_ MASCENT 04/07/2017 KENNETH MICHAEL
35148-00016 JILL JONN 465469840  NASTE 04/06/2017 KENNETH MICHAEL
35145-00014 JOHNNY JONES 854125874  MASCENT 04MoeR017 . KENNETH MICHAEL

The Worklist
35148-00012 CATHY JONES 654789654  NASCENT 04/06/2017 ) KENNETH MICHAEL
35148-00009 PAUL JAMES 852963147  NASCENT 03/13/2017 menu item KENNETH MICHAEL
35148-00010 RANDY JONES 654987321  NASCENT 03/13/2017 KENNETH MICHAEL
25148-00008 JOHN BLACK 123654987  MASCENT 02/23/2017 KENNETH MICHAEL
35148-00021 LYNN BANKS 637328282  INITIATED  04/09/2017 KENNETH MICHAEL
35148-00020 KENNY SMITH 521478566  INITIATED 04/07/2017 KENNETH MICHAEL
Step 2. To view an application on your Worklist, double-click the row

containing the application information, or simply click the
appl i cManageAR éddink.
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Searching

Figure 14: The Application Search Screen

ncrb
RATE BUREAU ManaQEAR

REPORTS TOOLS ¥  ALERTS HELP NCRB.ORG BACK TO PORTAL

Worldist Application Search

Use any combination of the fields below to search for an application.

Payment Accounts
\

Search Results

To view the details of an application, select 2 ManageAR Id link from the list below. You may view the Carrier Contact List for additional carrier contact information.

No Data to Display . The Search and

= The Status Definitions document contains 3 more detailed description of the various status definitions. Clear buttons

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

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

Step 3. Click the Search button.

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

Working with Search Results

Figure 15: The Search Results Grid

Search Results

To view the details of an application, select 2 ManageAR Id link from the list below. You may view the Carrier Contact List for additional carrier contact information.

Coverage
ManageAR Status Carrier Effective
Id Employer Name FEIN * Status Date MName Combe Id | Coverage Id Agent Date

35148-00019 INITIATED 04/07/2017 KENMNETH MICHAEL
35148-00013 CATHY JONES 985632587 INITIATED 03/27/2017 KENMNETH MICHAEL
35148-00011 FSDFSD 123456789 INITIATED  03/10/2017 KENNETH MICHAEL
35148-00002 KARIN OWNERSHIP 444555874 INITIATED 01/24/2017 KENNETH MICHAEL
35148-00003 KARIN TEST2 113654856 [INITIATED  01/25/2017 KENNETH MICHAEL
35148-00015 KEN JONES 123544897 [INITIATED  04/06/2017 KENNETH MICHAEL

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

¢ To sort the search results, click any of the grid column headings.
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Figure 16: To view the details of an application, cl
number.

Search Results

To view the details of an application, select 2 ManageAR Id link from the list below. Y

ManageAR Status
Id Employer Name FEIN * Status Date
35148-00019 INITIATED  04/07/2017
_____——»35148-00013 CATHY JONES 085632587 INITIATED  03/27/2017
35148-00011 FSDFSD 123456780 INITIATED  03/10/2017

25148-00002 KARIN OWNERSHIP 444555874 INITIATED 01/24/2017

25148-00003 KARIN TEST2 113654856 INITIATED 01/25/2017

¢ Toview the details of an application, double-click that application row, or
simply click the MhmgeARIdrmumizp pl i cati onds
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Entering a New 135NC
Application

Getting Started

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

Figure 17: Starting a new application
ncrb
RATE BUREAU ManaQEAR

REPORTS TOOLS ¥  ALERTS HELP NCRB.ORG BACK TO PORTAL

Welcome KENNETH MICHAEL!
Alerts - Review daily as items are continually updated.

Listed below is impartant information that should be reviewed before continuing.
Payment Accounts Test

- Bold text - http://google.com

Worklist

Search

New Application

Certificates of Insurance

- Please be advised that Certificates of Insurance do not need to be submitted to the NCRB. The NCRB does not retain the Certificates of Insurance.

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

Step 2. Enter the required information on the Applicant page. At a minimum,
you must complete the Employer Name, Address, City, State, Zip

Code, Legal Description, Requested Effective Date and Business
Description.

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

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

Upon entry of the initial identifying data fields (Applicant page),

ManageAR will access el igprobessingty infor mat:i
system. If an ineligibility (non-payment of prior premium obligation or

non-compliance of an audit), is detected, a notification box will pop-

up to alert the agent of the non-compliance. You can choose to stop

the application process at that point or you can proceed with

completing the remaining application fields and submit it to the

NCRB for processing.
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The new Compliance feature in ManageAR will conduct a high-level

review of our internal database based on the applicant name and

Federal Employers Identification Number (FEIN) only. Upon review

of the application by NCRBO&6s Assigned Ri sk
search will be conducted and may potentially identify an ineligibility

ManageAR did not initially recognize.

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

We strongly recommend agents resolve eligibility situations prior to

submitting the application to NCRB. However, if the agent chooses

to continue the application process in ManageAR, despite an

ineligibility existing, the application can only be held for a short

period of time before it must be declined. Duringt hi s fApendi ngodo ti me,
if the employer becomes compliant, the effective date of coverage

will be based on the compliance date, not the initial submission date

into ManageAR.

Step 4. To navigate to the next page, click the Next button. Follow the
instructions on each page to step through the process of filling in the
application. For information on using the application navigation
buttons to navigate through the application process, see Application
Menu Buttons on page 12 of this Guide.

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

Figure 18: Grids are used throughout ManageAR to display data used in completing
the application

Search Results
To view the details of an application, select 3 ManageAR Id link from the list below. You may view the Carrier Contact List for additional carrier contact information.
Coverage
ManageAR Status Carrier Effective
Id Employer Name FEIN * Status Date Name Combo Id | Coverage Id Agent Date
35148-00019 INITIATED 04/07/2017 KENMETH MICHAEL
35148-00013 CATHY JONES 985632587 INITIATED 03/27/2017 KENMETH MICHAEL
35148-00012 CATHY JONES 654789654 NASCENT 04/06/2017 KENMETH MICHAEL
35148-00011 FSDFSD 123456789 INITIATED 03/10/2017 KENMNETH MICHAEL
35148-00016 JILL JONN 465469849 NASCENT 04/06/2017 KENMETH MICHAEL
35148-00008 JOHN BLACK 123654987 NASCENT 02/23/2017 KENMNETH MICHAEL
35148-00014 JOHNNY JONES 854125874 NASCENT 04/06/2017 KENMNETH MICHAEL
35148-00002 KARIN OWNERSHIP 444555874 INITIATED 01/24/2017 KENNETH MICHAEL
35148-00003 KARIN TEST2 113654856 INITIATED 01/25/2017 KENMNETH MICHAEL
35148-00017 KEN APRIL 231231654 NASCENT 04/07/2017 KENNETH MICHAEL
AR14R-NNN1 R KEN TNNES 123844807 TMTTTATEN NAMNARMINT KERMNETH MTTHAFI
17 total racards

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

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

Figure 19: Sorting grids

Search Results

To view the details of an application, select 2 ManageAR Id link from the list below. '

ManageAR Status
Id Employer Name FEIN * Status Date

35148-00019 INITIATED 04/07/2017

35148-00013 CATHY JONES 985632587 03/27/2017

35148-00012 CATHY JONES 654789654 NASCENT

Click a column

35148-00011 FSDFSD 123456789 INITIATED 03/10/2017 header to sort...
35148-00016 JILL JONN 465469849 NASCENT 04/06/2017
Step 1. To sort the information in a ManageAR grid, simply click the heading

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

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

Figure 20: Adding Information to a Grid

Business Names

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

Business Name
CATHY'S GROCERIES

1 total records.

Export Data Grid

Business Name Details

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

Business Name: ‘ ‘

BEE T TN ETTE NG T

Step 1. On the Business Names page, type the new business name in the
Business Name field. To save the business name you have three
options:

7 Click Save to save the business name. If applicable, any
edit failures for the current page are displayed.

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

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

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

Figure 21: Editing grid Information

Business Names

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

Business Name
KENS GROCERIES

KENS TREE SERVICE

\

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

2 total records.

Export Data Grid

Business Name Details

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

Business Name: ‘ ‘

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

The page refreshes with the row information displayed in the fields
beneath the grid.

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

Figure 22: Deleting information from a grid

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

Business Name

KENS GROCERIES

KENS TREE SERVICE

2 total records.

Export Data Grid

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

Business Name: |KENS GROCERIES |

Add Business Name Delete Business Name

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

Step 2. The Adetail so section of the page is popul
from the selected row.

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

Step 4. Click Save.
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Printing Grid Information

Figure 23: Printing information that is in a grid

Owners/Officers

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

% Birth Class
Name Title Coverage Salary ‘Ownership Date Duties Code
OWNER 1 PRESIDENT ELECT £42,000 50.00 1/1/1970 MANAGER 8810
OWNER 2 VICE PRESIDENT ELECT $40,000 50.00 2/10/1972 OFFICE MANAGER 8810
2 total records.
Step 1. Once a row has been saved and appears in the grid, an Export Data

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

ile Download |

Do you want to open or save this file?

@ j Mame: Data.xls
[Hl Type: Microsoft Office Excel 97-2003 Worksheet

Fram: test.ncrb.org

Open ][ Save ]| Cancel |

harm your computer. IF you dao not trugt the zource, do not open or

|@| While files fram the Intermet can be uzeful, zome files can potentially
"
E zave thiz file. What's the rigk?

Step 2. Click the Open button. A new Excel spreadsheet will open with the
exported data.
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Xd9- -5 Data [Compatibility Mode] - Microsoft Excel
Home | Inset  Pagelayout  Formulss  Data  Review  View
e _ )
& cut Verdana Tl or A A= %] Brr S Wrap Text General - ij“ % Bad
p’ " (53 Copy ~ e A 0 00 C a:) I Format lcul,
aste = = o o = = o -5 <0 onditional Forma i Chd]
e Fromatpanter B 4 U | H A =E= EMergesecenter- 8 - % 7 | %8 % ol Format Calculation =
Clipboard 7 Font Alignment 7 Number ]
Al - fe| Name
A B c D E F G H
1 Name ] Title Coverage| Salary %Ownership BirthDate Duties ClassCode
2 OWNER 1 PRESIDENT ELECT " $42,000 50 1/1/1970 MANAGER " 8810
3 OWNER 2 VICE PRESIDENT ELECT " $40,000 50 2/10/1972 OFFICE MANAGER " 8810

4 2 total records.

Step 3.

Use the Excel print feature to print the data.
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Class Codes

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

ManageAR also provides a pop-up tool to allow you to viewacla s s

codeos

assigned risk and loss cost rates for the past five years. For instructions on using
this tool, see Viewing Historical Class Code Assigned Risk Rates and Loss Cost

Rates on page 41.

Figure 24: Searching for a Class Code

Search Criteria

Class Code:

Tolocate a class code, enter either a class code or keyword and click Search.

Keyword: |computer

Search Type: (8 Cantains ) Begins With *

Search

To search for a class code:

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

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

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

entered.

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

Step 3. Click Search.

The results of your search are displayed in a grid in the Search
Results section.
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Figure 25: Class Code Search Results

Search Results

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

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

y 0016 FARM - ORCHARD OR GROVE & DRIVERS Planting, pruning, spraying, pickling, packing, stering and shipping opet

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

next to the class code in the Search Results grid.

Adding a class code to your application
Step 1. To add a class code to your application, double-c | i ck t he cl ass code:

row within the grid in the Search Results section. The class is added
to the Selected Class Codes section at the top of the page.

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

Using Class Code EZ Add

Figure 26: Class Code EZ Add

Class Code E7 Add

1f vou know the class code to assign to this application, vou may enter it and click Add. NOTE: EZ Add utilizes the
class code's primary phraseology, To view alternate phraseologies for a class code, use the Search feature belaw.

Class Code: 4299 %

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

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

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

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

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

in time.

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

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

AAre you sure you want to d¥esete this cl as
button. The selected class code is removed from the application.
Click the No button to cancel the deletion.

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

ManageAR offers two methods of searching for experience modifications:

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

¢ An Experience Modification Lookup tool, available on the Tools menu,
allows you to drill down to view the Experience Modification and ARAP values
for the last five years (when available). For more information on using this tool,
see Viewing Historical Experience Modification Ratings on page 41.

Searching for Experience
Modifications to Automatically
Populate the Application

Figure 27: Searching for Experience Modification Factors

NCRB-NCRF-NCIGA

NCRB ¢ NCRF « NCIGA

(=
i

rarth ool
RATE BUREAL
REIMSURAMCE FACILITY
IMSURANCE GUARANTY ASSOCIATION

Workers Compensation Experience Modification Lookup
NCRB.org Back to Portal Help
Experience Modification Lookup

To search for an Experience Modification, enter either the Employer Name, Coverage Id or Combo Id and click Search. To namrow the search by Employer Name, you may also
enter a dty.

Employer Name: City: |

Coverage Id: Combo Id: |6555047
Search Type: @ Contains ) Begins With * m

Search Results
Select an employer and double-click to view the Experience Modification and ARAP factors for the last 5 years. You will not be able to view an Experience Modification for an

ol subject to i ience rating. For additional information, see the Frequently Asked Questions section of the Help page.
Employer Combo Coverage Interstate
Name Address Id 1d 1d
SASHA DOGGIE LLC 123 SASHA LAME, RALEIGH, MC 27610 £555047 25101400
Step 1. On the Exp Mod page, enter any combination of search criteria in the

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

Step 2. Click Search.

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

Step 3. If necessary, click the + symbol beside the company name to view a
listing oftheemploy er 6s secondary names.

Step 4. If an experience modification and ARAP are available for the
employer (as shown in the Exp Mod and ARAP columns), double-
click the employer (or secondary name) row to populate the
Experience Modification and ARAP fields with the data from the
table.

I f the Experience Modification value
call the NCRB Information Center to
Experience Modification. If the Experience Modification value

contains the word @ NOIEReempoyeen t hi s
does not have an Experience Maodification and that you should enter

fi 1000 both the Experience Modification and ARAP fields.
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Creating Accounts for
Electronic Funds Transfers

Setting up a bank account for
Electronic Funds Transfer (EFT)

Step 1. On the sidebar menu, click Payment Accounts.

Note: If you do not see the Payment Accounts menu item, you do
not have Security Rights to maintain Payment Accounts. You may
contact the Master Web Administrator (MWA) for your office to obtain
access to this feature.

Figure 28: Creating Payment Accounts

ncrb

rate sureau BUENE

REPORTS

Worklist ManageaR. ID: 1

Locations

Lisked below are
wour data and ¢
MNew Application the page.

Current Application Elsies

- Applicant

Step 2. On the Payment Accounts page, type in the Financial Institution,
Description, Account # and Routing # of the account that you would
like to draft in the Payment Account Details Section.

NOTE: The Description is the text that will appear in the dropdown
list on the Payment page. Users will utilize this description to
determine which account to draft.

Step 3. Select which users are authorized to draft from the payment account:

7 Myself i select this option if you do not want any other users
drafting from the account.

¥ Agency (Single Location) i select this option if your
agency has only one location, OR, if your agency has
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multiple locations and you only want users from your location
utilizing the account.

¥ Agency (Multiple Locations) i select this option if your
agency has multiple locations and you would like users from
all locations to draft from the account.

Step 4. Enter the email address that should receive draft notifications and
click Save.

Step 5. Click on the EFT Authorization Form hyperlink. Complete the form
and fax it along with a copy of a cancelled check to the NCRB AR
Department.

NOTE: The account will not display in the Payment Accounts
section located on the Payment page until the NCRB has received
the EFT Authorization Form and has activated your account for
drafting.

This is a one time setup process per account.

De-activating a bank account for
Electronic Funds Transfer (EFT)

If you would like to prevent a user from selecting a bank account for future drafts
but do not want to delete the account, you may de-activate the account.

Step 1. On the sidebar menu, click Payment Accounts.
Note: If you do not see the Payment Accounts menu item, you do
not have Security Rights to maintain Payment Accounts.

Step 2. Double-click the row that contains the bank account that you would
like to de-activate.

Step 3. De-select the Allow Payments checkbox and click Save.
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Deleting a bank account for
Electronic Funds Transfer (EFT)

You cannot delete bank accounts that are associated with active applications.
Active applications are ones with a status of Initiated, Nascent or Pending. You
may delete accounts on Assigned, Covered or Returned applications where the
last status change applied was more than 14 days ago. An example would be
deletion of an account where it was last used on an application that was assigned
more than 14 days prior to the current date.

Step 1. On the sidebar menu, click Payment Accounts.

Note: If you do not see the Payment Accounts menu item, you do
not have Security Rights to maintain Payment Accounts.

Step 2. Double-click the row that contains the bank account that you would
like to delete.
Step 3. Click the Delete button. The system will display a prompt asking you

to confirm you would like to delete the account. Click OK.
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Applying Payments to your
Application

ManageAR offers three methods of applying payments to your application:

¢ Electronic Funds can be transferred from an A g e n badksaccount to the
NCRB.

¢ Electronic Funds can be transferred fromaPr emi um Fi nance Companyds
bank account to the NCRB.

¢ Checks can be mailed to the NCRB. Types of checks can include agency,
premium finance, cashiers, certified or money order. Checks must be made
payable to the NC Rate Bureau. To ensure proper processing, include a
printed copy of the confirmation page with the check when you mail it to the
NC Rate Bureau.

Coverage Effective Date Rules For
Various Payment Methods

Electronic Funds Transfer:

If you elect to pay electronically, coverage will be bound effective as of 12:01am on
the first day following the submittal of the application with the required deposit
premium.

Check:

If you elect to pay via check, coverage will be bound effective as of 12:01am on the
first day following the postmark date on the envelope of the mailed application and
required deposit premium.

Paying for Premium using a Check

Step 1. In the Payment Details section on the Payments page, select the
Check radio option and click Save.

Step 2. Mail your check along with a printed copy of the confirmation page.
The confirmation page is available after you submit the application to
the Rate Bureau for processing. If you have already submitted the
application, on the sidebar menu click Confirmation. Click the Print
Confirmation button located at the bottom of the page.
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Paying for Premium using an
Agent 0 sAceoant k

Step 1. In the Payment Details section on the Payments page, click the
Electronic Funds Transfer radio option.

Step 2. Select the Agency Account radio option. This will enable the
Account and Payment Amount fields.

Step 3. Select the Agency Account that you would like to draft, enter the
payment amount and click Save. For more information on setting up
bank accounts for draft, see Setting up a bank account for Electronic
Funds Transfer (EFT) on page 30.
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Paying for Premium using a
Premium Finance Companyds Bank
Account

If the premium is financed, you have the ability to designate the Premium Finance
Company to submit an Electronic Funds Transfer as opposed to mailing a check.
The NC Rate Bureau recommends that you contact the Premium Finance
Company prior to designation.

ManageAR provides the ability for a Premium Finance Company to access certain
Assigned Risk applications and to authorize an EFT draft from their account.

Step 1. In the Payment Details section on the Payments page, click the
Electronic Funds Transfer radio option.

Step 2. Select the Premium Finance Account radio option. This will enable
the Premium Finance Company dropdown list.

Step 3. Select the Premium Finance Company who will be issuing an
Electronic Funds Transfer for the premium associated with this
application and click Save.

The Premium Finance Companies listed are ones that have

registered with the NC Rate Bureau to be used by ManageAR. It is

the agentds r esponsRrdmiuinFitagcet o veri fy that
Company of your choice will properly service your needs. If the

Premium Finance Company you would like to use is not listed, the

Premium Finance Company may contact the NC Rate Bureau to

obtain a Web Account registration form as well as an EFT

Authorization Form.

Step 4. Contact the Premium Finance Company and tell them the
ManageAR ID and Employer Name of the application to which they
need to apply payment.

Step 5. Obtain a completed Premium Finance Agreement from the Premium
Finance Company and upload the form on the Documents page.

NOTE: You will not be able to submit the application to NCRB
for processing until the Premium Finance Company authorizes
the EFT draft and a completed Premium Finance Agreement is
uploaded on the Documents page.

Step 6. The Premium Finance Company must log into ManageAR, apply an
EFT payment and notify you that the payment has been applied.

Step 7. After the payment is applied, access ManageAR to submit the
application to NCRB for processing.

NOTE: The Coverage Effective Date will be bound effective as
of 12:01am on the first day following the date that you submit
the application to the Rate Bureau.
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Uploading Required Documents
and Completing an Ownership
Change

Uploading Required Documents

If General page questions 5,6, 7 or 8 are aehdtkedPa¥yYmsats p
this Premium Financeddé is checked 6YesoO, t
uploaded before allowing a User to submit an application. The exception is if an

NCRB Internal User is submitting a ManageAR application on behalf of an Agent,

documents will not be required to be uploaded in order to submit an application.

The following documents will be required based on General page answers:

ge O
e

a
h sys

1 Question 5: Client Supplemental Employee Leasing Application

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

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

1 Question 8: Truckers Supplemental Application

The following document wil|l be required when Pay
Financedd is checked O0Yesb:

9 Premium Finance Agreement

Step 1. In ManageAR, click the Documents tab.
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Figure 29: Documents page

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

I

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

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

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

button for the application.
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