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How to Enter Exposure Adjustment
Data Manually

1 The steps below explain how to manually add data (as opposed to uploading it)
during the Payroll Reporting and Payroll Reconciliation stages of the exposure
adjustment process.

For end-to-end directions, see How to complete an Exposure Adjustment Report
for a Self-insured Member

2 To manually add payroll data, select "Enter Manually"
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3 Since you can change your selection at any time, you will be prompted to confirm
this selection. Click "Ok", then "Continue" to proceed.

Note: If you have already uploaded data, then select to "Enter Manually", and click
"Ok", the previously uploaded data will be deleted, and you will need to start
fresh.

4 To add a Class Code, click "Add Class Code"
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5 In the pop-up, there are two fields. Use the top drop-down field to select the Class
Code, and the bottom field to add the Gross Payroll Amount.

Use the "Cancel" button or "X" to close the pop-up.

Tip: In the Class Code field, you can start typing the Class Code ID or the Class
Code description to quickly find the Class Code you are looking for.
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6 Once you have selected the Class Code, and added the Gross Payroll amount, click
"Save" to add the record.

7 You will now see the record in the Gross Payroll table.

To edit the record, click the pencil icon. See slide 8.

To delete the record, click the garbage icon. See slide 9.
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8 After clicking the pencil icon to edit a record, there will be a pop-up that allows
changes to the Class Code and/or the Gross Payroll Amount. After making the
necessary changes, click "Save".

Note: If you have already entered other adjustments (e.g. Overtime) for this Class
Code, you will not be able to modify the Class Code. Additionally, you can't lower
the Gross Payroll amount so that it is less than the sum of the other adjustments
for this Class Code. In either case, you will see an error message describing the
issue, and you will not be able to update the record.
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9 After clicking the garbage icon to remove a record, there will be a pop-up asking
you to confirm the removal of the Class Code.

Clicking "Yes" will remove the Class Code record from the Gross Payroll screen,
and any other adjustments entered on subsequent screens (e.g. Overtime).

Click "No" or the "X" to close out of the pop-up.
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10 If there are a lot of Class Codes that have been entered, you can use the search
bar to quickly find one that you are looking for.

Click in the search bar, and then start typing either the Class Code ID or the Class
Code description. Then click "Search".

11 Click "Reset" to clear the search criteria, and see the full list again.
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12 On the Overtime screen, to add a record, click "Add Overtime".
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13 In the pop-up, there are three fields. Use the top dropdown field to select the
Class Code. Use the Overtime Amount field to enter the overtime amount, and the
Overtime Rate dropdown to select the overtime rate.

Use the "Cancel" button or "X" to close the pop-up.

Note: The Class Codes available to select from are limited to what was previously
added to the Gross Payroll screen. i.e. a Class Code must have Gross Payroll
entered or you will not be able to add an Overtime record for the Class Code.
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14 Once you have entered a value in all three fields, click "Save".

15 Like to the Gross Payroll screen, you can use the pencil and garbage icons to edit
and delete records, respectively.
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16 To add an Exclusion, click the drop-down to the right of exclusion needed. There
are fourteen exclusion options available.

Note: The number next to the dropdown shows how many exclusions have been
added (if any).

17 Then click "Add Exclusion"
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18 You will then see a pop-up. Most Exclusions will only have two fields to enter (Class
Code and Payroll Amount), but in this example (Company Perks) there are three
fields required.

Note: The Class Codes available to select from are limited to what was previously
added to the Gross Payroll screen.
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19 Once you have entered a value in all of the required fields, click "Save".

20 The record will now appear in the table, and the number next to the dropdown
icon will update to reflect the total exclusions entered in this section.

To edit or delete, use the pencil and garbage icons respectively.
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21 To add an Officer, click "Add Officer".

22 You will see a pop-up where you can enter the Officer data. You must enter a value
into each field before being able to save the record.

Note: The Class Codes available to select from are limited to what was previously
added to the Gross Payroll screen.
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23 Once you have entered the data, click "Save".

24 The record will now appear in the table.

To edit or delete, use the pencil and garbage icons respectively.
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25 To manually add Payroll Reconciliation data, first click "Enter Manually". Then click
"Continue".
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26 After choosing to manually enter the data, you are directed to the next screen,
where you can click "Add a Row" to start entering it.

Note: If you decide that you want to upload the data instead, you can click "Back
to Upload Data" to change your response.

27 After clicking "Add a Row", you will see a pop-up where you can enter the
Reconciliation data.
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28 Once you are done adding your data, click "Save".
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29 You will now see your record in the top table (in this example, ABC Co). The
bottom table will display the totals.

To edit or delete, click the pencil icon or garbage icon respectively.

To continue adding your data, click "Add a Row".


