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How to complete an Exposure
Adjustment Report for a Self-insured
Member (Reporting Unit)

1 Some members are required to report using reporting units, but all members can
use them.

A reporting unit is an operating segment of a member. Utilizing the reporting
units for reporting annual payroll data provides the lead member reporting
contact with insight into their organization’s underlying data and assists in
identifying potential reporting issues by segment. This feature enables members
to identify segments of their business that have payroll, exclusions, and officer
information, by class code and the supporting documentation needed to finalize
the annual self-insurer payroll reporting requirement. This allows the lead
member contact the ability to review the underlying data reported by the
segments, work to correct any issues, and then submit the final aggregate data to
the WCRA.

If you have been assigned to complete a report for a reporting unit, flow the steps
below.

2 Navigate to https://www.wcra.biz/

https://wcra.biz
https://www.wcra.biz/
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3 Click "Portal Login"

4 Enter your email address and password, then click "Send Authentication".
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5 Enter the authentication code sent to you via email, then click "Login".
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6 From the home screen, click "Policy Data Reporting" then "Exposure Adjustment".

7 Use the filters to find the member you want to report for. When you have your
filters set, click "Filter" to see the results.
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8 From the list screen, use the expand arrow to view the reporting units. Click "Start
Report" to begin reporting. Additional information regarding reporting units can
be found on slide 57 and 58.
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9 If necessary, download the overview, templates, and template instructions.

Click "Start Report" from the list screen, then "Get Started" from the first
instruction screen.
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10 On the Payroll Reporting screen answer the first question.

If you are uploading the data, select "Upload Data", download the data template,
and add your data to it. Click "Select File" to choose the excel file you want to
upload, then click "Continue".

If you are entering the data manually, select "Enter Manually" and click
"Continue". See How to Enter Exposure Adjustment Data Manually

https://www.wcra.biz/portal/overview-training/
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11 After you have selected a file to upload, click "Continue". Your data will then be
validated. If you selected the wrong file for upload, you can remove the file by
clicking the "X" after the file name.
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12 If errors are found during validation, you will see a list of the errors. After
reviewing the errors, click "OK" to return to the Upload Data screen.
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13 After correcting the upload file, select the corrected file and click "Continue". The
data will be validated again.

14 You may get a pop-up screen asking you to confirm your new data upload. Click
"OK" to continue.



11

15 When the data passes validation, you will be brought to the Gross Payroll screen.
The screen displays the data uploaded. You can edit, delete, or add additional
Class Codes if necessary. Once reviewed, click "Continue".

Note: If you see the triangle warning icon, this means there is missing data, or the
step is incomplete.



12

16 Answer the question regarding Volunteer Firefighters.

17 If you answered "Yes" to Volunteer Firefighters, complete the population and
full-time firefighter fields.
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18 Then enter the gross payroll for full-time firefighters and click "Save".
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19 Click "Continue" to move on to Overtime.
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20 On the Overtime screen, like the Gross Payroll screen, you can add overtime or
edit and delete existing rows.

21 After Overtime has been reviewed, click "Continue" to go to Exclusions
Adjustments.



16

22 The Exclusions Adjustments screen has multiple sections. The number in the
green circle show the number of entries for that adjustment. Use the expand
arrow to view the detail.
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23 When an adjustment section is expanded, you can add, edit, or delete an
exclusion.

24 After all adjustments have been reviewed, click "Continue" to go to Officer Excess.
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25 Review the Officer Excess. Add, edit, or delete as necessary. Once reviewed, click
"Continue" to go to the payroll reporting summary.

26 The Adjusted Payroll Summary displays a summary of the data previously entered.
If changes to the data are needed, use the left-hand navigation to return to a
screen to make the changes. Once reviewed, click "Continue" to go to the Payroll
Reconciliation screen.
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27 Payroll reconciliation data can be uploaded or entered manually. Click "Upload
Data" to use the data template or click "Enter Manually" to key in your data. If
entering manually, skip to slide 40.

Note: For more instructions on manual entry, see How to Enter Exposure
Adjustment Data Manually

https://www.wcra.biz/portal/overview-training/
https://www.wcra.biz/portal/overview-training/
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28 If you select "Upload Data", you can download the data template and instructions
if you haven't already.

29 After completing the template, Click "Select File to Upload" and select the file to
upload.
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30 After selecting a file for upload, click "Continue" and the reconciliation data will be
validated. Provided the data passes validation, you will be brought to the
Reconciliation screen.

31 On the Reconciliation screen, you can add another row, edit an existing row, or
delete an existing row.



22

32 If your reconciliation data does not reconcile to your gross payroll, and your Total
Reconciliation Amount is LESS THAN Gross Payroll, click on the edit pencil,
enter the payroll in the Adjustments Sections that apply. For example, political
officials or other. If other is utilized, provide an explanation in the comments field.
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33 If your reconciliation data does not reconcile to your gross payroll, and your Total
Reconciliation Amount is GREATER THAN Gross Payroll, you can either go back
and correct your payroll data or acknowledge the unreconciled amount will be
allocated to the highest rated class code.
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34 Once the data is reconciled, or you have acknowledged that the unreconciled
amount will be allocated to the highest rated class code, click "Continue" to upload
you supporting documents.

35 On the Supporting Documents screen, Click the "Attach additional Supporting
Documents" link to select files, or drag the file to the upload box to upload your
supporting documents.



25

36 After all the supporting documents have been uploaded, click "Continue" to go to
Organizational Changes.
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37 Enter any organizational changes in the Comment field. If there were no
organizational changes, turn the toggle next to the question off.

38 After the organizational changes have been completed, click "Continue" to go to
the Review screen comments screen.
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39 Enter any additional information in the comments field that will provide
clarification of the data being reported.

This could help reduce the amount of follow-up needed with the reported data.
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40 After the comments have been entered, click "Continue" to view the report
summary.

41 From the Summary screen, you can click "Download report" to download a PDF of
the report.
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42 If you need to make any changes, click "Change Responses". This will bring you
back to the associated step where you can edit your date.

43 After you have reviewed the summary, click the checkbox to certify you are
providing accurate and complete information.
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44 Then click "Submit" to finalize the submission.

45 When the report has been submitted you will see a confirmation pop-up. Click
"Continue" to return to the list screen.
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46 When the reporting unit has completed their report, the report can be
downloaded. If corrections are needed, the reporting unit can be reopened by
clicking the "Reopen" link. After reopening a reporting unit, resume and repeat
the submission process.
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47 IMPORTANT: After all reporting units have completed their reports, the
member must resume reporting at the member-level to finalize their
submission.

See How to complete an Exposure Adjustment Report for a Self-Insured
Member (Leader Flow) training document for additional instructions.

https://www.wcra.biz/portal/overview-training/
https://www.wcra.biz/portal/overview-training/

