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Accessing ManagePolicy USR

Begin by accessing ManagePolicy USR 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 credentials,
and access ManagePolicy USR.

Logging into the Secured Members Area

The Secured Members Area will provide access to all of the secured applications and data on the
NCRB, NCRF and NCIGA Web site, all users must log on to the Secured Members Area before
accessing ManagePolicy USR. To log in to the Secured Members Area, use the following
procedure. (User must use the valid user name and password that they were provided.)

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-NCIG#A

NCRB « NCRF « NCIGA

INSURAMCE GUARAMTY ASSOCIATION

Logon

Lok,

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

Logon

Need a Logon Account?

Click New Account Instructions if you need a new account setup for accessing web applica#fons
Already have a Logon Account?

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

Logon ID* | /

Password®

[ Logon |

Forgot Your Password?

Click here to request a new Password.

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

Note: If an incorrect user name or password is entered, the system will return an error
message to inform the user of the invalid data. Re-enter the user name and
password correctly, and click the Logon button to enter the system.
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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. Only applications a user has been
authorized to access will be displayed. 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.

Workers

Comp menu
/ item
>

Harme

NCRE.org

Warkers Comp?

General

2. Onthe sub-menu, click ManagePolicy USR. The application page displays.

- ISR

Public Services

WCRatings
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ManagePolicy USR

The ManagePolicy and ManageUSR web applications have been combined into one location.
The different applications will be selected by either the Policy (ManagePolicy) or USR
(ManageUSR) tabs at the top of the menu. If a user only has access to ManagePolicy they will
not have a USR menu and vice versa if a user only has access to ManageUSR they will not have
a Policy tab.

= Manage Policy/USR

SEARCH CREATE TRANSACTION -~ SUBMISSIONS - ERROR REPORTS MYLIST HELP

ManagePolicy/USR 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.

e Policy—Navigates a user to the ManagePolicy portion of this web application. See the
ManagePolicy User Guide for guidance with the application.

e USR—Navigates a user to the ManageUSR portion of this web application.
e Back to Portal—Displays the NCRB Portal Home page.

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

DOCUMENT VERSION 1.0 2/1/2016



Searching for USRs

The different Search pages allows a user to search for USRs in different manners. Each search
screen offers different criteria to search. We will go through each one to show the difference in
the screens.

General Search

The General Search page displays fields that allow a user to specify search criteria for USRs.
When the search is executed, all USRs matching the criteria will be returned in the search results.
From the search results, the USR details can be accessed by clicking the hyperlink of the policy#.

Enter one search criteria or a combination of criteria to execute a search.

s, Manage Palicy/ USR

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE USR MY LIST REPORTS -~ CREATE WCSTAT FILE HELP

[}

SEARCH USR : General Search Data was last updated on 01/26/2016
‘ General Search | | Search By Claim | ‘ Search By Submission | | Current View Search | | Search By Status |

Carrier 1D

Policy Mo.

Policy Eff. Date From Policy Eff. Date To

Report No. ﬂ

Corr. Seq. No.

Combe ID

Coverage ID

Edit No.

Edit Status ﬂ

Processed Date From Processed Date To

Web Status ﬂ

e A carrier must always be selected. Choose ‘Select All Carriers’ or select one or more by
clicking the checkbox beside the carrier information.

Please select at least one Carner ID.

"—_
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e The policy number can be partial or complete. The partial search must contain at least 3
characters or an error will be produced and no search results will be returned until it has
been corrected for a proper search.

Policy Number needs to be a minimum of 3 characters.

e The policy eff. from and to dates are only allowed to span one year (365 days). If the
length is longer than 365 days, an error will be produced and no search results will be
returned until it has been corrected for a proper search.

Policy Effective To Date must be within 365 days from
3 the Policy Effective From Date.

e The report number is a drop down that contains the report numbers that NCRB accepts
01-10.

e The correction sequence number is a numeric field. If the USR was reported with a
correction report number of 0-9, search for 0-9 (the system will prefill to show 2 digits
such as 00 or 01). If the USR was reported with a correction A this would be equal to 10
and so forth thru Z which is equal to 36.

e The processed from and to dates are only allowed to span one year (365 days). If the
length is longer than 365 days, an error will be produced and no search results will be
returned until it has been corrected for a proper search.

Processed To Date must be within 365 days from the
+ . Processed From Date.

The web status is a drop down with the applicable statuses for NCRB.

The Search button will execute the search.

e The Reset button will clear all criteria and the selected carriers.

If the entered criteria returned no search results the following message will be displayed. This
means we did not have any USRs that match the entered criteria.

Mo records returned for this search criteria.
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Search By Claim

The Search By Claim page allows a user to search for USRs with the specified claim number or
partial claim number. From the search results, a USR details can be accessed by clicking the
hyperlink of the policy#.

Enter one search criteria (claim no. must be entered) or a combination of criteria to execute a
search.

- S Manage Policy/USR

POLICY UsR BACK TO PORTAL NCRE.ORG
SEARCH CREATE USR MY LIST REPORTS -~ CREATE WCSTAT FILE HELP

SEARCH USR : Search By Claim Data was last updated on 01/28/2016
| General Szarch | | Search By Claim | | Search By Submission | | Current View Search | ‘ Search By Status ‘

Carrier ID

Claim No.

Policy Mo.

Policy Eff. Year ﬂ

=3 =S

e A carrier must always be selected. Choose ‘Select All Carriers’ or select one or more by
clicking the checkbox beside the carrier information. If no carrier is selected the error
below will appear.

Please select at least one Carrier ID.

-—

e A claim number must always be entered in the Claim No. field. This can be a complete
claim number or a partial number. The partial search must contain at least 3 characters
or an error will be produced and no search results will be returned until it has been
corrected for a proper search.

Clairmm Mumber needs to be a minimum of 3 characters.

r—

e The policy number can be partial or complete. The partial search must contain at least 3
characters or an error will be produced and no search results will be returned until it has
been corrected for a proper search.
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Policy Number needs to be a minimum of 3 characters.

!

e The policy eff. year is a list of all the years that are displayed in ManageUSR 1996-2014.
Claims outside of this range of years will not be viewable.

Manage Policy/USR

L . AL, i
SEARTH CREATE USR MY LESH REPOETS CHEATE WCSTAT FILE HELR

SEARCH LUSH = Search By Clasm Dets mis lost updated on 01LI2BB01E
Garaesl Sasrh S, By Clasm S By brrasmarn, (Currane View Saarth Saarch By SEsbu
Carmar 10

Claam Ha.

Polry Na.

Pobcy B, Vear E
i = e

e The Search button will execute the search.
e The Reset button will clear all criteria and the selected carriers.

If the entered criteria returned no search results the following message will be displayed. This
means we did not have any USRs that match the entered criteria.

Mo records returned for this search critena.

-—
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Search By Submission

The Search By Submission page allows a user to search for USRs with the Submission ID or by
the received from and to dates. From the search results, the USR details can be accessed by
clicking the hyperlink of the policy#.

Enter one search criteria or a combination of criteria to execute the search.

= i Manage Policy/USR

POLICY UsR BACK TO PORTAL NCRE.ORG
SEARCH CREATE USR MY LIST REPORTS ~+ CREATE WCSTAT FILE HELP

SEARCH USR : Search by Submission Data was last updated on 01/28/2015
| General Szarch ‘ | Search By Claim | | Search By Submission | | Current View Search | | Search By Status |
Carrier ID
Received Date (From)
Received Date (To)
Submission ID
=

e A carrier must always be selected. Choose ‘Select All Carriers’ or select one or more by
clicking the checkbox beside the carrier information. If no carrier is selected the error
below will appear.

Please select at least one Carrier ID.

-—_

e The Received Date (From) and (To) must be within a 12 month range. If this date is not
within the range the error below will appear and the dates must be corrected.

- Received Date (From) 1252011 -~
Received Date (To) 12582012 -
Submission ID

Received To Date must be within 12 months from the
Received From Date.

—

e The received to date will only be searchable by the last processed date. The last
processed date for Tuesday thru Friday would be the prior day. The last processed date
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for Monday is the prior Friday. For example: Today is Thursday 1/28/16 the greatest To
date could be 01/26/16. The following error will be received if the date is greater than the
latest process date available.

P— -
Manage Policy/USR
[ <> S

il

POLICY USR BACK TO PORTAL NCRB.ORG

SEARCH CREATE USR MY LIST REPORTS *» CREATE WCSTAT FILE HELP

SEARCH USR : Search by Submission

Data was last updated on 01/28/2016

General Search | | Search By Claim | | Search By Submission | ‘ Current View Search | | Search By Status |
Carrier ID 13072
Received Date (From) 1222002015
Received Date (To) 01312016

Submission ID

E 1 Received Date To cannot be after 1/26/2016.
Add to My List View Submission Detail load Reject Report

2 record(s) returned

|:| Submission 1D Received Date Processed Date [Total Rejected [Total Accepted

Toral Aww Toral USR(2)
[| 201512240007 |12/24/2015 |12/2412015 E 123 EE 182
[| 201512230012 |12/23/2015 |12/2312015 e 430 |61 357

e Submission ID must be the complete submission id, partial id is not acceptable.

The Search button will execute the search.

The Reset button will clear all criteria and the selected carriers.

If the entered criteria returned no search results the user will see the following message. This
means we did not have any USRs that match the entered criteria.

Mo records returned for this search criteria.

§—
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Current View Search

The Current View Search page allows the user to search for USRs and the current view of the
USR. The Current View means this is the view of the USR with all report levels applied. If a USR
has 5 report levels however, and the user searches by the Report No 3 then the search results
will display the current view as of the 3" report level. From the search results, the user can
access USR details by clicking the hyperlink of the policy#.

Enter one search criteria (policy no. must be entered) or a combination of criteria to execute the
search.

g Manage PO/iCJ// USR

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE USR MY LIST REPORTS -~ CREATE WCSTAT FILE HELP

0]

SEARCH USR : Current View Search Data was last updated on 01/28/2016
| Generzal Search | | Search By Claim | | Search By Submission | | Current View Ssarch | | search By Status |

Carrier ID

Policy No.

Policy Eff. Date

Report No. ﬂ

Combe ID

Coverage ID

=3

e A carrier must always be selected. Choose ‘Select All Carriers’ or select one or more by
clicking the checkbox beside the carrier information. If no carrier is selected the error
below will appear.

Please select at least one Carner ID.

-—

e The policy number must always be entered. If the number is not then the error below will
appear and must be corrected.

Please provide Policy Mumber.

-—_
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e The policy number can be partial or complete. The partial search must contain at least 3
characters or an error will be produced and no search results will be returned until it has
been corrected for a proper search.

Policy Mumber needs to be a minimum of 3 characters.

e The policy eff. date is a calendar drop down and any date can be chosen.

e The Report No. is a dropdown and has a list of 01-10 as NCRB only accepts reports thru
the 10" report level.

e Combo ID is a 7 digit field and if the number entered is less than 7 digits then zeroes will
be padded to the front of the number to make it 7 digits.

e Coverage ID is an 8 digit field and if the number entered is less than 8 digits then zeroes
will be padded to the front of the number to make it 8 digits.

e The Search button will execute the search.
e The Reset button will clear all criteria and the selected carriers.

If the entered criteria returned no search results the following message will be displayed. This
means we did not have any USRs that match the entered criteria.

Mo records returned for this search critena.

DOCUMENT VERSION 1.0 2/1/2016
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Search By Status

The Search By Status page allows the user to search for USRs and their current status at NCRB.
The statuses are as follows:

e Pre-delinquent — A Pre-delinquent USR is a USR that is less than 18 months past the end of the
month in which the corresponding policy became effective.

e Expected — An Expected USR is a USR that is between 18 and 20 months past the end of the
month in which the corresponding policy became effective.

e Delinquent — A Delinquent USR is a USR that has either not been submitted to the bureau or has
rejected and is more than 20 months past the end of the month in which the corresponding policy
became effective.

e Pre-delinquent & Rejected — This is a USR that has been rejected and is also Pre-delinquent.
o Expected & Rejected — This is a USR that has been rejected and is also Expected.
e Delinquent & Rejected — This is a USR that has been rejected and is also Delinquent.

Enter one search criteria or a combination of criteria to execute the search.

— L
Manage Policy/USR
[ oo
| —
POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE USR MY LIST REPORTS -~ CREATE WCSTAT FILE HELP
SEARCH USR : Search By Status Data was last updated on 01/28/2018
| General Search | | Search By Claim | | Search By Submission | | Current View Search | | Search By Status |
Carrier ID
Policy MNo.
Due Status ﬂ
Month ﬂ Year ﬂ

=D =8

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

Note: When searching for web units, only Web Units will be returned. Web Units are
USRs that were created in USR of ManagePolicy USR. USRs from other
sources (for example, BEEP), will not be returned in search results.
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View USR

USR Details

When a user accesses the USR side from ManagePolicyUSR, the General Search page appears. The
data will appear and will be read-only.

There are numerous ways to access USR details, including clicking a Policy Number in all the search
results screens, submission search results and My List.

Note: When the USR details are accessed, the data will reflect only the current data for the USR
as it resides in the Bureau’s database. It will not reflect changes defined in any rejected,
submitted or unsubmitted USRs.

IQI north caraling

RATE BUREAL

Manage Policy/USR

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE USR MY LIST REPORTS -~ CREATEWCSTAT FILE HELP
View USR
Processed USR ] usr1of1 Print
Carrier ID: 13072 Report No.: o1 Received Date: 4/7/1998 Submission ID: 199804070003
Policy No.: RMWC1131526 Corr. Seq. No.: 00 Accepted Date: 4/10/15%8 Combo ID: 9579622
Policy Eff. Date: 7/1/195%6 Correction Type: Edit Status: Accepted Coverage ID: 255905790

(SCraret | Teptsre S ~Nioay ) —=vs— | ~Cancer— ) ~perere—]

Header ‘ | Exposure | | Loss Info |
POLICY INFO
Carrier ID = hao7z Policy No. * RMWGC 1131526 Policy Eff. Date * 07/01/1996 Policy Exp. Date * 07/01/1397
Report No. = D1 Corr, 5eqg. No. * 0o Correction Type
Exposure State 32 State Eff. Date 0710111996
Risk ID Number 910579622 Replacement Ind ﬂ

Insured's Name # STANDEX INTERNATIONAL CORPORATION

Address & MANOR PARKWAY SALEM NH 3079
POLICY CONDITIONS
3 yr. F/R Policy Multi State Policy + Interstate Policy o Estimated Audit Code * M

Retro Paolicy

POLICY TYPE ID

Type Of Coverage

Losses Subject To Deductible

Basis Of Deductible Calculation

Canceled Mid-term

Type Of Plan ID 01

Ded Amt Claim/Accident

MCO Indicator

Type Of Non Standard ID =

D Ded. Amt Aggregate

DOCUMENT VERSION 1.0
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Header

The Header tab will always display first. The top part of the screen lists the Policy Info and
information processed by NCRB if applicable.

= Manage Policy/USR

POLICY UsR BACK TO PORTAL NCRB.ORG
SEARCH CREATE USR MY LIST REPORTS -~ CREATEWCSTAT FILE HELP

View USR
Processed USR ®] usr1of1 Print
Carrier ID: 13072 Report No.: 01 Received Date: 4/7/1558 Submission ID: 159804070003
Policy No.: BRMWC1131526 Corr. Seq. No.: 00 Accepted Date: 4/10/159%8 Combo ID: 9579622
Policy Eff. Date: 7/1/1996 Correction Type: Edit Status: Accepted Coverage ID: 25905790
<< Back Add to My List || Add to WCSTAT File e L L e e oy
Header ‘ | Exposure | | Loss Info |
POLICY INFO
Carrier 1D * h13072 Policy No.* RMWC1131526 Policy Eff. Date * 07/01/1996 Policy Exp. Date 07/01/1997
Report MNo. * D1 Corr. Seq. No. * 0o Correction Type
Exposure State 32 State Eff. Date 07/01/1296
Risk ID Mumber 910579622 Replacement Ind ﬂ

Insured's Name * STANDEX INTERMATIONAL CORPORATION

Address 6 MANOR PARKWAY SALEM NH 3079

POLICY CONDITIONS

3 yr. F/R Palicy Multi State Policy ' Interstate Policy v Estimated Audit Code * N
Retro Policy Canceled Mid-term MCO Indicator

POLICY TYPE ID

Type Of Coverage [0]] Type Of Plan ID o1 Type Of Non Standard ID = o1
Losses Subject To Deductible o Ded Amt Claim/Accident D Ded. Amt Aggregate 0
Basis Of Deductible Calculation a0

When viewing the USR Details on the Header and the field has a code value this field can be
double clicked and the available codes will be brought up in a separate popup window. Be careful
to always close this popup because if the main ManagePolicyUSR screen is clicked then this
popup will be taken behind the screen. The popup will remain open and any code fields clicked
will continue to display behind the screen.

For example on the Header tab the Type of Coverage field:
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@Manage USSR - WWindows Internet Explorer IEI =l @

| 22 https:fftest.ncrb.org/hanageUSRipages/lookUp.aspxfopen=Cowverage Type = §|

=

01 01 - Standard Workers' Compensation Policy
09 09 - Non-Standard Workers' Compensation Coverage

Exposure Tab

When the Exposure tab is selected the Exposures will appear. The exposure screen is defaulted
to have all splits collapsed and to expand the split the (+) next to the split indicator must be
clicked. If the USR only has one split indicator it will be listed with a 0 only. If multiple splits are on
the USR then they will be displayed as 0, 1, 2, and so on.

Collapsed view:

e SRR, Manage PO/iCj// USR

POLICY UsR BACK TO PORTAL NCRB.ORG

0]

SEARCH CREATE USR MY LIST REPORTS ~~ CREATE WCSTAT FILE HELP
View USR
Processed USR Bl usr1of1 Print
Carrier ID: 10243 Report No.: 01 Received Date: 5/11/2015 Submission ID: 201508110011 o ————————
Policy No.: WC292727203 Corr. Seq. No.: 01 Accepted Date: /11/2015 Combo ID: 8148686
Policy Eff. Date: 2/23/2014 Correction Type: E  Edit Status: ff;;"lfgd With  Coverage ID: 06172960
| Header | | Exposure | | Loss Info |
Split Indicator

+ 0

+ 1

Exposure Totals

Subject Premium 54 Standard Exposure 15096 Standard Premium 50 Modified Premium 0 W
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View with one split expanded and other collapsed:

Manage Policy/USR

BACK TO PORTAL NCRB.ORG
SLARCH CRLATE USR MY LIST REPORTS CREATE WCSTAT FILE HELP

View LUSR

] usm1ei1 2

Carrier 1D; 10243 Report Mo 01 Received Date: 27102015 Bubmission ID: 201505110011 View Warnings
Palicy No.: WEISITRTI03 Corr, S8q- Mo 01 Accepted Date: 9/11/2015 Cambae ID; 140656
Policy Eff. Date: 2/23/2014 Correction Type: B Edit Status: fﬁfr"_t:: WR owersge ID: 05172960
D OO OO G S (D G G G
Header Esposune Loss Infe
St Inedecaibor
—]
Subject To Mod
ieswa Troe Mg EFf Duce Faw B D Exa Magl Exge A Claan Eopibats wym sl Fane Framam hmg
& 33014 Firatr Lt 508 1 250 2555 4.3358 &3
Mot Subject To Mod

Thene are ng records avadable

Won Standard

O

Fxposure Tolals

Subijiet Pramuum S Standard Expoiung 15088 Seandard Premm 50

DOCUMENT VERSION 1.0 2/1/2016 16



View with both splits expanded:

Manage Policy/USR

SEARCH CREATE USH Y LIST CREATE WCSTAT FILE HELP

Carvier 10z 10243 Report No.: 91 Receiwed Date: 5/11/3015 Submission I0: 201505110411
Paolicy No.: WSRO Corr, Seq, Now: 01 Accepled Dates 571172018 Cambo 1D; L3E 0
Policy EN. Date: 2252014 Correction Type: E  Edit Stalus: .f‘.l,‘:r‘n":': W caverage ID: 06172950
Headrer Eristdre Lisan il
! Sl Indezabor
Subject Ta Hod
Ugdate Troe o B Cune Hate EF Daiw fExpy Mo Erpa s [T Expaibarn e Bane Prw—um &
E LI LTLIEE R L |y LI0% [ b 37
Hot Subject To Mod
There are no records available.
Hon Standard
n-.f fff Ef ffff fin-'ﬂ': .
Subject To Mod
e sed EF D Hata £ Date g Moxd Expa Az Clasa Exparbate Sacunl et Pracum Amt
& TS 10T 0. .30 oL T 15 RS 43
Mot Subject To Mod
There are no records availsble,
Hon Standard
There are no records avalaide,
Exposure Totals
Subject Premium Standard Exposure 1500 Standard Premism 5 HModified Premium 0 “Calculate

If there are multiple class or stat codes listed in a section then this will add pages to the section
and this will be viewable by clicking the hyperlink to navigate to the next screen for that section.
The pages will be displayed right beneath the section like the example below: (1, 2, 3)
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Manage Policy/USR

BACK TO POSTAL
SEARCH CRLATE WER MY LIST REPORTS CHEATE WCETAT FILE mrLe
View USR
Processed USR El usr1or1 2 =
Carvier 10D; e Beport No.; 01 Received Date; 77972012 Submission 10; 201207230011 W
Palicy No.: TOTALSTEST Corr, Seq. No.: 01 Accepted Date: 7720730012 Camba 10: Eag8aga
Palicy Eff. Date: 1/1/2010 Correction Type: E Edit Statust scoepted With Coverage ID1 22452870
Warming
Haeadar Expuiuig Loy Il

Split Irhcstos

Subject To Mod

Uptite Trpe Hed ¥ Date Bt B Dute Exp Mg B Ax Clans Exptdus Mprai Awe Prirmwary At
L g VLEe 1000 -H 35 1A 19530 237

R Lruaagn purae 1150 -H L3 L H 1I5E 18930 pErk]

L Lideag Erae (e ] B ek 1L 175 EBITE

Luaean BB (T E) H ot ] il Fe 758 ERETS
| 1l
Ta Mad

There are no records avalable.

P Standarnd
There are no records avadsble,

Loss Info Tab

When viewing the USR Details on the Loss Info tab and the field has a code value this field can
be double clicked and the available codes will be brought up in a separate popup window. Be
careful to always close this popup because if the main ManagePolicyUSR screen is clicked then
this popup will be taken behind the screen. The popup will remain open and any code fields
clicked will continue to display behind the screen.

The Loss Info Tab will have all losses displayed in the top grid. By clicking the radial button next
to a loss this will bring the information for this loss into the fields displayed below. The loss that is
selected will be highlighted and the information will be displayed.
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north caroling
RATE BLIREALL

Manage Policy/USR

]

POLICY UsSR BACK TO PORTAL NCRB.ORG

SEARCH CREATE USR MY LIST REPORTS ~~ CREATEWCSTAT FILE HELP
View USR
Processed USR ] usr2of10 Print
Carrier ID: 10243 Report No.: o1 Received Date: 8/13/2015 Submission ID: 201508130005
Policy No.: WC1564080922 Corr. Seq. No.: 00 Accepted Date: 8/13/2015 Combo ID: G803742
Policy Eff. Date: 1/1/2014 Correction Type: Edit Status: Accepted Coverage ID: 25817740
<< Back Add to My List )| Add to WCSTAT File e e e o e o
Header ‘ ‘ Exposure ‘ ‘ Loss Info ‘
Claim Number Accident Date lE‘ | Filter | | Reset

Update Type  |Claim Number  |Accident Date  |No OF Claims | Incurred Indemnity Incurred Medical Class [Type Of Injury  |Claim Status

‘ R | E2B19313 | 1/8/2014 | 1 | 2000 | o |881D |05 | 1

‘ R | E2B6E484 |9."4f2014 | 1 | 3125 | 317 |8810 |09 | 1

< >
Update Type* | Claim Number® Accident Date* No. of Claims Inc. Indemnity
Incurred Medical Class* Type of Injury Claim Status®
LOSS CONDITIONS
Loss Act® Loss Type* Recovery* Claim Type* Settlement*
Jurisdiction State Catastrophe Code £ ;i = Injury
P MCO Type Injury Part: Nature®
Injury Cause® Occu. Description Voc. Reh. Ind.® Lump Sum*
Fraud Indicator® Paid Indemnity Paid Medical
Claimant Att, Fees Emp. Attor. Fees ALAE Paid ALAE Incurred
Update Loss | —Clear |

LOSS TOTALS
No Of Claims* 2| Incurred Indemnity* 5125 Incurred Medical* 3176 Paid Indemnity* 5125 Paid Medical* 3176

Claim Attor. Fees* 1250 Emp. Attor. Fees® 7031| ALAE Paid* 7147| ALAE Incurred* 7147 Calculate
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[0}

POLICY UsSR

SEARCH CREATE USR
View USR

Processed USR

Ccarrier ID: 10243

Policy No.: WC164080922

Policy Eff. Date: 1/1/2014

niorth caroling
RATE BUREAL

BACK TO PORTAL
MY LIST

NCRB.ORG
REPORTS -

Report No.:
Corr. Seq. No.:
Correction Type:

CREATE WCSTAT FILE HELP

] usr 2 of 10

Received Date: 8/13/2015
Accepted Date: 8/13/2015

Edit Status:

Accepted

Manage Policy/USR

Print
Submission ID: 201508130005
Combo ID: 9893742
Coverage ID: 25917740

Header
Update Type
R |EZBI9313

Claim Mumber

| R | EZB66484

(d to wy tist | Add to WCSTAT File

Exposure ‘ ‘

Claim Number

Accident Date No Of Claims
|1fa;2014 |1
|9.{4.|’2014 | 1

Accident Date

Incurred Indemnity Incurred Medical
‘2000 |U
‘ 3125 | 3176

Correct | FEpTScE- | WOURY JSWEJ CSHEET DSt

Loss Info ‘

M [ At [ Rese
Class [Type Of Injury Claim Status
|8810 |09 1
|8810 |09 ‘ 1

>

Update Type* R Claim Number+ |E2B18313 Accident Date* | 01/08/2014 No. of Claims 1 Inc. Indemnity 2000

Incurred Medical Class* 3810 Type of Imury 03 Claim Status® |1

LOSS CONDITIONS

Loss Act® 1) Loss Type* (1}] Recovery* (1]] Claim Type* 0 Settlement* 00

Jurisdiction State 00 Catastrophe Code 00 MCO Type* 00 Injury Part* 36 {\E:‘L"I—:'E* 78

Injury Cause* o7 Occu. Description DIRECTOR Voc. Reh. Ind.® N Lump Sum® Y

Fraud Indicators oo Paid Indemnity 2000| Paid Medical 0

Claimant Att. Fee: Emp. Attor. Fees 4] ALAE Paid &10| ALAE Incurred 810

==

LOSS TOTALS

No Of Claims* Incurred Indemnity* 5125| Incurred Medical* 3176| Paid Indemnity* 5125| Paid Medical* 3176

Claim Attor. Fees® Emp. Attor. Fees® 7031| ALAE Paid* T147  ALAF Incurred* FArY I Colculate |
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Create, Modify, Correct, and
Replace USRs

The USR side of ManagePolicyUSR enables users to view processed USRs, but does not allow changes
to be made to a USR directly. Changes must be made by creating and submitting a correction or a
replacement USR. Replacement USRs are only for USRs with an edit status of rejected.

Create USR

When a USR is accessed from ManagePolicyUSR, the General Search page appears, with the menu
available. Click the Create USR menu to begin creating a USR.

Entering Header Info
This will bring up a blank USR for the user to begin adding detail to the Header, Exposure and Loss Info.

- Manage Policy/USR

POLICY USR BACK TO PORTAL NCRB.ORG
SEARCH CREATE USR MY LIST REPORTS -~ CREATE WCSTAT FILE HELP

New USR

Carrier ID: Report No.:

Policy No.: Corr. Seq. No.:

Policy Eff. Date: Correction Type:

<< BacK ] Add to My List  Add to WCSTAT File | Correct ) Replace | () save J Concel J ©
Header | | Exposure | | Loss Info ‘

POLICY INFO

Carrier ID = - Vl Policy Mo. * Policy Eff. Date = Policy Exp. Date *

Report No. * ﬂ Corr. Seq. MNo. * Correction Type

Exposure State 32 State Eff. Date

Risk ID Number Replacement Ind ﬂ

Insured's Name *

Address

POLICY CONDITIONS

3 yr. F/R Policy [l Multi State Policy [l Interstate Policy [ Estimated Audit Code * ﬂ
Retro Policy O Canceled Mid-term O MCO Indicator O

POLICY TYPE ID

Type Of Coverage (1] - Type Of Plan 1D o1 Type Of Non Standard ID = 01 -

Losses Subject To Deductible 00 — Ded Amt Claim/Accident 0 Ded. Amt Aggregate 0

Basis Of Deductible Calculation 1] -

The fields labeled with a red asterisks * must be completed.
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Note: The Correction Type is only required if the Correction Sequence number (Corr. Seq. No.) field is
higher than 00.

Required fields on the Header tab must be completed before navigating to any other tab. If this does not
occur the following error will appear and must be corrected before navigating to another tab.

- Manage Policy/USR

POLICY UsR BACK TO PORTAL NCRB.ORG

SEARCH CREATE USR MY LIST REPORTS - CREATE WCSTAT FILE HELP

New USR

Carrier ID: Report No.:

Policy No.: Corr. Seq. No.:

Policy Eff. Date: Correction Type:

s Addto My List  Add to WCSTAT Fie T T ]S LG [

| Header | | Exposure | | Loss Info |

POLICY INFO

Carrier ID * ﬂ Policy Mo. * Palicy Eff. Date * Policy Exp. Date*
Report No. * ﬂ Corr. Seq. No. # Correction Type

Exposure State 32 State Eff. Date

Risk ID Number Replacement Ind ﬂ

Insured's Name *

Address

POLICY CONDITIONS

3 yr. F/R Policy O Multi State Policy O Interstate Policy O Estimated Audit Code * ﬂ
Retro Policy O Canceled Mid-term | MCO Indicator |

POLICY TYPE ID

Type Of Coverage [1}] - Type Of Plan 1D 01 Type Of Mon Standard ID = 01 -

Losses Subject To Deductible (]-3- Ded Amt Claim/Accident o Ded. Amt Aggregate 0

Basis Of Deductible Calculation (]-3-

If the entered value in the Report No. field is greater than 01 then the Exposure Tab will not be available.
The error message below will appear. (Exposures are only applicable to the first report and exposure (E)
corrections to the first report.)

An error has occurred on the page. Please verify the following:
Walidation Error : Exposures are not available for Report Numbers greater than 1 -
Close
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Entering Exposure Info

Once the Header information is complete click the Exposure tab to navigate to the exposure information.

The default view will be a split indicator of 0 and to begin adding exposure information click the ‘Add Split’
button.

Manage Policy/USR

BACK TO: ROETTAL L= e

SEARCH CREATE USA MY LIST BEFORTE CRCATE WCSTAT FILE HELP
Mewr USH
Carrinr 10; R Report Ma,; =}
Policy Mo.: Erainnggude Corr. Seqg. Ne: 00
Policy EN. Date: 1172010 Correciion Type:
Headar

] E:" E' .“
Exposurn Totals
Subrject Premaam Srardard Exposure Standprd Premium Modifed Premium e

The Add Split button will open the exposure information to be entered. There are 3 sections: Subject to
Mod, Not Subject to Mod and Non-Standard where data can be entered. If a code is entered into the
incorrect section an error message will appear, and must be corrected.

Since Exposures are only applicable to a first report the only option in the dropdown for the Update Type
will be R. If this is a correction to a first report then the USR should be found and the correction should be
created from the processed USR so both the P and R lines of data are available.

The Exp Mod and Expo Act fields are only applicable to the Subject to Mod section and will not be active
in the Not Subject to Mod or Non-Standard sections.
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Manage Policy/USR

BACK TD PORTAL
SEARCH CREATE USR MY LIST REPOST S CREATE WCSTAT FRLE WELP

Maww LIS

Carvier 100 GG o powt Po. L

Palicy Mo trainnggusde Carr. Seq. Mo.: 00
Palicw P, Date: 1/1/2010 Carrection Type:
——— N r Pr—— — T i.. T TR
| Feades Expomuns Loan info
Spdt Dndicator
L) Edn  Belete

bt Ton Mol
Updere Trpe Hod B Dets Mane B Dare R Mo Erpm Ao [ Cless Exprmuce Maruel Bare Ermeium At

a3 i = L o | Add x|
Mot Subjoct To Mod
Update Typs Sos BN Osts Ame BV Daie g W Bpe Ay Class Erparsure Hamusl Rate by A

- - -

o St e el
edure Trpe MHod BN Dece Aae BT Dwre Erp Mod Erxpa Aoz [Clesa Expaaure Marusl Spre Ermemiam A

. & = - G

1 Pl ST

Expasure Totals

Subject Pramasm Sianderd Exposurs Standard Pramium Haddied Premium

The mod effective date must be the same within a split. If the mod effective date is not the same the
below error will appear and this must be corrected. The error will explain which split and which codes
have the error. This error will generate upon Saving the entire USR.

An error has occurred on the page. Please verify the following:
Walidation Error : Mod Eff. Date must be the same within a split -

The rate effective date must be the same within a split. If the rate effective date is not the same the below
error will appear and this must be corrected. The error will explain which split and which codes have the
error. This error will generate upon Saving the entire USR.

1 An error has occurred on the page. Please verify the following:

Yalidation Error : Rate Eff. Date must be the same within a split -
1 -
! " Close
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The experience mod must be the same within a split. If the experience mod is not the same the below

error will appear and this must be corrected. The error will explain which split and which codes have the

error. This error will generate upon Saving the entire USR.

1 An error has occurred on the page. Please verify the following:

Split 0 Class Code 8810 Validation Error @ Exp Mod Factor must be the same within a split. *
Split 0 Class Code 5645 Validation Error @ Exp Mod Factor must be the same within a split.

| | Close

If the premium amount entered is more than 5 dollars different than the premium amount calculated by
the USR application the following error will appear and must be corrected. The error will explain which

split and which codes have the error. This error will occur upon attempting to add the exposure to the grid

and will not allow the exposure to be saved until corrected.

An error has occurred on the page. Please verify the following:

Split 0 Class Code 5645 Validation Error : Premium Amount $5 must be within £5 of the calculated *
1| premium amount £318

_ Close

If the class code or stat code entered does not allow exposure then the following error will appear. The

error will explain which split and which codes have the error. This error will occur upon attempting to add

the exposure to the grid and will not allow the exposure to be saved until corrected.

| An error has occurred on the page. Please verify the following:

Split 1 Class Code 0063 Validation Error : Class Code does not allow Exposure amount,

14

- =
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If the class code or stat code entered does not allow a manual rate then the following error will appear.
The error will explain which split and which codes have the error. This error will occur upon attempting to
add the exposure to the grid and will not allow the exposure to be saved until corrected.

An error has occurred on the page. Please verify the following:
Split 0 Class Code 9831 Validation Error : Manual Rate must be 0. r

If the class code or stat code entered belongs in a different section the below error will appear. The error
will explain which split and which codes have the error. This error will occur upon attempting to add the
exposure to the grid and will not allow the exposure to be saved.

] An error has occurred on the page. Please verify the following:
Split 0 Class Code 9898 Validation Error : The Class Code 9898 belongs in Mot Subject To Mod -

| Close

The Exposure Totals can be entered by the user or if the Calculate button is selected, calculated
by the application. If the totals do not match what is supposed to be on the USR then the Totals
can be changed at any time by the user. If the entered totals do not match what the application
has calculated the below error will appear. This can be bypassed by clicking Yes to continue. If
the totals are incorrect click No to reenter or calculate the totals again.

7| An error has occurred on the page. Please verify the following:
The exposure totals are not correct based upon the exposure data entered. Do you want to continue? =
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If a user attempts to navigate away from the Exposure tab and has not saved a row of data the
following message will appear.

o 1

Message from webpage @

You are currently editing Exposure data and hawe not sawved your
! changes. Please click SavefAdd Expo on the exposure record before
continuing.

Adding Splits to Exposure

Clicking the Add Spilit button will continue to add splits in sequential order to the Exposure
information. The first split is always Split indicator 0. The second is split indicator 1 and so on.

Click the Add Split button to add a new split. Add the exposure information that applies.
All Exposure tab edits apply to all splits.

If a split was added in error the Delete hyperlink can be clicked and this will remove the split.
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Manage Policy/USR

BACK TO PORTAL

SEARCH CREATE USR MY LIST REPORTS CREATE WCSTAT FILE HELP
Carrier ID: 9996 Report No.: a1
Policy No.: trainingguide Corr. Seq. No.: 00
Policy Eff. Date: 1/1/2011 Correction Type:
e
(<< Back | Aad oWy List ) Add o WCSTAT Fle [ Wiogify )| Sove Y Cancel J| Delete |
Header Exposure Less Indo

Sphit Indicator

o Edt Deete

Subject To Mod

Updws Typs Mod B Datw Rasa EFF Date Eap Miadd Expo Ac Cleia Expoturs Myeiunl Fane Praemiurm At

R /12011 a0l 1,000 o1 3643 1225 17420 EIL] Edt  Deletw

[ 5/1/2011 1/1/2011 1,000 01 8220 200 o110 2 Edt  Delems
- » ~ 0.00 RS

:

Mot Subject To Mod

Update Type Mod B Date Rate B Data b Mad Exge Act | Clids Exposure Menual Rate |Pramium At
R 5201 1112011 0,000 SE98 [ 0UO00 3200 ESr  Dalew
: 4 : J D
Non Standard
Updszs Typs Mod Ef Dete Rare B9 Dare Ean Wad Excna Ay Claks Expogurs Mesun! Rane Prasmiym Amg
: : . .
1 Edt  Delete
Subject To Mod
Ugsiane Typs Mod Eff Dae Rate EF Date Exp Mad Expa Aot Class Expogure Munual Rae |Pramium At
Mot Subject To Mod i
Upciame Type Mod Ef Dane Ranw EF Datn Exp Mad Expo dcx Class Exposure Manual Raze |Pramium At |
- v - ® Chdd Expo)
Mon Standard
Upcete Type Mod EFf Dawe Hate £ Date Bxp Miod Expo Act Class Exposure \Mpnual Rate |Premium Amt

Entering Loss Info

If claim information is available for the USR the Loss Info tab can be selected. This Will-l?v\gate
the user to the Loss Info Tab and the loss information can be entered.

The fields labeled with a red asterisk * are required for each claim.

For Loss Info the Update Type on a 01 Report No and Correction Type of 00 will only be R. If the
report level is greater than 01 then the Update Type P and R will be available.

Enter all the data for a Loss and click Add Loss. This will Add the Loss to a grid above the fields.
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Manage Policy/USR

BACK TO PORTAL
SEARCH CREATE USR MY LIST REPORTS CREATE WCSTAT FILE HELP

Modify USR

Carrier 1D 99956 Report No.: o1

Policy Mo.: traininggusde Corr. Seq. No.: 00

Policy Eff. Date: 1/1/2011 Correction Type:

== A Eo by List J| At VICSTAT Fie (Correc: )l Tispioce SN vicaity | Sve [ Goncel J Deete |
Hesdar Exposure Loas Infa

{There are no losses to be displayed )

Update Type™ -I-I » Claim Number™ Accident Date® w Mo, of Claims L} Ine. Indemmity L
Incurred Medical 0 Class™ Type of Injury w Claim Status® | 0w

LOSS CONDITIONS

Loss Act® 0w Loss Type® 01 % Recovery® 01l & Claim Type* ol Sattlement® | 00
Jursdiction State [ 37 » Catastrophe Code | g MCO Type® o0 W Injury Part® 00w tnjury Nature® | 00 %

Tnjury Cause™ 00w Occu, Description voc, Reh, ind.* | N|» Lump Sum* i

Fraud Indicator™ | 00 w Pad Indemnity 4] Pasd Medical o

Claimant Att. Fees 0 Emp. Attor. Fees a ALAE Pand 0 ALAE Incurred ]
LOSS TOTALS

Mo OF Claims ™ 0 incurred Indemnity™ 0 incurred Medical™ 0 Paid Indemnity™ 0 Paid Medical® 1]
Claim Attor. Fees® 0 Emp Attor, Fees™ 0 ALAE Paid™ 0 ALAE Incurred™ ]

Last medified by Trasmng ManagePolcy on 12/13/2012

The data can be modified by clicking the radial button beside the claim information and this will
bring the data back into the fields to be edited.
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Manage Policy/USR

BACK TO PORTAL

SEARCH CREATE USR MY LIST REPORTS CREATE WCSTAT FILE HELP
Mew LISR

Carrier 101 GIERE Report No.: oz

Policy Mo, oz Corr. Seq. No.r 00

Policy CHf, Date: 1/1/2011

Correction Typae:

== Bwck | [“Fdid te by Lict | Add to WCSTAT Fil | " Curruct | Raplcs | [“Hicaity | Sove B Cancel | Gulute |

Heador Expaame

Upduers Typs | Clsim Number  Accisens Duse e Of Clmamp

® tevsenclum WL/201L i
-
Update Type™ - Clairm Number™
Incurred Medical 0 Cisgs™
LOSS CONDITIONS
Loas Act™ a1 Loss Type™ LIRS
Jurmsdhetion State | 33 o Catastraphes Code | g
Injury Cause™ O w ©Occu. Description
Fraud Indicator™ | 00 %
Claomant Att. Fees o Ema. Attor. Fees

LOSS TOTALS
Mo Of Claims®
Clasm Attor, Fees™

Incurred Lndeminity™
Emip. Attor. Fees™

Lews inda

Incurred fngemnity | [Incerred Medical
5636 #30

Azcident Date™

Type of Injury -
Racovery ™ o1
MCD Type™ 00w

Pacd Indemnety

Incurred Medscal™
ALAE Paid®

Cinga_[Type o Inpary
3643 (02

Clgim Smtuy |
2

w Ho, of Clame 1 Inc. Indemnity o
Claim Status® 0w
Clairm Typo™ LI Settlement ® o =
Injusry Part™ o0 W Imjury Mature™ | DD
Vee. Reh. Ind.® | H oW Launmig Sam ™ N
o PFaid Medscal o
ALAE Paid 0 ALAE lncurred L)

| Add Toss [~ Clear |

Upduts Loss

Paid Medscal™

Paid Indeminty ™
ALAE Incurred®

The row can be deleted by clicking the delete hyperlink. A popup will appear asking the user to
verify to delete the row or cancel. To undo the delete click Cancel, to continue with the delete

click OK.

Message from webpage

(S

:I Are you sure you want to delete this loss record?

QK

Cancel

| |

If a user attempts to navigate away from the Loss tab and has not saved a row of data the

following message will appear.
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e '|

Message from webpage @

| %ou are currently editing Loss data and hawve not saved wour changes,
l % Please click Add or Update Loss on the loss record before continuing,

;

h

If the row of data is being edited and the Add Loss button is selected the error below will appear.
The Update Loss button must be selected instead since this row of data is already contained in
the Loss Info grid. Add Loss is adding a new loss and Update Loss is updating an existing row of
data.

}EI An error has occurred on the page. Please verify the following:

Walidation Error : Update Type and Claim Mumber must be unigue

-

The Loss Totals can be entered by the user or calculated by the application by clicking the
Calculate button. If the totals do not match what is supposed to be on the USR then the Totals
can be changed at any time by the user. If the entered totals do not match what the application
has calculated, the below error will appear. This can be bypassed by clicking Yes to continue. If
the totals are incorrect click No to reenter or calculate the totals again.

An error has occurred on the page. Please verify the following:

The loss totals are not correct based upon the loss data entered. Do you want to continue?
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Modify USR

To modify a USR the USR must be an Unsubmitted USR. This means the USR has been started
and saved but has not been Submitted to NCRB. Navigate to the USR Details and click the
Modify button. The tabs available will depend on the Correction Type. The USR can be modified
in any way.

Correct USR

The Correct USR feature should be used to issue a correction to a processed USR with an edit
status of Accepted or Accepted with Warnings status. Rejected USRs should be Replaced using
the Replace feature of ManagePolicyUSR.

To correct a USR, navigate to the USR details of the USR that needs a correction. Click the
Correct button. This will begin the correct process and a popup will appear asking what
Correction Type this correction will be; this will enable certain tabs and disable others.

The edits will be the same as Creating a New USR.

Select the correction type to begin the Correction USR.

For Header corrections only the Header tab is editable.

For Exposure corrections only the Exposure tab is editable.

For Total record corrections only the Exposure totals and Loss totals are editable.

For Loss record corrections only the Loss tab is editable.

Corrections to Multiple records will allow multiple tabs to be corrected.

< | Caorrection Type -- Webpage Dialog @

2 https:/ftest.ncrb.org/ManagelSRpages/selectcorrectiontype.asps ﬂ‘

Manage USR
Please select correction type:

't Header record only [H]
Exposure records only [E]
Total records only [T]
Loss Record Correction [L]

Corrections to multiple record types [M]

ok N Gancel |
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Replace USR

The Replace USR feature should be used to issue a replacement to a USR with an edit status of
Rejected.

To replace a rejected USR, navigate to the USR details of the USR that needs to be replaced.
Click the Replace button. This will begin the replace process and all tabs will be editable. The
tabs that are editable will be determined by the USR that the replace was created. For example: If
a 01-01 Exposure correction was rejected and it is being replaced then only the Exposure tab will
be editable.

The edits will be the same as Creating a New USR.
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Submitting USRs for DCO
Processing

After the Web Units have been created, the Web Units can be submitted for DCO processing.
Web Units are submitted in the form of a Submission file (a WCSTAT file). Only carriers that are
approved to report directly to NCRB can submit a file for processing. Any carrier can create a file
for download.

Web Units must be added to the WCSTAT file list before they can be submitted to NCRB for
processing.

There are multiple ways to select USRs to add to the WCSTAT file screen to be included in the
submission file. From the Search screens select the USRs by checking the first box in the row of
the USR data and click the ‘Add to WCSTAT file’ button.

Navigate to the ‘Create WCSTAT File’ screen by clicking the menu with that name.

Select the USRs that should be included in the WCSTAT file by clicking the checkbox beside the
carrier id. Once all USRs have been selected either click the ‘Submit to Bureau’ which will create
a WCSTAT file and submit the file to NCRB or ‘Save/Download’ which will create a WCSTAT file
for download.

Manage Policy/USR

BACK TO PORTAL MCREORG
SEARCH CREATE USR WY LIST REPORTS CREATE WCSTAT FILE HELP

WOSTAT List
* Only Unsubemittsd USR{E) can b sulsmitted to the Bunseau

[~ Remave From List | Submit To Burcau | Save/Download |

Carrinr 10 Rcficy Norkar Pekcy 0F Dace Apt Mo Coer Bag Ne [Rre Szatus Dwm
ST § 1712018 -3 =& Lifuteyas 130 ad
SHHHE L3018 -4 = Uriubertad 13/4/ 3833
FIIE PLISRTESTas S8 - = Suiersittind (E T T

Remove USR from WCSTAT File List

If a user would like to remove a USR from the WCSTAT list then click the check box next to the
carrier id and click the ‘Remove From List’ button. This will remove the USRs immediately from
the List.

DOCUMENT VERSION 1.0 2/1/2016

34



Manage Policy/USR

BACK TO PORTAL HCRABORG

SEARCH CREATE USR Y LIST REPORTS CREATE WCSTAT FILE HELF

WOSTAT List
* Only Unsubamitted USA{E) can b submitted to the Bureas

Poficy Ngrrkar iPolcy 0F Daca Apt No | Corr Seg Ne [ Semus Dwma

rL/2010 &1 == autmayed 120 a2
L2010 oL =1 Urmubemirred 13/4/ 3003
8112010 o1 o Sutmitted 125450002

Submit to Bureau

To create a Submission file that for processing, select one or more USRs by clicking the
checkbox in the corresponding rows, then click the ‘Submit to Bureau’ button.

The Submission file is created for the selected USRs and the file is submitted for processing.
Note: After a submission has been submitted for processing, the included USRs will no longer

be editable. Once the USRs have been processed the Status of the USR will change to
either: Not Processed, Accepted, and Accepted with Warnings or Rejected.

Downloading a Submission File

To create a Submission file for review purposes, select one or more USRs by clicking the
checkbox in the corresponding rows, then click the ‘Save/Download’ button.

The Submission file is created for the selected USRs and there will be a prompt to either view
the file or save it locally.

View Submission Details

To view the USRs that were submitted in a submission file, go to the Search by Submission
screen from the Search menu and search for a received date (from) and (to) or a submission id.

When the results are displayed, select one or more submissions by clicking the checkbox in the
corresponding rows, then click the ‘View Submission Details’ button.

The USRs from the selected submissions will be displayed.

Manage Policy/USR

BACK TO PORTAL RCRBORG
CREATE USR MY LIST REPOATS CREATE WCSTAT FILE HELP

Search USK = Search By Submissicn » View Submission Detadl

(<< Back | Add to Wy Lt View USK(s) Deta

4 record(s) retumed
Carrinr 1D Palicy Narmber Paly E¥ Dats Bt e Corr Sag e Cor Typs Comba B0 Covnrage 1D Submwiin I Edn St
TR IE55 TEST LELCAE a1 i £493730 24233220 D130 TO0SY Bsgected With Warfung
by ¥ LRS00 @ oa MW 4339920 EORACHITO00T Azzwgted With Warnng
e DLRLI00E 21 o E 495190 24439520 2UIICRAT000T Arwaced
ksl D1ELI0rE a1 L E 43150 TAEITEI0 Z0RICITT00CH Arckaned
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Viewing Error Reports

The Reject Report for processed USRs is viewable from the Search screens as well as the USR
Details screen. A single USR or multiple USRs can be selected by clicking the ‘View/Print Reject
Report’ this will bring up the Reject Report in a report builder. The report will be generated and
this can be printed from the popup or can be exported or downloaded.

View/Print Reject Report from Search screens

To view the USR reject report for any rejected USRs. Click the checkbox next to one or multiple
USR records and click the View/Print Reject Report.

With the desired results displayed, click the Print Results button. A preview window will appear,
displaying a Print button and an Export link. Click the Print button, the results are sent to the
printer. To export the results, select the desired format and click Export. The pop up will display a
prompt to specify filename, and location to which the results will be exported.

Manage Policy/USR

BACK TO PORTAL NCRE.ORG
SEARCH CREATE USR WY LIST REPORTS CREATE WCSTAT FILE HELP

SEARCH USR : General Search Cats was last updated on 12/14/201
General Search Search By Claim Search By Sebmission Cuarrent View Search Search By Status.
4] Select AN Carriers =] oy b
¥ 99596 - NCRS Test Carrier 3 Policy Eff. Date From e Policy EFf. Date To i
+| 95007 - NCRE Test Carrer 2 Report Mo, [
#| 94008 - NCRB Test Carner 1 Carr. Seq. No.
Combe ID
Coverage ID
Edit Mo,
Edit Status Reje:ted .;.:
Processed Date From e Processed Date To ~
Web Statuz Py

3 record(s) returned

& Carrier i Pobicy Mumber  Poloy EF Date Insuwred Mama E g;'* S""‘%:':. LomboID  Coverage 1D Submimsion (D Edn Scatus Web Smnus
4 55555 MUSETEST4A  AS/GL2010  |IST POLICY (TR E45495 24452580 200207230008 Rapcted

5 55536 05/0L/2010  IST ROLICY n m E 5433493 24432580 200212040001  Rapected

4 55558 DL/0L/2000  |WITS 18658 |00 G455532 24433240 200207260001  Rapecied

The Reject Report will be brought up in a separate window which will allow the user to print the
report from this view or Export and Download. The pop up will contain a row of data at the top
which displays how many screens are displayed as well as the format the report can be exported.
If the user does not want to export, the print button allows a user to print from the popup.
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Manage USR - Windows Internet Explorer
EeUSR/Pages/ View

44 ef1 b Bl 100% - | Find | Maxt Salect a format | Expart (2] h

Morth Carclina Rate Bureau =
Unit Statistical Error Report - Rejected USRs
MNCRE TEST CARRIER 2 (99996)

tatus of the USR is the 53

od into our database due to the severity of the e submit the

me as unreported. Pleas

The following USRs have not been proc
7 d roplac ar o = roport

wd Hame

201207230008 MUSRTEST4A 05/01/2010 000048

Expasure amaunt
must be zero for
statistical codes
201207230008 993586 | MUSRTEST4A JST POLICY 0s/01/2010 | o1 00 [20100701 - 9664 000048 2 Exposure amount
musat ba zaro for
statistical codes
201207230008 993586 | MUSRTEST4A JST POLICY 0s/01/2010 | o1 00 [20100701 - 9887 000048 2 Exposure amount
musat ba zaro for
statistical codes
201207230008 999596 | MUSRTEST4A JST POLICY 05/01/2010 | 01 00 [20100701 - 0063 000051 2 Expasure Amaunt
musat ba raro for
this Class Code
201207230008 99996 | MUSRTEST4A JST POLICY 0s/01/2010 | 01 00 [20100701 - 9664 000051 2 Exposure Amount
must he zero for
this Class Code
201207230008 99996 | MUSRTEST4A JST POLICY 0s/01/2010 | 01 00 [20100701 - 9887 000051 2 Exposure Amount
must he zero for
this Class Code
201207230008 99996 | MUSRTEST4A JST POLICY 0s/01/2010 | 01 ) 000514 1 e premium
reparted for class
9740/9741

Print USR Reject Report

USRs with an Edit Status of Rejected will display a button labeled “Print Reject Report” within the
USR Details. This will allow a user to view and print all errors that were generated from the
editing of this USR.

Manage Policy/USR

REPORTS CREATE WCSTAT FILE HELP

Carrier 1D2 SHITE Report No.: d: Received Dater 7/6/2 Submission ID: 201207230008 W

Palicy Mo MUSETESTSA Carr. Baq. No.: 00 Aceepied Date: Camba 1D: G455485

Policy Eff. Dates 57172010 Correction Type: Edit Status: Repacted Coverage 107 24452280 ”
i) [ Al to Wy st [l Addd to WCSTAT ke | “Correct | “Rephce" | el |

Had Expaiure Lowi infs

POLICY INFO

Carer 10™ S555E Policy No.* MUSRTESTLN Falicy Eff. Date™ /42010 - Folicy Exp. Ciate™ 51205 o~

Rapert Mo ™ - Gorr, Sog, N G/ Corractasn Typa™

Exposure State 33 Stae Eff. Date -

Besk [0 Numbar

Insured's Mame"® IST POLICY

Address

POLICY CONDITIONS

3 yr. LA Pokicy Hulti te Poley Irtarstate Folicy Estimated Audit Coda™ M

Retra Policy Cancelad Mid-tarm MCO Indicatar

POLICY TYPE 1D

Type Coverage 01| Tvpe Of Plan 1D o1 Type OF Non Standard 10 at

Losses Subject Ta Ceduchble oo Ded Amt ClaimSaccident o Ced. Amt Aggregate a

Basis OF Daductible Calculstion oo

The edit status is located in the middle column of the Header information.

The Print Reject Report button is located in the Header information on the right hand side of the
screen.
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The Reject Report will be brought up in a separate window which will allow the user to print the
report from this view or Export and Download. The pop up will contain a row of data at the top
which displays how many screens are displayed as well as the format the report can be exported.
If the user does not want to export, the print button allows a user to print from the popup.

/= Manage USR - Windows Internet Explorer £
& https//bestncrb org/ManageUsR/Pages/ViewReport aspx ~| i

4 4 ef1 b Bl 100% ~| | Find | Maxt Salect a farmat | Expart £ =]

Morth Carclina Rate Bureau
Unit Statistical Error Report - Rejected USRs
MNCRE TEST CARRIER 2 (99996)

The following USRs have not been processed into our database due to the severity of the errors. The status of the USR is the same as unreported. Please submit the
uired replac or o -tion roport

Submission Carrier Policy Number Insured Name Effective Rpt  Corr Claim Number or Edit No. Severity Error Message
n

Date . No. Exposure Date/Class
201207230008 59956 | MUSRTEST4A JST POLICY 05/01/2010 | 01 00 [20100701 - 0063 000048 2 Exposure amount
must be zero for
statistical codes
201207230008 993586 | MUSRTEST4A JST POLICY 0s/01/2010 | o1 00 [20100701 - 9664 000048 2 Exposure amount
musat ba zaro for
statistical codes
201207230008 993586 | MUSRTEST4A JST POLICY 0s/01/2010 | o1 00 |20100701 - 9887 000048 2 Exposure amount

must be zaro far

statistical codes
201207230008 999596 | MUSRTEST4A JST POLICY 05/01/2010 | 01 00 [20100701 - 0063 000051 2 Expasure Amaunt
musat ba raro for
this Class Code
201207230008 99996 | MUSRTEST4A JST POLICY 0s/01/2010 | 01 00 [20100701 - 9654 000051 2 Exposure Amount
must he zero for
this Class Code
201207230008 99996 | MUSRTEST4A JST POLICY 0s/01/2010 | 01 00 |20100701 - 9887 000051 2 Exposure Amount
must he zero for
this Class Code
201207230008 99996 | MUSRTEST4A JST POLICY 0s/01/2010 | 01 0o 000514 1 e premium
reparted for class
9740/9741

Download USR Reject Report

USRs with an Edit Status of Rejected will display a button labeled “Download Reject Report”
within the USR Details. This will allow a user to download the reject report for the errors that were
generated from the editing of this USR.

Manage Policy/USR

BACK TO PORTAL HCRB.ORG
SEARCH CREATE USR MY LIST REPORTS CREATE WCSTAT FILE HELP

View USR

Processed USR El usm1of1 & Print
Carrier ID: F9956 Report No.: 01 Received Date: 7/672012 Submission 10: 201 Prnt Belect Repa

Policy No.: MUSRTESTSA Corr. 5eq. No.: 00 Accepted Date: Comba ID: -

Policy Eff. Date: 5/1/20t0 Carrection Type: Edit Status: Rejectad Coverage 10:

Header I Exposure Loss Infe

POLICY INFO

Carrier 10" SH55E | Policy No.™ MUSRTEST4A Policy Eff. Date™ 5/1/2010 - Folicy Exp. Date™ S/1/2011 -
Report No. ™ o1 Corr. Seq. No.® o0 Correction Typa™
Exposure State 32| State Eff. Date -

Rigk 1D Number

Insured’s Name ™ IST FOLICY

Address

FOLICY CONDITIONS

A yr. F/R Policy Multi State Policy Interstate Policy Estimated Audit Code™ M
Retra Palicy Cancelad Mid-term MCO Indicatar

POLICY TYPE ID

Type Coverage 01 Type Of Plan 1D o1 Type Of Non Standard ID= o1

Lesses Subject To Deductible oo Ded Amt Claim/Accident a Ced. Ami Aggregate °

Basis Of Deductible Calculstion oo

The edit status is located in the middle column of the Header information.
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The Download Reject Report button is located in the Header information on the right hand side of
the screen under the Print Reject Report button.

This report will be shown in Excel format.

"] & il

m Heme dmen  Pagelmwat  fomum  Oa Reoes

ManagelSR_Reject_Reporifl] |

View  Acrobat

Protected View]

- Microsaofi Excel

J ProtectedView  Trisfile criginated frem an Infemet fecstion snd might be unsafe. Gk for mere detaits

[ Submission

01207230008

201207230008

01207230008 90906
201207230008

201207230008

201207230008 99596

201207230008 99996

JET POLICY
MUSRTEST4A JET POLICY
MUSRTEST44 JET POLICY
MUSRTESTAA JSTPOLICY
MUSRTEST4A JET POLICY
MUSRTEST4A J5T POLICY
MUSRTESTAA JSTPOLICY

Viewing USR Fines

Enatie Edning

E I G

H

Expisure Dite/Class

Effectie Cate RptHo  Com Mo Claim Number or Edit Ho
0510172010 (] o0 20100701 - 0063 000048
020172010 (1] o 000048
05/01/2010 n o 000048
0540172010 L] o 20100701 - 0063 000051
os0i2010 " o 20100701 - 9664 o00as1
o010t (1] o 20100701 - 5887 000051
030172010 (] o 000514

Detail Report

st be ze1a
';'U!I be zare
must ba zer0
must bs zare
must ba zera

ed for clags.

For users with access to view the Fines report, a Reports menu item will be available to open the

USR Fines Detail Report criteria page. From here users will be able to run a detail report.

SEARCH

CREATE USR

USR Fines Detail Report
Select a company, month and year.

Month* [Oet T
Year® | 2015 [+

All Carriers
DEF Carrier
ABC Carrler

& | HIG Carrier

MYLIST Reports CREATE WCSTAT FILE

HELP

USR Fines Detail Report

The user must select at least one of the carriers listed in the company box. The Month dropdown field

Coverage RPT CORR Reference Fine

1D Insured Name Policy Number Effective Date | No. Ma. USR Status | Fine ID Date Amount

23744145 ABC Insured WC101010101 12731401 01 o1 Delinguent 7211010 12431401 550

0101010010 DFE Insured WC010101101 12/31/03 o1 oz Rejected 7311101 12731402 350
Total: 5100.00

defaults to the previous calendar month and the Year field defaults to the current year with the exception
of January of a given year. If the current date is in January, the Month will default to December and the
Year will default to the prior year.

When a user clicks the Search button, the report will run placing the results on the screen as

seen above. When the Print button is clicked, the results of the search generate a printable report
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that can be exported to various formats including Excel, PDF, etc. The Clear All button removes
all the criteria in the Search fields.
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