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A portal screen walk-through of how to
complete the Experience Rating Data
Reporting process.

1 Click on the WCRA Portal Login button on the wcra.biz website.

2 Registered users can enter their email address and password, then click "Send
Authentication" button. An email will be sent to the email address registered with
the WCRA and entered as part of this step.

https://wcra.biz
http://wcra.biz
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3 Enter the authentication code sent to your email and click "Login".

4 Click "Policy Data Reporting".
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5 Click "Experience Rating".
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6 Use the filters to find the WCRA member which you want to complete a report.

7 Click "Filter" to filter the list.



5

8 Click "Start Report" to begin reporting.

9 On the first reporting screen, you can download instructions, data definitions, and
the data template you will use to upload your data.
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10 Click "Get Started" to begin reporting.
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11 If you haven't already downloaded the Excel template, you can download it here.
Click "Download Excel Template".
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12 After you have completed the Excel template, click "Select File to Upload" to
upload your data.
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13 After selecting a file, click "Save and Continue". Your data will then be validated.
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14 If your uploaded file has more than 10 errors, you will see a list of the errors. You
will need to make corrections and re-upload the file. You can use the "Download
Error Detail" link to download an Excel file with a list of the errors.
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15 Click "Back to Previous Step" to return to the previous screen to upload a
corrected file.
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16 Click the "X" next to the file name previously uploaded to remove the file prior to
trying another upload.
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17 Click "Select File to Upload" to upload the corrected file.
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18 After you have added the corrected file, click "Save and Continue" and your data
will be validated.
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19 If the uploaded file has less than ten errors, you can use the "Edit Data" link to
make corrections or the "Back to Previous Step" button to upload a new file.
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20 Make the correction in the pop-up and click "Save".
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21 Continue to make corrections until all errors are removed from the list by clicking
"Edit Data". Once All data is corrected you will be brought to the next step.
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22 After you have uploaded data with no errors or have made corrections to the data
using "Edit Data", you will be brought to the Comments screen. Add any
comments that will assist the WCRA in the review of the data.
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23 After you have entered comments, click "Save & Continue" to proceed to the
Review and Submit screen.
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24 On the Review and Submit screen you can download the report and the data file.

25 After you have reviewed the report. Click the "Submit" button to finalize the report
submission. Note: There is a submit button on both the top and bottom of the
Review and Submit screen.
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26 After clicking "Submit" on the Review and Submit screen you will see a submission
confirmation screen. Click "Continue" to return to the Experience Rating list
screen.

27 When you return to the list screen, you may see a status of "Processing" while
your report is being processed.
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28 After processing is complete, you can download the report and data submitted
from the list screen.


