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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: wecinfo@ncrb.org

DOCUMENT VERSION 1.4 2/24/2016 ii



ManagePolicy User Guide

Contents

BEFOIrE YOU SEAI... oot e e e e e sttt e e e e e e st e e e e e e e e snnreeeeeas 1
Web Browser SPECITICAtIONS .......uiiii it s s r e e e e e reaae e 1
(00 101 (1= PSSR PRSI 1
Opening NeW WINAOWS ........oooiiiiiiiieee e, 2
SYSEM TIMEOUL.....ccei i 5
PDF DOCUMENTS ...ttt ettt e e ettt e e e e et et e bab e e e e e e e e en b e e e e eeeeesbnnanaeeeaees 5

ACCESSING MANAGEPOIICY oeeiiiiiiiiiiiiiiiiiiieie ettt ettt e e e e e eaeeeesaeaesesasesssasssssssesnsnsennnes 6
Logging into the Secured MembDErS AFBa........cuueiiiiiiiiiiiiiiie et 6
Launching an APPLCALION ........cuueiiiiiiiee et e e e e 7

Navigating in ManageEPOlICY ......uuuuiiiiiiiiiiiiiiiiieieieieee e eeeeeeeeeeeeeeeeeeeaeaseessssesaresesereserenernrannnes 8
MENU NAVIGALION ......teiieiitiie ettt e et e e e st e e e sbe e e e e sabbeeeesbneeeeane 8
Detail PAges ..o 9

Searching for Policies and TranSaCHiONS ........cocuiiiiiiiiiieiiie e 11
SY=To T (o o W O (=T - WP P TR UOPPPPPRPPTN 11
SEAICN RESUILS ...t e e e e e e e e e e s anees 14
Printing and Exporting Search ReSUlS..............ccooooii i, 14

Viewing and Editing TranSaction Data..........cueeeiiiiiiiiiiiiee e 16
TranSaCtioN DELAIIS ........oii et e e e e e e e e 16
TranNSACHION HISTOIY .......ueiiiiiiiii ettt e e e e 21

Viewing Processed Policy Data.........cccccoooeiiii 23
POLICY DELAIIS ...ttt sttt 23
TranNSACHION HISTOIY .......ueiiiiiiiii ettt e e b e e e nens 24
UNit STALISHICAI DALA .....eeeeeieeeieiiiie et e e e e s e enene e eas 25
EXperience RatiNgS .....coooeviiii e 26

Creating TranNSACTIONS ....ciiiiiiiii ittt st e e s bbbt e e s bb et e e s st b e e e s aanneee s 27
Transaction Code 01 — NEW POLICY ......uuuuriiiieiiiiiiiiieieeieeseeeeseeeeeseessasseeserrerrererererre——————.. 29
Transaction Code 02 — ReNeWal POIICY .........uuviiiiiiiiiiiiiiiiiiiiiieieieseseseesveeeeeeeeeeeeeeeeveaeaenenes 30
Transaction Code 03 — Individual Endorsement RECOIAS ...........coovriiiieiieeeiniiiiiiieeeeeene 31
Transaction Code 04 — Annual Rerate Period Data............ccceeeviiiieiiiiiee e 33
Transaction Code 05 — Cancellation/Reinstatement...........ccccooviieeiiiieeiniiee e, 35
Transaction Code 06 — Policy Replacement due to Key
103 0= T Lo [ PP PTPRP 37
Transaction Code 08 — Policy Replacement due to
L= ] o O = g T T PRSPPI 38
Transaction Code 10 — Policy Replacement due to
NONRALING CHANGE ...ttt e e e e e et e e e e e e e e annbbeeeeas 39
Transaction Code 14 — Policy Replacement due to Misc
(01 g F- T oo [ TP PP PPPRPPTN 40
Transaction Code 15 — New Policy Txn Adding NC Mid-

LS 0 PR 41
Transaction Code 15 — Policy Replacement to

Add/Delete States to EXiSting NC POICY .......cuueviiiiiiiiiiiiiei e 42
Transaction Code 17 — NonCompliance/ComplianCe .........cccceveeeeeiiiiiiiieeie e criieee e 43

MOAifYiNG POIICY DaAta........uueiiiiiiiiiiiiiiiiii ettt e ettt e e e e e s bt e e e e e e e e e e annes 45
[0 1103V 1= YA - - S 45
INFOrMALION PAGE ...ttt e e e e e e e e e babreeeaae e s a7

DOCUMENT VERSION 1.4 2/24/2016 iii



ManagePolicy User Guide

eI U] £=To I A= T 1= PSPPI 48
F Yo [0 =S PRSPPI 51
[ =10 2110 PRSPPI 52
EXPOSUIE....ceeeeiiiee ettt e e s et e e e e e 53
[ Lo (0] £57=T 0 4= o £ ST 54
CancellatioNS/ReINSTAIEMENTS ........uuiiiiiiie e e e e e s e e e e e e s annnes 57
NONCOMIPIIBNCE ...ttt e e sttt et abb et e st b e e e s bbb e e e s annneee s 60
Printing Policies or TransactionS......cccccceevvvvciiiieeeee e, Error! Bookmark not defined.
Submitting Transactions for DCO ProCeSSING ..uuuiiiieiiiiiiiiiiiie e esciiiieeeee e e s e ssnianeeeeeessnnenes 64
Searching for Validated TranSacCtioNS ..........ccuvieiieeeiiiiiiiieee e s srrre e e e s e e e e e s eneees 64
Viewing Status of Submitted SUDMISSIONS ........c.c.ovviiiiiiiii e 66
Viewing Processed SUDMISSIONS ....oiiiiiiiiiiiiie e 67
Searching for SUDMISSIONS ... a e e e anes 67
Viewing SUDMISSION SEALUS ..........u s 69
Viewing SUbBMISSION SUMMAIY .......uuu s 70
VIEWING EFTOr REPOITS ooiiiiiiiiiiiiiiiieeiieeieeeee ettt ee ettt et e eeeeeeeeeaesassssassssssssssssssssssnsssnnesnnnnes 71
Errors DY SUDMISSION ......uviiiiiiiiii et 71
Searching for ErrOr REPOIS. .......uuiii ittt 75
Y = SRR PURPRTPRR 77
OB tAINTING HEIP s 78
Appendix A: Abbreviations and DefinitiONS .........coevviiiiiiiiiiiiieiieieeeeeeeeeeeeeeeeee e 79

DOCUMENT VERSION 1.4 2/24/2016 iv



ManagePolicy User Guide

Before You Start...

Welcome to the ManagePolicy web application! ManagePolicy 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 in a
special data file called a Submission file (WCPOLS file).

3. Check the status of the Submission to determine if errors occurred in the
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 is accomplished.

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. ManagePolicy was
designed to be user-friendly and easy-to-use, but if you have problems, you can refer
to this guide for help.

Now let’s get started!

Web Browser Specifications

,.-_—-"'ﬂ_‘“l
ManagePolicy was developed to specifically take advantage of ya
features available within Internet Explorer 9.0 or higher. Other

browsers, such as 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

ManagePolicy 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

DOCUMENT VERSION 1.4 2/24/2016 1
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you close your web browser after using ManagePolicy, the session cookie is destroyed,
thus protecting any data you entered while using ManagePolicy.

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. ManagePolicy 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 ManagePolicy 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 ManagePolicy.

Configuring Your Pop-up Blocker

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

To allow pop-ups from the NCRB Web site using Internet Explorer 9.0, 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.

DOCUMENT VERSION 1.4 2/24/2016 2
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Figure 1: Internet Explorer 9.0 Internet Options window (based upon
browser version, your view may look different)

Internet Options @

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

Horne page
/’ To create home page tabs, type each address onits own line.,
g - T - T 7
= hitt epointp jtePages/Home. -

[ Use current: ][ Use default ][ Use blank.

Browsing histary
i Deleke terporary files, history, cookies, saved passwords,
' and web Form information .

[ Delete browsing history on exit

Delete. .. ] [ Setkings ]
Search
}_;‘ Change search defaults.
Tabs
tCah‘;asnlge how webpages are displayed in
Appearance
[ Colors ] [ Languages ] [ Fonks ] [ Accessibiliby ]
[ CIK ] [ Cancel ] Apphy
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 @

iaeneral I Security | Privacy |Cur|ter|t I Connections | Programs | Adwvanced ‘

Settings

Select a setting For the Internet zone,

Medium \
- Blocks third-party cookies that do not have a compact PriVaCy Tab

privacy policy

- Blocks third-party cookies that save information that can
(] be used ko contact you without your explicit consent

- Restricts first-party cookies that save information that

can be used to contact wou without your implicit consent

[ Sites ][ Impork ][ Advanced ] Default

Lacation

B Mever allow websites to request your Clear Sites
physical location

Pop-up Blocker
Turn on Pop-up Blocker Settings 4 — Settings
InPrivate

Disable toolbars and extensions when InPrivate Browsing starts

K ] [ Zancel ] I Apply
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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.

Figure 3:  Pop-up Blocker Settings Window (based upon browser version,
your view may look different)

Pop-up Blocker Settings @
Exceptions

Pop-upsz are cunently blocked. You can allow pop-ups from specific
B !l websites by adding the site to the list below.

Address of website to allow:

v ncrb. ong Add
Allowed sites:
Remave
Remaove all...
Motifications and blocking level:
Flay a zound when a pop-up iz blocked.
Show Matification bar when a pop-up iz blocked.
EBlocking level:
IMedium: Block most autamatic pop-ups ']
Learn more sbout Pop-up Blocker
Step 5. Click Close to close this window.
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System Timeout

ManagePolicy times out after it has been inactive for more than twenty minutes. A
message displays indicating that you must log into the system again.

NCRB-NCRF.NCIGA
RATE '

EAL
REINSURANCE FACILITY
INSURANCE GUARANTY ASSOCIATION

NCRB ¢ NCRF ¢ NCIGA

Error : 5 : Session Expired

Logon
Web Applications can only be acce
any reports or functions can be accessem

by authorized personnel. Access requires a secure logon before
ers of the system must first be authorized.

Need a Logon Account?

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

Enter your Logon ID and Password below and click Logon to continue. The * Explred session
reqguired. notice
Enter Logon Information

Logon ID*

Password*

| Logen |

Forgot Your Password?

Click here to request a new Password.
Box

Re
Privacy Ststement|Tems of Use

© Copyright 2015, North Carolina R Guaranty Associstion

PDF Documents

ManagePolicy supplies some forms and rep
Format) form. To read PDF documents, you must
Adobe Acrobat Reader™, installed on your computer.

in PDF (Portable Document
a PDF reader, like

Expired session

t'
You can download Acrobat Reader free of charge at http://www.ad mrj?.lvcf....
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Accessing ManagePolicy

You will access ManagePolicy from the Secured Members Area of the NCRB, NCRF
and NCIGA Web site. This section describes how to get to the Log On page, enter your
credentials, and access ManagePolicy.

Logging into the Secured Members
Area

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

1. Onthe NCRB Web site (http://www.ncrb.org), click the NCRB link and then
click on Workers Comp Services link. Under the Member Services area, click
the Logon to NCRB Portal link. The Secured Members Area Logon page
displays.

MNCRB-NCRF-NCIGA

g NCRB « NCRF « NCIGA

TE
REINSURANCE FACILITY
INSURANCE GUARANMTY ASSOCIATION

Logon

Web Applications can only be accessed by authorized personnel. Access requires g8
any reports or functions can be accessed. Users of the system must first be authdri

cure logon before

Need a Logon Account?

Click New Account Instructions if you need a new account setup for a€cessing web applications.
Already have a Logon Account?

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

x

Lagon ID*

Password*

| Logon |

Forgot Your Password?

Click here to request a new Password.
PO Box 178010, Raleig
2810 Sumner Boulevard, Rsl 8

@ Copyright 2015, North Carclina Rate Bureau. rth

ob.ong
orth Carolina Guarsnty Association

2. Enter your Logon ID and password. Click the Logon button. The Secured
Members Area page displays.
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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.

Launching an Application

The Secured Members Area is the common place from which all secured applications
are accessed on the NCRB, NCRF and NCIGA Web site. 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:

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

v Workers
ome Comp menu
NCRB.org item

Personal Lines

Workers Comp

General

Help

Logoff

3. On the sub-menu, click ManagePolicy. The application page displays.

AR Application Status Loakup

Depop Report

Experience Mod Lookup

ManagehR.

ManagePolicy
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Navigating in ManagePolicy

ManagePolicy 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 ManagePolicy.

Menu Navigation

ManagePolicy 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.

POLICY USR BACK TO PORTAL NCRB.ORG

SEARCH

CREATE TRANSACTION - SUBMISSIONS .~ REPORTS * MYLIST HELP

The menu choices are as follows:

e Search—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.

e Create Transaction—Allows you to create a new transaction. When you 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.

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.

e 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 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.

DOCUMENT VERSION 1.4
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o Search By Submission—Allows you to search for submitted
submissions that came from ManagePolicy, or for processed
submissions that came from either ManagePolicy or from another data
source such as PEEP or CDX. 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 ManagePolicy,
you can download or view the Submission file.

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

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

e Back to Portal—Displays the NCRB Portal Home page.

¢ NCRB.ORG—Displays the NCRB Web site Home page.

o Help—Displays the Help page, which includes the DCO Address, Contact

Number, and Email Address; a link to the ManagePolicy User Guide, and a link
to Frequently Asked Questions.

Detail Pages

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

DOCUMENT VERSION 1.4 2/24/2016 9
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R Manage Palicy/ USR

POLICY USR BACK TO PORTAL NCRBE.ORG
SEARCH CREATE TRANSACTION -~ SUBMISSIONS -~ REPORTS -~ MYLIST HELP

[0

Transaction Status: Validated

Carrier: 99996 Policy: NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 01/10/2015 Tssue Date: 03/10/2015

] Header Information

| Information Page  Policy Exp Date:* 011102016 Interstate Risk 1D:
1
Producer Name: ANYNAME PRODUCER
| Insured Names
- Prior Policy Number: Policy Term Code:* 1 - Standard one-year =]
| Addresses Legal Nature Code:* 01 - Individual [=] Other Legal Nature:
-1 -
| Experience Rating Code:* 5 - Not Rated [*]|  Type of Plan ID Code:* 1 - Voluntary Policy [=]
Pramium
- Wrap-Up/OCIP Code:* 2 - Non-Wirap-Up/GCIP Palicy [=] Type of Coverage ID Code:* 01 - Standard Warkers Compensation Policy
| Exposure Employee Leasing Type:* 1 - Non-Employee Leasing Policy [=] Retro Rating Code:* 3 - Not Retrospective Rated
.
| T Employer Liability Limits Amounts
gﬁ:‘:rﬁ?gil\l injury by Accident - Each Accident g9 gop =]
Other Bmkiilv Injury by Disease - Policy Limit 500,000 [=]
Amount:*
Other Bodily Injury by Disease - Each 100,000
L Employee Amount:* =
Premium
| Transaction History
Deposit Prem Amount: 1,000 palicy Est Std Prem Total:* 1,000
Policy Min Prem Amount:* 1,000 Min Prem State Code:* e [>]

3A/3C States

I

2 S(ijcothar{stites Coverage): bt
‘. P Indicate if other states are covered by this

If this is 3 multi-state policy, indicate the "

states that were covered at any time during the %‘%‘e}gﬁﬁ'eﬂ the states to

policy period. If a state was added/removed "

mid-term, they should be selected.

States Excluded [=] =
O a ] AL I
O az az i
O e B ax

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 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 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, ManagePolicy will display the current view of the
policy as it exists in the DCO’s policy system. It will not reflect changes defined
in any unprocessed transactions.

- Manage Policy/USR

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION -~ SUBMISSIONS -~ REPORTS -~ MYLIST HELP

Search Data was last updated on 03/13/2015

Palicy Search NJ/C Letter Search

Choose the type of data to retrieve:
@ Search Policies and Web Transactions

aning = 2

19998 - MAP Training = 1 Search Transactions

g
Txn Code:

Web
Status:

© search Policies
Status:
Enter additional filter criteria:
Combo ID: Coverage ID:

Insured's FEIN: Policy Number:
Primary Insured's Name:

Policy Effective Date: To:
Policy Expiration Date: To:
lc4) Ag Your search retumed 49 records.
O | cnier Policy Number Coversge D | Policy Eff Date Insured Name Address TnCode | Webstats
[] %9% |REGRESSIONIVIQ 01/23/2015  SYSTEM TESTER RALEIGH, NC 27501 i
D 99996 BEGRESSIONFRIDAYO1 03/01/2015 REGRESSION INSURED ADS, AB 11111
D 59958 REGRESSIONIV1 01/23/2015 PRIMARY PERSON RALEIGH, NC 27502
D 59958 WVST2015C 01/26/2015 MYSTERY INC RALEIGH, NC 27502
D 59996 MINTEST314 01/01/2015 MANAGEPOLICY 3.1.4 RALEIGH, NC 27616
] 9%  MTESTING31S 02/24/2015 UK BOX CARY, LA 78505
D 59558 JVREGRESSION311 01/23/2015 JESSICA TESTER APEX, NC 27502
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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 ManagePolicy. Transactions
from other sources (for example, PEEP), will not be returned in search results.

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

e Search Policies and Web Transactions—Both policy records and Web
transaction records will be returned. (For policy records, only processed
policies will be returned in the search results.)

e Search Transactions—Only Web transaction records will be returned, with the
following additional filters.

@)

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 ManagePolicy 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 ManagePolicy, but the transaction data can be viewed by
searching for the policy itself.

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

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

DOCUMENT VERSION 1.4
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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 less than seven characters, the
application adds zeros to the beginning of your entry.

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

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 less than
nine characters, the application adds zeros to the beginning of your entry.

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

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.

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

o 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.

DOCUMENT VERSION 1.4 2/24/2016 13
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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.

Your search returned 132 records,
Carrier ID Palicy Number Coverage ID | Policy Eff Date Insured Name Address Txn Code | Web Status
595% 01/23/2015  SYSTEM TESTER ASTON, PA 19014 03 InProgress 3

59996, 03/01/2015  REGRESSION INSURED REDWOOD CITY, CA 94063 03 InProgress

59998 01/23/2015  PRIMARY PERSON BUFFALO GROVE, IL 60083 08 InProgress

99998 02/17/2015 ELIZABETHTOWN, NC 28337 03 InProgress

59996 7898YU 02/17/2015 INDIANAROLLS, IN 45250

99996 GB768HYYUL 02{17/2015 CONCORD, NC 280255150
99998 YIUUOIUO98 02/17/2015 ALPHARETTA, GA 30004
53938 MVTESTING318 02/24/2015  JUKE BOX ALLIANCE, OH 44801
9999  REGH INFRIDAYD1 03/01/2015  REGRESSION INSURED NORTHPORT, AL 354750356
9999  JVST2015A 01/20/2015  BOB'S BARGIN BIN EXPORT, PA 156325067
99998 YGT3908UIU 12/05/2014  ANGEL DIVINE CINCINNATL, OH 45242

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, transaction, and error 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.

Printing and Exporting Search
Results

The Search page enables you to print search results or export them to a variety of
formats, including an Excel spreadsheet or PDF file.

With the desired results displayed, click the Print Results button. A preview window will
appeatr, displaying a Print button and an Export link. If you click the Print button, the
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results are sent to the printer. If want to export the results, select the desired format
and click Export. You will be prompted to specify filename, and location to which the
results will be exported.
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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.

ManagePolicy 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.

narth caralina
RATE BLREAL

[0

POLICY USR
SEARCH

BACK TO PORTAL NCRBE.ORG

CREATE TRANSACTION -~ SUBMISSIONS -+ REPORTS -~ MYLIST

Transaction Status: Validated

HELP

Manage Policy/USR

Carrier: 99996 Policy: MNEWTXNTEST
Effective Date: 01/10/2015 Issue Date: 03/10/2015

Primary Name: ELLA ENCHANTED

N |

Header Information

| Information Page  policy Exp Date:® 0zaTe Interstate Risk 1D:

Producer Name: ANYNAME PRODUGER
| Insured Names

- Prior Policy Number: Policy Term Code:* 1 - Standard one-year []
| Addresses Legal Nature Code:* 01 - Individusl [=] Other Legal Nature:
| Experience Rating Code:* 5 - Noi Rated =] Type of Plan ID Code:* 1 -Voluntary Policy =]
Premium
| Wrap-Up/OCIP Code:* 2 - Non-Wrap-Up/OCIP Folicy [*]|  Type of Coverage ID Code:* 01 - Standard Workers Compensation Policy

| Exposure Employee Leasing Type:*  1- Non-Employee Leasing Policy E Retro Rating Code:* 3 - Not Retrospective Rated
| . Employer Liability Limits Amounts

Other Bodily injury by Accident - Each Accident =

Amount:* 100000

O'Iher Budil\l Injury by Disease - Policy Limit 500,000 [=]

O'Iher Budll\l In]llry by Disease - Each 100,000
l Employee Amount: =]

Premium
| Transaction History

Deposit Prem Amount: 1,000 palicy Est Std Prem Total:* 1,000

Policy Min Prem Amount:* 1,000/ Min Prem State Code:™ NC [x]

3A/3C States

Hiis e 5 muluseste palicy, indicate the
states that were coverad ataréy time during the
palicy period. If a state was a dad/remu
mid-term, they should be selecter

3C (Other States Coverage):

Indicate if other states are covered by this
policy. If yes, select the

includefexclude:

States Excluded [=] =
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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, 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) and the transaction Issue Date
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 not been
validated. (An In Progress transaction cannot be used as the basis for creating
a new transaction.)

e 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.)

e Submitted—The transaction has been submitted for DCO processing but has
not been processed yet.

When you click the Validate button, the application will validate the data on all the
editable tabs by running basic edits. 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 is ready to be added to the WCPOLS file.

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
creation or policy change to take effect. ManagePolicy enables you to create a
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Submission file that includes the transaction and submit it for DCO processing.
For details, refer to “Submitting Transactions for DCO Processing.”
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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.

[
| Insured Names @ Indicates Primary Name

Exposure
| Mame of Insured:*

| Information Page Insured Name FEIN NsmeLinkID | Cont Seg# | PEO Indicator Cha Eff Date Cha Exp Date
1 & ELLA ENCHANTED 789456123 0oL 0oL c
121212121 o0z o001 P
1 ELSA ARENDELLE 787878787 ooz 001 P
| Addresses ANNA ARENDELLE 324694694 004 o001 =
Enter the information below and then dlick Save
| Primary Name:= No [x]

o S— Federal Employer ID Number (EFIN):

PEO or Client Company Code:
| Transaction History

« Back Mexd 33

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/Compliance, have slightly different behavior when adding,
editing, and deleting records. Details are provided in "Endorsements,"
“Cancellations/Reinstatements,” and "Noncompliance/Compliance" 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 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 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.

- T Manage Policy/USR

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION ~~  SUBMISSIONS -~ REPORTS -~  MYLIST HELP

Carrier: 95996 Policy: NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 03/01/2013 Received Date: 01/05/2015 Coverage ID: 07358860
Status: Active Combo ID: 8337607

Status Date:  02/01/2013
There are In Progress/Validated/Submitted transactions associated with this policy. Please view the Transaction History tab for more information.

Back to Previous

| Transaction History

Processed Transactions

Information 268 | (i on & bmission 10 link for details

Transaction Cods Issue Dats Status | Recsived Dats | Submission ID File Name -
| el 02 - Renewal 09/28/2013 | Accepted With |01/05/2015 226487 pdep_10804c_00032_201501050422.6¢t
rrors
| 10- Policy Replacement due to Non-Rating Change ~ 11/18/2014  Accepted 01/05/2015 228487 pdep_10804c_00032_201501050422.bxt E
| Addresses 02 - Renewal 09/28/2013  Rejected 01/02/2015 228335 pdep_10804c_00032_201501020627.bxt
| 10 - Policy Replacement dus ko Non-Rating Change  11/18/2014  Rejected 01/02/2015 228335 pdep_10804c_00032_201501020627.6x¢
Premium
08 - Palicy Replacement due to Rating Changs 11/22/204  Rejectad 1/a32me 225286
08 - Policy Replacament dus t Rating Changs 11/20/2014  Rejectsd 11/21/2004 225164
Exposure
. 10- Policy Replacement due to Non-Rating Change  11/18/2014  Rejected 11/19/2004 224959
| B 08 - Policy Replacement due to Rating Change 08{06/2014  Rejectad 08/07/2014 214742
| Cancellationsf Pending and Unsubmitted Transactions
Reinstatements ! Transaction Code Tssue Data Web Status File Nama Creatad By Craatad Date
N 03 - Endorsements 02/15/2015 Validatad M. va 02/19/2015
| Noncompliar
Compliance
| Transaction History
| ManageUSR(1)
| WCRATINGS(0)
wBack Next

Processed Transactions

The Processed Transactions grid lists all transactions that have been processed by the
Bureau. This screen lists all transactions received for this policy. Rejected transactions
are not applied to the policy. The accepted and accepted with errors transactions
provide a record of changes that have already been applied to the policy.

If the submission is within the past 6 months 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 ManagePolicy within the previous six
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.
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Unprocessed Transactions

The Unprocessed Transactions grid lists all In Progress, Validated, and Submitted
transactions. You can edit In Progress transactions and Validated, 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 the Bureau.
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Viewing Processed Policy Data

ManagePolicy 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.

=X 1 Manage Policy/USR

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION -~ SUBMISSIONS *~ REPORTS “~  MYLIST HELP

Carrier:

99996 Policy: NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 11/01/2014 Received Date: 02/05/2015 Coverage ID: 07598860
Status: Active Combo ID: 8397607
Status Date:  11/01/2014
There are In Progress/Validated/Submitted transactions associated with this policy, Please view the Transaction History tab for more information,

Back to Previous

|
| Information Page
Information Pace Policy Exp Date: 11/01/2015 Interstate Risk 1D:
o < Producer Name: AD SERVICES
Prior Policy Number:  TESTNEW0Z Policy Term Code: 1 - Standard one-year
o Legal Nature Code: 03 - Corporation Other Legal Nature:
e Experience Rating Code: 3 - Intrastate rated only Type of Plan ID Code: 1 - Voluntary Policy
1 Wrap-Up/OCIP Code: 2~ Mon-Wrap-Up/OCIP Policy Type of Coverage ID Cnde:gér;qs;g;g‘\;‘;gm
Addresses Employee Leasing Type: 1 - Non-Emplayee Leasing Policy Retro Rating Code: 3 - Not Retrospective Rated
Min Prem State Code:  NY Deposit Prem Amount:  $1,102,641.00
Policy Est 5td Prem Total: $763,585.00 Policy Min Prem Amount:  $750.00
Premium 3A State(s): NC, AZ, AR, CA, 0O, CT, FL, G, 1D, IL, IN, K5, KY, MA, MI, MN, MO, MT,
: NV, NY, N3, O, Ok, OR, P, RI, 56, 20, TN, T, UT, VA, a, WY
3CIncluded State(s): D, OH, Wh, WY 3€ Include/Exclude: (tates Excluded)
o Employer Liability Limit: §1,ooo,ooo‘oo Bodily Injury by Accident-Each Accident
1,000,000.00 Bodily Injury by Disesse-Policy Limit
1,000,000.00 Badiy Injury by Disease-Each Employee
Cancellations/

Reinstatements

Noncompliance/
Compliance

| Endorsements
| Transaction History
| ManageUSR(1)

WCRATINGS(0)

Mext 3

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.
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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.

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.

-— Manage Policy/USR

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION ~  SUBMISSIONS -~ REPORTS ~~  MYLIST HELP

Carrier: 59956 Policy: NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 09/01/2013 Received Date: 01/05/2015 Coverage ID: 07598860
Status: Active Combo ID: 5337607

Status Date:  03/01/2013
Thers are In Progress/Validsted/Submitted transactions associated with this policy, Please view the Transaction History tab for more information.

| Transaction History

Processed Transactions

nformation Page | Gy on ubmission 10 link for details

Transaction Code Issue Date Status Received Date  Submission 1D File Mame -
e e 02 - Renawal 09/28/2013 :cn:epled with 01/05/2015 228487 pdep_10804c_0D0032_201501050422.0x¢
Frors —
10 - Policy Replacament dus to Non-Rating Change 11182014  Accepted 01/05/2015 228487 pdep_10804c_00032_201501050422.6 E
Addresses 02 - Renewal 05/28/2013  Rejected 01/02/2015 228335 pdep_10804c_00032_201501020627. 66k
10 - Policy Replacement dus to Non-Rating Change 11/18/2014  Rejected 01/02/2015 228335 pdep_10804c_00032_201501020627.6xt W
Premium
08 - Policy Replacament dus t Rating Change 11/22/2014  Rejectsd 11/23/2014 225286
08 - Policy Replacement due to Rating Change 11/20/2014  Rejected 11/21/2014 225164
Exposure
| 10- Policy Replacament dua to Non-Rsting Changs 11/18/2014  Rajectsd 11/19/2014 224969
08 - Policy Replacement due £ Rating Changs 08/06/2014  Rejected  08/07/2014 214742

Cancallztionsf Pending and Unsubmitted Transactions
Reinstatements Transaction Code Issue Date Web Status File Name Created By Created Date

03 - Endorsements 02/19/2015 Validated M. va 02/19/2015
Noncompliance/ 5 - Endorsements
Compliance

| Endorsements
| Transaction History
| ManageUSR(1)

WCRATINGS(0)

« Back Next 5

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.

If the submission is within the past 6 months 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 ManagePolicy within the previous six
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.
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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 the Bureau.

Unit Statistical Data

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

Manage Policy/USR

» =
S i D

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION -~ SUBMISSIONS - REPORTS - MYLIST HELP

Carrier:

99996 Policy:  NEWTXNTEST ary Name: ELLA ENCHANTED
Effective Date: 11/01/2014 Recei e: 02/05/2015 Coverage ID: 07558860

Active D: 8397607
e 11/01/2014
view the Transaction History tab for more informaticn.

‘Back to Previous

1 Manage USR

#

Information Page Click the Report # below to navigate to the USR details.
Report % Correction # Comection Type Status Due Date Days Definquent Submission 1D
00 Pradelinquent 08312016 o

Insured Names

Addresses

Cancallations/
Reinstatements

Noncompliance,
Compliance

‘ Endorsements
‘ Transaction History
‘ ManageUSR(1)

WCRATINGS(0)

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

The grid displays all USR data for the policy and policy effective date.
If you have permission to the ManageUSR web application, this tab displays a link to

the application. When you click the Report # hyperlink, you will navigate away from
ManagePolicy, to the ManageUSR web application. The application opens in the
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context of the policy you are working with, displaying search results for the Carrier ID,
Policy Number, and Policy Effective Date.

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.

p— =
th i
= Manage OIIC']// USR
| —— ]
POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION - SUBMISSIONS -~ REPORTS -~ MYLIST HELP

Carrier: 35395 Policy:  NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 11/01/2014 Received Date: 02/05/2015 Coverage ID: 07538860
Status: Active Combo ID: 8397607
Status Date:  11/01/2014
There are In Progress/Validated/Submitted transactions associated with this policy, Please view the Transaction History tab for more information.

Back to Previous
|
WCRatings
T e Rating Type Release Date Issue Date Effective Date: Revision Number Status Rating
Experience 03/06/2014 03/06/2014 05/15/2014 01 N 1.2400 1.3500
+ E—
Experience 11/04/2014 11/04/2014 05/15/2014 02 N 1.2400 1.3500

Insured Names
4

Addresses
Premium

Exposure

Cancellations/
| Reinstatements

Noncompliance/
Compliance
1

Transaction History

1

ManagelISR(1)
1

‘ « Back

‘ Endorsements
‘ WCRATINGS(2)

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 only the most current rating for the policy and policy period. If there
are ratings for multiple effective dates, the grid will display the most current rating for
each effective date associated with the policy.

In each row, the value in the Type column is a link to a PDF file containing the rating
worksheet, DNQ letter, or Withdrawal letter.
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Creating Transactions

ManagePolicy 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.

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.

08 — Policy Replacement due to Rating
Change

Replaces the existing policy or applies changes to
the policy as of the policy changes effective date
thru the policy changes expiration date, due to
changes in any aspect of the policy that pertains to
or results in a change to the premium.
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Transaction Code

Description

10 — Policy Replacement due to
NonRating Change

Replaces the existing policy or applies changes to
the policy as of the policy changes effective date
thru the policy changes expiration date , 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 the existing policy or applies changes to
the policy as of the policy changes effective date
thru the policy changes expiration date, 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 ratings
and non-rating changes.

15 — New Policy Txn Adding NC Mid-Term

15 — Policy Replacement to Add/Delete
States to Existing NC 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 has included NC on
the policy after the policy effective date.

Replaces the existing policy or applies changes to
the policy as of the policy changes effective date
thru the policy changes expiration date , due to
inclusion or exclusion of states in the list of states
that are covered by the policy.

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 NC Mid-Term

Create Txn from Existing Policy
01 — New Policy
02 — Renewal Policy
03 — Endorsement

04 — Annual Rerate Endorsement

05 — Cancellation
05 — Reinstatement
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06 — 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 NC Policy
17 — Noncompliance/Compliance

Note: The Create Txn from Existing Policy sub-choices will be restricted based on the

record 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 processed
policy or viewing a Validated 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

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

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

To create a new transaction, perform the following steps:

1.

Select Create Transaction > Create New Policy > 01 - New Policy.
OR

View a processed policy or a valid Validated 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.

The Transaction Detail page appears. Four tabs are disabled:
Cancellations/Reinstatements, Noncompliance, ManageUSR, and WCRatings.
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3.

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 all the
data you have entered.

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 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 NC Policy

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

Note: If you create the transaction from an existing policy, the Prior Policy Number

field is automatically set to the Policy Number value from the existing policy, and
the Policy Effective Date is automatically set to the Policy Expiration Date value
from the existing policy.

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 (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.

The Transaction Detail page appears. Four tabs are disabled:
Cancellations/Reinstatements, Noncompliance, ManageUSR, and WCRatings.
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3. 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 all the
data you have entered.

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 transaction with one of the following Transaction Codes:

e 01— New Policy

e 02 - Renewal Policy

e 03— Individual Endorsement Records

e 06- Policy Replacement due to Key Field Change

¢ 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— Policy Replacement to Add/Delete States to Existing NC Policy

If you are viewing a transaction without one of the Transaction Codes listed above, the
03 Transaction Code will not appear 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 valid Validated 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.
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3. The Transaction Detail page appears. Two tabs are enabled: Endorsements and
Transaction History. You cannot navigate to any of the other tabs.

Access the Endorsements tab and add one or more endorsements. Each
endorsement you add must contain variable or extension data.

Refer to “Endorsements” in the “Modifying Policy Data” section for details about
adding endorsements.
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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 all the
data you have entered.

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 transaction with one of the following Transaction Codes, and the policy or
transaction Policy Term Code must be 5 - Three Year Variable or 8 - Other.

e 01— New Policy

e 02 - Renewal Policy

e 04 — Annual Rerate Period Data

e 06 — Policy Replacement due to Key Field Change

e 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— Policy Replacement to Add/Delete States to Existing NC 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 setto 5 - Three Year Variable
or 8 — Other, the 04 Transaction Code will not appear in the Create Txn from Existing
Policy menu.

When you create a new 04 Transaction, all data is copied from the viewed policy or
transaction into the new transaction except the following:

e Policy Effective Date
¢ Policy Expiration Date
e Policy Term Code

e 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 transaction (as listed above).
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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 WC000405
endorsement (or if the endorsement does not have a period 2 or 3 specified), you
will be warned of this and prompted to add a WC000405 endorsement (or add
the missing endorsement period information). If you answer Yes to the prompt, a
dialog box appears allowing you to enter details for the WC000405 endorsement
and save it. If you answer No to the prompt, the transaction creation will be
canceled.

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 2" policy period or the 3" 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, Noncompliance/Compliance, ManageUSR, 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.

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 all the
data you have entered.
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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 or the reinstatement of a Cancelled policy.

Transaction Code 05 is also used when NC is removed from a policy mid-term or for
the entire policy term.

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 transaction with one of the following Transaction Codes:

e 01— New Policy

e 02 - Renewal Policy

e 05 — Cancellation/Reinstatement

e 06- Policy Replacement due to Key Field Change

e 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— Policy Replacement to Add/Delete States to Existing NC Policy

If you are viewing a transaction without one of the Transaction Codes listed above, the
05 Cancellation option will not appear 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 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.
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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 all the
data you have entered.

Reinstatement

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

e 01 - New Policy

e 02 - Renewal Policy

e 05 — Cancellation/Reinstatement

e 06- Policy Replacement due to Key Field Change

e 08 — Policy Replacement due to Rating Change

¢ 10— Policy Replacement due to Non-Rating Change

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

e 15— Policy Replacement to Add/Delete States to Existing NC Policy

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

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

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

Note: If you are creating the transaction from a processed policy with a status of
Active, 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.
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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 Cancellations/Reinstatements tab, enter Reinstatement 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 all the
data you have entered.

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 transaction with one of the following Transaction Codes:

e 01 - New Policy

e 02 - Renewal Policy

¢ 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— Policy Replacement to Add/Delete States to Existing NC Policy

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

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 Validated 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.)

ManagePolicy determines if an 05 Cancelation transaction exists and displays a
message prompting you to create one. (The message also identifies the most
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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, ManagePolicy returns you to the 06 transaction. Remember that you
must submit the required 05 Cancelation transaction 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/Reinstatements, Noncompliance/Compliance,
ManageUSR, and WCRatings.

On the 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 all the
data you have entered.

Transaction Code 08 — Policy
Replacement due to Rating Change
Transaction Code 08 is used to replace an existing policy or apply changes as of the

policy changes effective date thru the policy changes expiration date, due to changes in
any aspect of the policy that pertains to or results in a change to the premium.

To create an 08 Transaction, you must be viewing a processed policy or viewing a
Validated 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

e 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— Policy Replacement to Add/Delete States to Existing NC Policy

If you are viewing a transaction without one of the Transaction Codes listed above, the
08 Transaction Code will not appear 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 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/Reinstatements, Noncompliance/Compliance, ManageUSR, and
WCRatings.

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 all the
data you have entered.

Transaction Code 10 — Policy
Replacement due to NonRating
Change
Transaction Code 10 is used to replace an existing policy or apply changes as of the

policy changes effective date thru the policy changes expiration date, 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 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

e 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— Policy Replacement to Add/Delete States to Existing NC Policy

If you are viewing a transaction without one of the Transaction Codes listed above, the
10 Transaction Code will not appear 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 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.

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, Noncompliance/Compliance, ManageUSR, and
WCRatings.

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 all the
data you have entered.

Transaction Code 14 — Policy

Replacement due to Misc Change
Transaction Code 14 is used to replace an existing policy or apply changes as of the
policy changes effective date thru the policy changes expiration date, 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 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

e 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— Policy Replacement to Add/Delete States to Existing NC Policy

If you are viewing a transaction without one of the Transaction Codes listed above, the
14 Transaction Code will not appear in the Create Txn from Existing Policy menu.
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To create a new transaction, perform the following steps:

1.

2.

View a processed policy or a valid Validated 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/Reinstatements, Noncompliance/Compliance

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 all the
data you have entered.

Transaction Code 15 — New Policy
Txn Adding NC Mid-term

Transaction Code 15 is used to create a new policy that is not replacing an existing
policy but reporting NC exposure for the first time, This transaction is used to create a
policy that has included or added NC to a policy after the policy effective date.

The only way to create this type of transaction is from scratch and cannot be created
from viewing a processed policy.

To create a new transaction, perform the following steps:

1.

Select Create Transaction > Create New Policy > 15 - New Policy Txn Adding
NC Mid-Term
The Transaction Detail page appears.

All tabs are enabled except Cancellations/Reinstatements,
Noncompliance/Compliance, ManageUSR, and WCRatings.

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

On each of the other 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
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transaction later; the transaction will have a status of In Progress, retaining all the
data you have entered.

Transaction Code 15 — Policy
Replacement to Add/Delete States to
Existing NC Policy
Transaction Code 15 is used to replace an existing policy or apply changes as of the

policy changes effective date thru the policy changes expiration date, 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 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

¢ 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— Policy Replacement to Add/Delete States to Existing NC Policy

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

Note: The method you choose for creating the transaction (Create New Policy or
Create Txn from Existing Policy) will be preserved for the life of the transaction
and can affect the kinds of changes that can be made to the transaction.

To create a new transaction, perform the following steps:

1. Select Create Transaction > Create Txn From Existing Policy > 15 — Policy
Replacement to Add/Delete States to Existing NC Policy

OR

View a processed policy or a valid Validated transaction (as listed above) and
select Create Transaction > Create Txn from Existing Policy > 15 - Policy
Replacement to Add/Delete States to Existing NC 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,
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and click Save. If you create the transaction from an existing policy, you will only
need to set the Issue Date and click Save.

2. The Transaction Detail page appears.

All tabs are enabled except Cancellations/Reinstatements,
Noncompliance/Compliance, ManageUSR, and WCRatings.

3. Onthe Information tab, add or remove states from the list.

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

5. 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 all the
data you have entered.

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:

e 01— New Policy

¢ 02— Renewal Policy

e 06 — Policy Replacement due to Key Field Change

¢ 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— Policy Replacement to Add/Delete States to Existing NC Policy

e 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 appear 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 transaction (as listed above).

2. Select Create Transaction > Create Txn from Existing Policy > 17 —
Noncompliance/Compliance.
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Note: If the current status of the policy is Cancelled, 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. 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.

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 all the
data you have entered.
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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.

—— Manage Policy/USR

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION -~ SUBMISSIONS -~ REPORTS -~  MYLIST HELP

Transaction Status: Validated

Carrier: 36896 Policy:  NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 01/10/2015 Issue Date: 03/10/2015
N | -
Header Information
‘ Information Page Policy Exp Date:* 01102018 Interstate Risk ID:
Producer Name: ANYNAME PRODUCER
‘ Insured Names
. Prior Policy Number: Policy Term Code:* 1 - Standard one-year
‘ Addresses Legal Nature Code:* 01 - Individual Other Legal Nature:
‘ Experience Rating Code:*| 5 - Not Rated Type of Plan ID Code:™ 1 - Voluntary Policy
Premium
| Wrap-Up/OCIP Code:* 2 - Non-Wrap-Up/OCIP Policy Type of Coverage ID Code:* 01 - Standard Workers Compensation Policy
‘ Exposure Employee Leasing Type:* - Non-Employes Leasing Policy Retro Rating Code:* 3 - Not Retrospective Rated
‘ e Employer Liability Limits Amounts
Other Bodily injury by Accident - Each Accident | 109 pop =
Amount:*
Other Bodily Injury by Disease - Policy Limit | sogpo0 [+
Amount:*
Other Bodily Tnjury by Disease - Each
L Employee Amount:* iD0LY =]
Premium
‘ Transaction History
. Deposit Prem Amount: 1,000 policy Est Std Prem Total:* 1,000
Policy Min Prem Amount:* 1,000 Min Prem State Code:* NC [x]
3A/3C States

3C (Other States Coverage):

Indicate if other states are covered by this
policy. If yes, sslect the states to
include/exclude:

3A:
IF this is @ multi-state policy, indicate the

ates that were covered at any time during the
policy pericd. If 2 state was added,removed
mic-term, they should be selected.

States Excluded =
O = AL =
O az az "1
O ar B ar

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.

Policy Key Data

Policy Key Data fields (Carrier, Policy Number, and Policy Effective Date) are fields that
uniquely identify a policy. This information is also known as the Link Data.

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
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editable depending on the Transaction Code; you can click the Update Key Data button
to access the Key Data dialog box.

“Transaction Status: In Progress

Carrier: 59595 Policy:  NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 01/10/2015 Issue Date: 03/10/2015

Update Key Data

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

e 01— New Policy

¢ 02— Renewal Policy

e 06 — Policy Replacement due to Key Field Change
e 15— New Policy Txn Adding NC Mid-Term

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.
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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.

Mg Manage PO/iCj// USR

)

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION -~ SUBMISSIONS -~ REPORTS -~ MYLIST HELP

“Transaction Status: In Progress

Carrier: 39996 Policy:  NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 01/10/2015 Issue Date: 03/10/2015

w the Transaction History tab for more information.

Validate Back to Previous

|
1 Header Information

There are In Progress/Validated, Submitted transactions associated with this policy. Please

‘ Information Page Policy Exp Date:* 01102016 Interstate Risk ID:
.
Producer Name: ANYNAME PRODUCER
‘ Insured Names
b - prior Policy Number: Policy Term Code:* 1- Standard one-year =]
‘ Addresses Legal Nature Code:* 01 - Individual [=] Other Legal Nature:
1
Experience Rating Code:* 5 - Not Rated [=] Type of Plan ID Code:*
‘ Premium
| Wrap-Up/OCIP Code:* 2 - Non-Wrap-Up/GCIP Folicy [*]  Type of Coverage ID Code:= 01 - Standard Warkers Compensation Policy
‘ Exposure Employee Leasing Type:* 1 - Non-Employee Leasing Policy [=]  Retro Rating Code:* 3 - Not Retrospective Rated
<
‘ [ Employer Liability Limits Amounts
- Other Bodily injury by Accident - Each Accident =
i Amount:* oo
Other Bodily Injury by Disease - Policy Limit =
Amount:* SO0
Other Bodily Injury by Disease - Each
L Employee Amount:= 100000 [=]
Premium
‘ Transaction History
L Deposit Prem Amount: 1000 policy Est Std Prem Total:* 1,000

Policy Min Prem Amount:* 1000 Min Prem State Code:* NG [=]
3A/3C States

3A:

If this is a multi-state policy, indicate the

states that were coverad at any time during the
policy period. If a state was added/removed
mid-term, they should be sslected.

3C (Other States Coverage):
Indicate if other states are covered by this
policy. If yes, select the states to

includefexclude:

States Excluded [=] =

O o 1= AL =

For the following Transaction Codes, the entire Information Page tab is read-only:

e 03 - Individual Endorsement Records
e 05 — Cancellation/Reinstatement

e 17 — Noncompliance or Compliance of Policy Terms and Conditions

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

e 01 - New Policy

02 — Renewal Policy
e 04 — Annual Rerate Period Data

e 06 — Policy Replacement due to Key Field Change

08 — Policy Replacement due to Rating Change
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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 NC Mid-Term

e 15— Policy Replacement due to Add/Delete States to Existing NC policy

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.

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.

-
— Manage Policy/USR
[ oo e
| —— ]
POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH  CREATE TRANSACTION -~ SUBMISSIONS -~ REPORTS -~ MYLIST  HELP

Type of Transaction: 08 Transaction Status: In Progress

Carrier: 99996 Policy:  NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 01/10/2015 Issue Date: 03/10/2015

Update Key Data

Validate Back to Previous

1 Insured Names @ indlcates Primary Name

Information Page Tnsured Nama FEIN Name LinkID | Cont. Seq# | PEO Indicator Cha EFf Date Cha Exp Date
789456123 oot o001 c
1 & ELLA ENCHANTED
121212121 00z o001 P
T ELSA ARENDELLE 787878787 00z 01 [

Enter the information below and then click Save

Premium
1 Primary Name:* No [=]
Exposure

. Name of Insured:*

‘ Addresses ANNA ARENDELLE 324634634 004 001 c
‘ Federal Employer ID Number (FEIN):

Endorsements
PEO or Client Company Code: [=]

Change EFff Date: * Change Exp Date: *
“cove J Cance |
‘ Transaction History

« Back Next »

For the following Transaction Codes, you cannot add, edit, or delete Name records:
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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 Name records, with
some restrictions:

e 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.

e 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.

¢ When you attempt to delete a non-Primary Name record that is linked to an
Address, a message prompts you to confirm that the Address record will be re-
linked to the Primary Name record.

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.

Note: The Address column in the Insured Names grid is a link to the corresponding
Address record. When you click a link, the Address tab displays with the address
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.
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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

Type of Transaction: 08 Transaction Status: In Progress
Carrier: 99995 Policy: NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 01/10/2015 Issue Date: 03/10/2015
Validate Back to Previous
|
Addresses
| Informatien Page Address Name Link1p | forsign | Countty | geoqaphic Area Type Chg EffDate | Chg Exp Date
.| EDIT DELETE 532 PARADISE 5T 001 N Mailing address of insured
| o EDD CEED s i
Insurad Names F
EDIT DELETE 765 TYOUTS N Address of insurer
4 G0 (R CARY, NC 25589 issuing/servicing office
| Addresses Enter the information below and then dick Save
1
| 5 For Type of Address code 2 - Location of operations, only enter NC addresses.
remium
1 Type of Address Code:* [*]  Foreign Address Code:* [~]
| Exposure Name Link Identifier: [*]  Address Structure Code:
-
Street Address:* City:*
| Endorsements
| State Code:* [=] Zip Code:*
Geographic Area: Country Code:
Change Eff Date: * Change Exp Date: *
; ﬁ Cancel

| Transaction History

Lo |
Lo |

1« Back Mext v

For the following Transaction Codes, you cannot add, edit, or delete Address records:

e 03 - Individual Endorsement Records
e 05— Cancellation/Reinstatement

e 17 — Noncompliance or Compliance of Policy Terms and Conditions

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 fields 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.
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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. ManagePolicy only
supports entry of North Carolina 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 Information Page tab.

Type of Transaction: 08 Transaction Status: In Progress
Carrier: 99996 Policy: NEWTXNTEST Primary Name: ELLA ENCHANTED

Effective Date: 01/10/2015 Issue Date: 03/10/2015 o

Validate Delete Back to Previous
| .
Premium
Information Page ponwversary | ARap OMEInd £ promum | TPECf
] DCOREkID  EstState Std Prem  Exp Mod Status | Exp Mod Exp Mod EF Date  iine®sd | FHF R:;:q Constant | Discount | plrem
78787878 510,000 No modification 1.000 $1,000 50 o

Insured Names applicable

4[4 i v

‘ Addresses Enter the information below and then click Save.
. ~

Bremium Cnly enter data that applies to NC premium.

1 DCO Risk Id: Est State Std Prem Total:*
Exposure
L | Experience Mod Status:” [=] Experience Mod Rating Factor:® 1.0
P —— Experience Mod EFf Date: Anniversary Rating Date:
- ARAP Factor: Other Ind Risk Rating Factor:
Expense Constant= Premium Discount:=
Type of Prem Deviation Code:™ Insurer Prem Deviation Factor:
;. Premium Adjustment Period = Reason State was added to the Policy
Code: Code:
‘ Trensaction Histery | Change EFF Date:* Change Exp Date:™
« Back Hextos

For the following Transaction Codes, you cannot add, edit, or delete Premium records:

e 03— Individual Endorsement Records
e 05 — Cancellation/Reinstatement

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.
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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.

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: 08 Transaction Status: In Progress

Carrier: 99996 Policy:  NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 01/10/2015 Issue Date: 03/10/2015

Update Key Data

Validate Back to Previous

‘ 1 Exposure

Class Expo Period Eff
Information Page > P e

‘ Phraseology Est Exposurs Amount | Manual Rate Est Prem Amount ExpoAct|  Eff Dats Exp Date
] 9810  CLERICAL OFFICE EMPLOYEES NGC $100,000.00 1.10 $L.000 oo
‘ Tnsured Names
£l Enter the mformation below and then click Save
‘ Addresses Only enter NC exposures.
. +
‘ Premium Classification Code:™ Est Exposure Amount:™
7 Manual/Charge Rate:* Est Prem Amount:*
Exposure
‘ P Exposure Period £ff Date: Expo Act/Expo Coverage Code:* [=]
‘ T Eff Date: Exp Date:
[ save J cancel
‘ Transaction History
<« Back Mext

For the following Transaction Codes, you cannot add, edit, or delete Exposure records:

e 03 - Individual Endorsement Records
e 05 — Cancellation/Reinstatement

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.
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Note: Your policies require at least one exposure with a non-statistical classification
code.

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.

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: 08 Transaction Status: In Progress
Carrier: 99996 Policy: NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 01/10/2015 Issue Date: 03/10/2015

Validate Badk to Previous

1 Endorsements

‘ Information Page Endorsement Humber Endorsement Name Eff Date Exp Date
L | (GO (EEE  wcooooo ‘Warkers Compensation and Employers Lisbility Palicy
‘ P WCO00000A ‘Workers Compensation and Employers Liability Policy 02/02/2015 01/10/2016
< 4 ((ED [EIEE wcoooooe Workers Compensation and Emaloyers Lisbility Palicy 02/02/2015 01/10/2016
‘ Addresses [ [ENEE weooooooc Warkers Compensation and Employers Lisbility Palicy 02/02/2015 01/10/2016
Enter the information below and then click Save.
‘ Premium
- 7 Only add the endorsements (national and state) that apply to NC.
Exposure
‘\ D Endarsement <
4 Number Endorsement Name =1

‘ Endorsements [F] Wwcoooooia Workers Compensation and Employers Liability Policy Information Page & Extensions
v [7] Wcooooo1s Workers Compensation and Employers Lisbility Policy Information Page & Extensions

Endorsements [ |Weooooor Warkers Compensation and Emaloyers Lisbility Policy Information Page & Extensions

[[] Weoooioia Defanse Base Act Coverage
[7] Wweoooi018 Defense Base Act Coverage
‘ Transaction History
L Change Eff Date: * (Change Exp Date: =
Save cancel
« Back Mesct 51
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For the following Transaction Codes, you cannot add, edit, or delete endorsement
records:
e 05— Cancellation/Reinstatement

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.

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

Endorsement Number Endorsement Name Eff Date Exp Date
WO000000 Workars Compansation and Employers Lisbility Policy
WCD00000A Workers Compensation and Emplayers Liability Policy 02/02/2015 01/10/2016
WO0000008 Workars Compansation and Employers Lisbility Policy 0z2/02/2015 01/10/2016
WCD00000C Workers Compensation and Emplayers Liability Policy 02/02/2015 01/10/2016

Enter the information below and then click Save.

Only add the endorsements (national and state) that apply to NC.

D Endorsament -
Mumnber Endaorsement Nams =
D WC000001A Workers Compensation and Employers Liability Policy Information Page & Extensions
[7] Wcoooooie Workers G ion and Liahility Policy Ir jon Page &
Endorsements [T Wwecooooo: Workers Compensation and Emplayers Liability Policy Information Page & Extensions
D WC000101A Defense Base Act Coverage
D WC0001018 Defense Base Act Coverage
Change Eff Date: * Change Exp Date: =

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.
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For each selected endorsement that contains variable data, you will be prompted to
enter the data; within this popup you will enter the Change Effective and Change
Expiration date for each endorsement, if applicable. For non-variable endorsements,
you will not be prompted to enter additional data. If you need to enter a different
Effective Date for different endorsements, you will need to select the first set of
endorsements to add, enter the date in the Change Eff Date field and click Add. After
the addition is complete, select the next set of endorsements to add, entering the
different effective date of the endorsement in the Change Eff Date field and continue
with the add process.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.

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.

Carrier: 9 Policy: NEWT. ES Primary Name: ELLA ENCHANTED
Effective Date: 0| Issue Date: 03/10
WCD00308 Partners, Officers and Others Exclusion Endorsement Details
Descriptor Code:* | O - Officer [=] Name of Person to be Excluded:* NAME 1
Descriptor Code: [=] Name of Persan to be Excluded: Exp Date
Descriptor Code: [=] Name of Person to be Excluded:

Back MNext Remove This Endorsement w

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

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
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the transaction later; the transaction will have a status of In Progress, retaining all the
data you have entered.

Note: If an endorsement was submitted to the Bureau with multiple records then this
endorsement will appear in the list of endorsements multiple times.

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
Carrier: 99995 Policy:  NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 01/10/2015 Issue Date: 03/16/2015

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

Validate Back to Previous

Cancellations/Reinstatements =* No Subseguent Policy Exists ==
Processed Cancellations / Reinstatements
This table contains transactions currently stored for this policy in NCRE's internal system.
Canc/Rein ID Code Eff Date Receivad Date IssusDste | SeqMumber  Canc Typs Code | Reason For Canc Code| Rein Type Code | Reason For Reir
;. <1 m I v

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

Canc Type Reason For Canc
L Canc/Rein ID Code EFf Date Issue Date | Seq Number Code Code Rein Type Code Re
< I ] r
; Enter the information below and then click Save
y . Cancellation Type
| Cancellation Eff Date: Codes?

| Cancellations/ Reason for Cancellation [=] Cancellation Txn
Reinstatements Code:* Seq Number:*

Cancellation Mailing Date:

| Transaction History

R
e

Nesxt »»
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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 In Progress Data
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 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.

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.

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
Reinstatement 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.
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o M. Policy/USR
- ariage Folicy,
| — ]
POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION -~ SUBMISSIONS -~ REPORTS -~ MYLIST HELP
Type of Transaction: 05 Transaction Status: Validated
rrier: 99956 Policy: MNEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 01/10/2015 Issue Date: 03/10/2015

There are In Prograss/Validated/Submitted transactions associate

with this policy. Please view the Transaction History tsb for mors information.

Validate Back to Previous

Cancellations/Reinstatements ** No Subsequent Policy Exists **

Processed Cancellations / Reinstatements
This table contains transactions currently stored for this policy in NCRE's internal system.

[ Canc/Rein IC Code Eff Date Received Date: Issue Date SeqNumber | Canc Type Code | Reason For CancCode | Rein Type Code | Reason
Cancellation 03/27/2015 03/03/2015 03/02/2015 o1 2 05

[ Reinstatement 03/27/2015 03/12/2015 03/11/2015 o1 2

{ Cancellation 04/06/2015 03/13/2015 03/12/2015 0z 2 05

[ Reinstatement 04/06/2015 04/03/2015 04/01/2015 03 2
Cancellation 05/09/2015 04/15/2015 04/14/2015 05 2 05
o i ] »

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

Canc Type | Reason For Canc
| Canc/Rein ID Code Eff Date Issue Date | Seq Number Code Code Rein Type Code Re
‘ Cancellations/
Reinstatements < 0 ] v
Enter the information below and then dick Save
‘ Transaction History | Reinstatement Eff Date:® Corresponding Cancellation Eff Date:
Reinstatement Txn Seq Number:* Reason for Reinstatement Code: [=]

s |

Mexd 33

Add a Reinstatement 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.

Note: When you create a Reinstatement record, if no Cancellation record matches the
specified Corresponding Cancellation Effective Date, you will be warned of this
and prompted to continue.

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.

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/Complaince

Transaction 17 can be used to create a Noncompliance transaction or a Compliance

transaction. A Noncompliance transaction result in changing a noncompliant policy to

compliant. 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
Carrier: 95336 Policy:  NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 01/10/2015 Issue Date: 03/16/2015
There are In Progress/Validated/Submitted transactions associated with this policy. Please view the Transaction History tab for more information,

Validate Back to Previous

Noncompliance of Policy Terms

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

p MNotification Type Code Issue Date Seq # Eff Dt Reason Code #1 | Outstanding Prem Amt
& 1-Notification of Noncompliance Reason(s) 01/24/2015 01 01/23/2015 04
Un-Processed Data
This table contains transactions that you created during this session that have not been processed and stored by NCRE.
p Notification Type Code Issue Date Seq # Eff Dt Reason Code #1 | Outstanding Prem Amt
2-Notification of Compliance Reason(s) 2/12/2015 56 01/01/2015 05

1 Enter the information below and then click Save

Noncompliance/Compliance Notification Type Code: ]
; 1 - Notification of Noncompliance Reason(s)
2 _ Notification of Compliance Reason(s)

‘ Noncompliance/
| Compliance

1

‘ Transaction History

Mext >

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

Noncompliance/Compliance transactions associated with the policy. This data is read-
only. The second data grid lists unprocessed Compliance and Noncompliance records

associated with this transaction.
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Type of Transaction: 17 Transaction Status: In Progress

Carrier: 99936 Policy:  NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 01/10/2015 Issue Date: 03/16/2015
There zre In Prog ed/Submitted transactions associated with this policy. Please view the Transaction History tab for more information.

[Vatiate Back to previous
|
Noncompliance of Policy Terms
Processed NoncompliancelComgliance
This table contains transactions currently stared for this policy in NCRB's internal system.
Notification Type Code Issue Date Seqg # Eff Dt Reason Code #1 Outstanding Prem Amt
1-Metification of Noncomplianca Reason(s) 05/21/2012 oL 05/21/2012 03 $1,582
2-Netification of Compliance Reason(s) 05/30/2012 oL 05/30/2012 01
; Un-Processed Data
This table contains transactions that you created during this session that have not baen processed and stored by NCRB.
Notification Type Code Issue Date Seq# Eff Dt Rezson Code #1 Outstanding Prem Amt

)3 ([EEE 1-Notification of Noncompliance Reason{s) 2fs/2012 [ 02/08/2012 28

Enter the information below and then click Save
Noncompliance/Compliance Notification Type Code: 7 - Nefification of Noncompliance Raason(sj

Primary Noncompliance Reason Code (#1):*
Current Outstanding Premium Due: Noncompliance Efective Date:™
‘ Noncompliance/
Compliance Seq Number:
.
‘ Transaction History ﬁ Cancel

| o
Lz |

Hext

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 esired
changes and click the Update button.

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.

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.

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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Compliance

In Compliance mode, you can add, edit and delete Compliance records.

The Noncompliance tab displays two grids. The first grid lists all processed
Noncompliance/Compliance transactions associated with the policy. This data is read-
only. The second data grid lists unprocessed Compliance and Noncompliance records
associated ith this transaction.

Type of Transaction: 17 Transaction Status: In Progress
Carrier: 993996 Policy: NEWTXNTEST Primary Name: ELLA ENCHANTED
Effective Date: 01/10/2015 Issue Date: 03/16/2015

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

Noncompliance of Policy Terms

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

Notification Type Code Issue Date Seq # Eff Dt Reason Code #1 Outstanding Prem Amt
& 1-Notification of Noncompliance Reason{s) 01/30/2015 [ 01/30/2015 04
Un-Processed Data
This table contains transactions that you crested during this session that have not been processed and stored by NCRE.
Natification Type Code TIssue Date Seq # Eff Dt Reason Code #1 Outstanding Prem Amt

Enter the information below and then dick Save

Noncompliance/Compliance Notification Type Code: | 2 - Notification of Compliance Reason(s) [ ]
iLJ’;?E' fpentera Compliance transaction, you must select a corresponding Noncompliance transaction, Please select a radic option next to 2 Nencompliance transaction in
; Primary Compliance Reason Code (#1):* Compliance Effective Date:*
| Noncompliance/
Compliance . SeqNumber:
| Transaction History ﬁ

Lo |
L |

Mext >

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

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 compliant 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.

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
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the transaction later; the transaction will have a status of In Progress, retaining all the
data you have entered.
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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 Submissions File from the Submissions menu, the Create
Submission File page appears.

)

RSz, Manage Policy/ USR

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION -~ SUBMISSIONS ~ REPORTS ~ MYLIST HELP

Create Submission

This screen contains 2 list of validated transactions that are ready to submit to the NCRB for processing. You can use the filter ariteria to filter the list for the transactions you would like to submit.

To submit the selected transaction(s) to NCRE for processing, dlick Submit to Bureau. Once submitted, the status of thetransa:tmn(s} will change to Submitted and will be removed from this screen. You can

view the status of the submitted transaction(s) as well as access the WCPOLS file that was created by navigating to the Submissions

Search Submissions / Submitted ManagePolicy Submissions screen.

To create & WCPOLS file for the selected transactions to save on your desktop or network, click Dovinload WCPOLS. This does not submit the transaction(s) to NCRB for processing.

* Transactions that are older than & months are removed from the system.

Select All Carners Txn Code: [=]
99996 - MAP Training = 2 Issue Date From: To:

99998 - MAP Traning = 1

[ My Transactions Only

[Sobuiit o Bureau Wl Dawrioad WePoLs ™ Delete | “Search i Clear AT |

00 s s s s

i g

gn’g‘e Issue Date Carrier ID Policy Number Policy Eff Date Primary Name Created By Create Date | *
06 02/23/2015 39936 SYSTEM TEST 02/01/2015  SYSTEM TESTER LT ozfz3f2015 =
03 02/20/2015 59996 JUKE BOX 10/01/2014  REGRESSION INSURED tT 02/20/2015
14 02/23/2015 59998 SYSTEM 02/01/2015  PRIMARY PERSON tT 02/23/2015
10 02/18/2015 99998 REGRESSION 02/18/2010 KUK tT 02/18/2015
0z 02/18/2015 59996 SYSTEM TESTER 03/08/2014  SYSTEM TESTER tT 02/13/2015
02 02/19/2015 99996 INSURED 02/01/2015  REGRESSION INSURED LT 02/13/2015

0z/20/2015  g9%e8 REGRESSION INSURED | 02/D1/2015  PRIMARY PERSON LT 02/20/2015
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The grid’s default view 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 |ssue Date—The search returns only records where the Issue Date is in the
specified date range.

e Show My Transactions Only—If selected, only transactions that you created in
ManagePolicy 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.

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.

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.
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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 ManagePolicy Submissions from the menu.

Note: The Submitted ManagePolicy Submissions option differentiates between
submissions from ManagePolicy and those from CDX (a separate system). The
search will return only submissions from ManagePolicy.

When you choose Submitted ManagePolicy Submissions, the following page appears.

) Manage Policy/USR

POLICY usrR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION -~ SUBMISSIONS -~ REPORTS -~ MYLIST HELP

View Submitted Submissions
The files listed on this screen have been submitted to the NCRB, but have not been processed yet. After each file has been processed, it will be removed from this screen and the results can be vi

ewed
F_:\Ef‘ oces sed Submission screen. Click the arrow next to the file name to view the list m’ transactions included in the submission. You can download or view th corresponding WCPOLS file by clicking on lha
ile hyperlink.

File Name Submission Date Submitted By -
» MAP 10227 20150217 122940.TXT 02/17/2015 test Tra
MAP 12637 20150217 123720.TXT 02/17/2015 test Tra

Transaction Code Issue Date Carrier ID Policy Number Policy Effective Date
f Policy Terms | 02/12/2015 99995 REGRESSION 12/12{2013

02/17/2015 test Tra

The grid lists all submitted submissions from ManagePolicy. 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 or accepted. ManagePolicy displays the status
on all submissions received at the Bureau, including submissions received from other
systems such as PEEP or CDX. ManagePolicy only displays details on submissions
received within the previous six 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 ManagePolicy, you can also download the Submission file.

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/USR

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION -~ SUBMISSIONS -~ REPORTS -~ MYLIST HELP

View Processed Submissions

To view the status of submissions received by the NCRE, enter the ap‘ﬁlca ble filter criteria below and click Search. Either the Received Date range or Submission ID is required. Received Date range must be
thirty days or less. Click the arraw next to the Submission ID to view list of transactions in the submission. If the submission was generated from ManagePolicy, you can download or view the
corresponding WCPOLS file by clicking on the file name hyperlink. The reports generated for each submission will display a View hyperiink in the applicable report column. Click the hyperlink to view the

report.

Received Date From: [go150015 To: D3M7/2015
Submission ID: File Name:

Submission Status: [=] Submitted From: [=]
Error Report: El Show My ManagePolicy Submissions Only: =

‘Your search returned 50 records,

# of Datz |~
Submission Submission |Tota| Record | Accepted  # of Rejected Submission | Twn Reject | Undenwriting | Procassing
D File Name Status Count Txns Tns | Received Date Processed Date| Reject Report| Report | Error Report | Error Report
y 232B56% nspo.nd Accepted 208 13 7/02/18/2015  02/18/2015 View View
p 232868 180508.6¢ Accepted 167 1 1 02/18/2015  02/18/2015 View
y  Z32BI0 gnspgme Accepted 9 1 1/02/18/2015  02/18/2015 View
p 233001% 180508.&t Acceptad 724 12 2 02/19/2015  02/19/2015 View
) 23363T a0s0o.n Accepted 367 % 102/23/2015  02/24/2015 J

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.
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The available search fields are as follows:

e Received Date—The search returns only records where the Received Date is
in the specified date range. This field is required if the Submission ID is not
specified.

e 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 matches or
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.

o 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 that you
submitted from ManagePolicy will be returned in the search results.

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

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.
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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 ManagePolicy, you can also download the
Submission file.

After you have searched processed submissions, the grid displays all submissions
records matching your criteria.

P— =
north caroling
= Manage Policy/USR
| —— ]
POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION ~  SUBMISSIONS -~ REPORTS -~ MYLIST HELP

View Processed Submissions

Toview the status of submissions received by the NCRB, enter the spplicatie fiker criteria below and) cick Search. Either the Received Date range or Submission 10 is required. Recelved Date range must be
thirty days or less. Click the arrow next to the Submission ID to view the list of transactions in the submission. If the submission was generated from ManagePolicy, you can download or view the
corresponding WCPOLS file by dlicking en the file name hyperlink. The reports generated for each submission will display 2 View hyperlink in the applicable report column. Click the hyperlink to view the
report.

Received Date From: 527152015 To: D3M7/2015
Submission ID: File Name:

Submission Status: =] Submitted From: =]
Error Report: [=] Show My ManagePolicy Submissions Gnly: [

‘Your search returned 50 racords.

#of Dats
Submission Submission | Totsl Record | Accepted  # of Rejacted Submission | Txn Reject | Underwriting | Processing
D Status ™

Filz Name Count Tans xns | Received Date |Processed Date Reject Report|  Report | Error Report | Error Report
p (2328667 511 Acceptad 208 13 7 02/18/2015  02/18/2015 View View
~ 232868  180S0B.bxt Accepted 167 1 102/18/2015  02/18/2015 View
Transaction Code Txn Status Issue Date Carrier ID | Policy Number Policy Effective Date
08 - Policy Replacement due ta Rating Change Rejected 01/14/2015 20012 03/01/2014

m

08 - Policy Replacement dus to Rating Change Accepted 011202015 50012 03/01/2014

» (232870 mosoe. Accepted E 1 102/18/2015  02/18/2015 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.

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

If the submission was created using ManagePolicy, you can click a value in the File

Name column to download the Submission file containing all transaction details for the
submission.

The last four 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 Submission Summary Report Results page displays details about the Submission
and a grid that lists the transactions that were included in the submission.

=X Manage Policy/USR

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION - SUBMISSIONS -~ REPORTS -~ MYLIST HELP

List of All Transactions on Submission Report Results

Submission ID: 233883 File Name:

Received Date: 03/02/2015 Processed Date: 03/03/2015
# of Total Transactions: 1 # of Accepted Transactions: 1

# of Total Records: 144

Return to Submission List Print Report

Txn Code Transaction Status Carrier ID
08 - Policy Replacement due to Rating  Accepted s9906
Change

Canc/Rein ID
Code

Eff Dat= Issus Date
11/15/2014 | 03f01/2015

Txn Seq #

If the policy data associated with the transaction is available in ManagePolicy, the
Policy Number will display as a hyperlink. When you click a Policy Number value in the
grid, the Policy Detail page appears. Policy data is only available in ManagePolicy for
the last three years from today’s date. If the policy is beyond that date it will not be
viewable and the policy number will not be a hyperlink.

The Submission Summary 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 also enables you to print the report or export it. When you click the Print
Report button, a preview window will appear, displaying a Print button and an Export
link. If you click the Print button, the report is sent to the printer. If want to export the
report, select the desired format and click Export. You will be prompted to specify
filename, and location to which the results will be exported.
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Viewing Error Reports

When a submission is processed, it may be rejected or accepted. 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.

Another way to access error reports is by searching for them using the Error Reports
page, which enables you to search for errors across multiple submissions.

Errors by Submission

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

P— =
north caroling
e Manage Policy/USR
[ S—
POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION ~  SUBMISSIONS - REPORTS -~ MYLIST HELP

View Processed Submissions

To view the status of submissions received by the NCRB, enter the applicable filter criteria below and click Search. Either the Received Date renge or Submission 1D is required. Received DatE range must be
thirty days or less. Click the arraw next to the Submissian 1D to view the list of transactions in the submission. If the submission was generated from ManagePolicy, you can download or view the
correspandmg WCPOLS file by clicking on the file name hyperlink. The reports generated for each submission will display a View hyperlink in the applicable report column. Click the hyperlink to view the

Received Date From: go/152015 To: 03772015
Submission ID: Filz Name:
Submission Status: [=] Submitted From:

[=]

Error Report:

CSeerch J Cleor a1

=] Show My ManagePolicy Submissions Only: B

‘Your search returned 50 records.

#of Data
Submission Submission | Totzl Record| Accepted  # of Rejected Submizsion | Tan Reject | Undenuriting | Processing
D File Name Status Count Tans Tens | Raceived Date  Processed Date| Reject Report| Report | Error Report | Error Report
y 226 5116 Accapted 208 13 7 02/18/2015  02/18/2015 View View
- 232868 180508.bet Accepted 167 1 1 02/18/2015 02/18/2015 View
Transaction Code Tan Status IssueDate | CamierID | Policy Number Policy Effective Date
08 - Policy Replacament dus to Rating Change Rejectad 01/14/2015 53596 REGRESSION  03/01/2014
08 - Policy Replacement due to Rating Change Accepted 01/20/2015 59558 TESTING318  03/01/2014 1
y 232870 80508.bxt Accepted sl 1 1 02/18/2015  02/18/2015 View

For any submissions that include errors, the grid displays a View link that allows you to
access the applicable error report:

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

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

e Underwriting Error Report—Displays the Underwriting Errors Report, described
below.

e Data Processing Error Report—Displays the Data Processing Errors Report,
described below.

Each of the error report pages display a Return to Submission List button, which allows
you to return to the View Processed Submissions page with your search criteria and
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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.

The report pages also enable you to print the report or export it. When you click the
Print Report button, a preview window will appear, displaying a Print button and an
Export link. If you click the Print button, the results are sent to the printer. If want to
export the results, select the desired format and click Export. You will be prompted to
specify filename, and location to which the results will be exported.

Submission Rejection Errors (PT18)

The Submission Rejection Report Results page displays details about the Submission
and a grid that lists reject reasons for a rejected submission.

» -~
[ oo RS
| ——

Manage Policy/USR

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION -~ SUBMISSIONS -~ REPORTS -~ MYLIST HELP

Submission Rejection Report Results

Submission ID: 234474 File Name:

Received Date: 03/05/2015 Processed Date: 03/10/2015
# of Total Transactions: 1 # of Accepted Transactions: 0
Submission From: 01/20/2015 Submission To: 01/20/2015
Submission Control Header Count: 00000001 Submission Control Record Count: 0000000157
Actual Header Count: 1 Actual Record Count: 157

Return to Submission List " Print Report |
(+) Add to Mylist
O

[F] |Al ransactions were rejected

Reason for Rejection

If all of the transactions within the submission were rejected, the grid displays a link to
the Transaction Rejection Report page for the currently displayed submission.
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Transaction Rejection Errors (PT3)

The Transaction Rejection Report Results page displays details about the Submission
and a grid listing the rejected transactions, with an error description for each.

s, Manage Policy/ USR

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION - SUBMISSIONS -~ REPORTS -~ MYLIST HELP

[}

Transaction Rejection Report Results

Submission ID: 232870 File Name:
Received Date: 02/18/2015 Processed Date: 02/18/2015
# of Total Transactions: 2 # of Accepted Transactions: 1

Return to Submission List Print Report
(+) Add to Mylist

Txn Canc [ Rein ID | Txn
Folicy Numbar Eff Date Code  IssueDate Code Seq#| Emor Reason(z) for Rejection

[ |%999% | pEGRESSIONIVI00 042372014 | 10 02/02/2015 82027 A change transaction with 2 later transaction issua date is stored on this policy. If it is your
SESRee intent to report new changes for this policy the transaction issue date must be greater than
reported on the latest transaction type.

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

The checkbox in each row allows you to select records for inclusion in MyList, a
personalized view of specific policy, transaction, and error records that you have
identified. (If you want to select all records that are currently visible 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.
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Data Processing and Underwriting
Errors

The Data Processing Report page and the Underwriting Report page display details
about the transactions within the Submission, fields that allow you to search for error
records, and a grid that displays the search results.

-
T Manage Policy/USR
[ oo S
—

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION - SUBMISSIONS -~ REPORTS *~  MYLIST HELP
Underwriting Report
Submission ID: 232856 File Name:
Received Date: 02{18/2015 Processed Date: 02/18/2015
# of Total Transactions: 20 # of Accepted Transactions: 13
Return to Submission List Print Report
Carrier ID: Policy #: Effective Date: Primary Name:
Error Code: Coverage ID: Expiration Date: Filter

Policy Number
REGRESSIONIV100

EFf Dats
03/26/2014

Primary Name
SYSTEM TESTER
TESTING318

REGRESSION INSURED 02/18/2014

The available search fields are as follows:

Txn
Code

05

Issue Date
01/21/2015

02/10/2015

Error

Description

3143 We have recsived mu\ﬁﬁle cancellations with effective dates of 03/26/15 and

03/26/15, Pleass note

i3t the most recently issued cancellation effective

03/26/15 and issued on 01/21/15 was used to cancel the policy.
2143 We have recsived m ?h;;le «cancellations with effective dates of 01/30/15 and
v

3 ul
02/18/15. Please note

vt the most racantly issusd cancellation effecti

02/18/15 and issued on 02/13/15 was used to cancel the policy.

e Carrier ID—The search returns only records where the Carrier ID matches the

value you enter.

e Policy Number— The search returns only records where the Policy Number

matches or begins with the value you enter.

e Coverage ID— The search returns only records where the Coverage 1D

matches the value you enter.

e Primary Name— The search returns only records where the Primary Name

matches or begins with the value you enter.

o Effective Date— The search returns only records where the Effective Date

matches the value you enter.

e Expiration Date— The search returns only records where the Expiration Date

matches the value you enter.

e Error Code— The search returns only records where the Error Code matches

the value you enter.

When you execute the search, all error records matching your criteria will be returned

in the search results.

When you can click a Policy Number value in the grid, the Policy Detail page appears.
You can click a value in the File Name column to download the Submission file

containing all transaction details for the submission.
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The checkbox in each row allows you to select records for inclusion in MyList, a
personalized view of specific policy, transaction, and error 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.

Searching for Error Reports

The Error Reports page enables you to search for errors across multiple submissions
and, if the status can be determined, you can check on the resolution status of the
error. For 04, 05, and 17 Transactions, the resolution status cannot be determined
electronically. You will need to review the history of submitted 04, 05, and 17

Transactions to determine error resolution status.

» W oo
[ oo RSSO
—

POLICY
SEARCH

UsrR BACK TO PORTAL NCRB.ORG
CREATE TRANSACTION -~ SUBMISSIONS -~ REPORTS -~ MYLIST

Error Reports

HELP

Manage Policy/USR

ms sareen displsys the errors for submissions that were processed by NCRB., If a submission was rejected in its entirety you will need to navigate to the Submission Sereen to view the Submission Rejection
If the Error Status column shows a status of "Check Policy”, you must check the policy to see if it is resolved. Wamings are situations where the reported data is questionable and might not require

cumactlun
Salect Al Carrier Received Date 02/05/2015
Select Al Carriers From:
95956 - MAP Training = 2 Policy Mumber:
Exact match]
93998 - MAP Training # 1 (Bt matd)
Error Type: [=]
Sort Optian: By Policy #  [=]
(+) Add to Mylist Your search returned 5 record(s)
B Tan | Tan Seq
Carrier ID | Coversge ID | Policy Number EffDate  SubmissionID| Code | #
[ == REGRESSIONIV100 12122012 231715 14 12{12{2012
[[] s9sse 09001610 REGRESSIONFRIDAYD — 12/12/2012 231715 10 01/22/2015
[[] |so%ss U9001610  REGRESSIONMVI 12/12/2012 | 231715 06 13/12/2013
a 59998 09001610 IESTING318 12/12/2012 231715 06 12/12/2013
] |999% 08azssa0  REGRESSIONFRIDAYOL| 12/12/2012 231715 06 12/12j2013

To:

Submissicn
0

Error Code:

Tin Issus Date | Received Date

02/05/2015

02/05/2015

02/05/2015

02/05/2015

02/05/2015

02/07/2015

Select to display Warnings and/or Errors:
Search Warnings
Search Errars

Search Errors Requiring
Research

Search Resolved Errors

[ 5eorch |~ Print |l Clear Al

Error/ | Error

Eorld | Waming | Status Error Message
82027 Error Check A change transaction with a later
Folicy  transackion issue dats is stored on this
policy. Tf it is your intent to report new
changes for this policy the transaction
issue date must be greater than
reported on the latest transaction type.
65061 Ervor Check  You have reported WCO0D421A,
Policy  WCDOO421, WCD00422B, WCO00M21D
which i not valid for this policy period.
Please review.
65061 Ervor Check  You have reported WCO0D421,
Policy  WCODD421D, WCOOD4Z2E, WCD00S22,
WCODD421A which is nat valid for this
policy period. Please review.
620 Error Check Endorsement WC000308 detail recard
Policy  was not reported, Additional information
from the endorsemant Is raquired and
this was not rep . Please report this
informatin slectronically,
950 Waming  Check  fn amor occured whils inserting
Folicy transaction into Spectrum,

The Error Reports page displays fields that allow you to specify search criteria. When

you execute the search,
in the search results.

The available search fields are as follows:

all submissions records matching your criteria will be returned

e Received Date—The search returns only records where the Received Date is

in the specified date range.

e Policy Number— The search returns only records where the Policy Number

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

e Error Type—Only records with the specified Error Type will be returned in the
search results. To search for all Error Types, select the blank option from the
dropdown list.

e Error Code— The search returns only records where the Error Code matches
the value you enter.

In addition, check boxes allow you to specify if you want the search to return Warnings
and specify whether resolved errors should be returned. You can also specify how the
records will be sorted by selecting By Policy # or By Error Type from the Sort Option
dropdown list.

By default, the search returns only Unresolved errors. If you select the Show Resolved
Errors checkbox, the search will return both Resolved and Unresolved errors.

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

If the policy data for the displayed transaction exists in ManagePolicy, the Policy
Number will display as a hyperlink. When you click a Policy Number value in the grid,
the Policy Detail page appears. When you click a Submission ID value, the Search
Processed Submission page appears, with data for the selected submission.

Note: The Error Reports page enables you to print or export the list of error records
returned by your search. When you click the Print button, a preview window will
appear, displaying a Print button and an Export link. If you click the Print button,
the results are sent to the printer. If want to export the results, select the desired
format and click Export. You will be prompted to specify filename, and location to
which the results will be exported.

The checkbox in each row allows you to select records for inclusion in MyList, a
personalized view of specific policy, transaction, and error 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.
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MyList

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

Note: Policies and transactions are added to the list from the Search Results page.
Errors are added to the list from the Transaction Reject Report, Underwriting
Error Report, Data Processing Error Report, or the Errors Report screen.

When you click MyList in the menu, the MyList page appears.

=X Manage Policy/USR

POLICY UsSR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION -~ SUBMISSIONS -~ REPORTS »+  MYLIST HELP

My List

Policies/ Transactions Errors.

Processed policies and transactions that are never submitted will remain on My List until you remove them or until they age out of ManagePolicy (refer to User -
Guide). Submitted transactions will be deleted, automatically, after the transaction has been processed.

Your list has 3 records.
(-) Remove from MvList

Txn
Carier D Policy Number Eff Data Coverage ID | Coda | Wab Status Insured Nama Address
99995 NEWTXNTEST 01/10/2015 01 Validated ELLA ENCHANTED 532 PARADISE ST
EDEN, NC 27518
99996 NEWTXNTEST 01/10/2015 08 InPrograss ELLA ENCHANTED 532 PARADISE 5T
EDEN, NC 27519
99996 NEWTXNTEST 01/10/2015 05 InProgress ELLA ENCHANTED 532 PARADISE ST
EDEN, NC 27519

[ERElE]E

m

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

On both tabs, the Policy Number value is a link that allows you to accss the
Transaction Detail page or the Policy Detail page.

To remove a policy, transaction, or error, select the checkbox in the grid and click the
Remove from MyList button. (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 it will be removed from the MyList page.
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Obtaining Help

When you select Help in the menu, the Help page appears.

— i Manage Policy/USR

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE TRANSACTION -~ SUBMISSIONS -~ REPORTS -~ MYLIST HELP
Help: Version: 3.1.8

Contact Information:

North Carolina Rate Bureau (915) 582-1055
weinfo@nerb.org weinfo@nerb.org
Raleigh, NC 27615

Supporting Documentation:
User Guide

Frequently Asked Questions:
Category: =

The page displays the DCO Address, Contact Number, and Email Address; a link to the
ManagePolicy User Guide; and a link to Frequently Asked Questions.
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Appendix A: Abbreviations and

Definitions

Term / Abbreviation

Definition

WCIO Workers Compensation Insurance Organization is a voluntary association of
statutorily authorized or licensed rating, advisory, or data service organization
that collects workers compensation insurance information in one or more states.

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

DCO Data Collection Organization. Also known as Bureau.

NC or NCRB North Carolina Rate Bureau

WCPOLS Workers Comp Policy Tape Reporting Specifications is 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.

ManageUSR A web application that allows users to view unit statistical data online.

In Progress transactions

Transactions that are created by the user 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 by the user within the application but
have not been transmitted to the DCOs 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
has not been processed by the DCOs backend system.

Processed transactions

Transactions that have been processed by the DCO’s backend system. These
include policies revised by change transactions, endorsements, cancelations or
reinstatements, which have been processed by the Bureau. These are also the
new policies. Once a transaction that was created from ManagePolicy is
processed, it is no longer available in ManagePolicy as a transaction. It is
viewable as a processed policy if it was accepted by the Bureau.
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Change transactions

Change Transactions are complete policy replacements; Transaction Codes 06,
08, 10, 14, and 15 are called Policy Replacements or Change Transactions.

Replacement policies

Transactions 08, 10, 14 and/or 15 which update or change a policy completely
by replacing the original policy with the new policy. The replacement
transactions contain all policy information and result in complete policy
replacement.

“Key"
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 DCOs 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.

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.

Transaction Status

Accepted — The transaction has been stored on the policy without error.

Accepted with Errors — The transaction has been stored on the policy with errors
that can be viewed on the Error Reports.

Rejected — The transaction has not been stored and has been rejected. The
reject reason can be viewed on the Transaction Rejection Report.
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Processed — The policy is stored on the Bureaus database.

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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