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How to complete an Exposure
Adjustment Report for a Hybrid
Self-Insurer Member

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

2 Click "Portal Login"

https://wcra.biz
https://www.wcra.biz/
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3 Enter your email address and password, then click send authentication.

4 Enter the authentication code sent to you via email, then click Login.
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5 From the home screen, click "Policy Data Reporting" then "Exposure Adjustment".

6 Use the filters to find the member you want to report for.
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7 You can reassign a report to another user by clicking the reassign link.
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8 Use the dropdown in the reassignment pop-up to select the user to assign to, the
click "Assign Task" to complete the reassignment. If the user is not a registered
user they will not appear in the list, Go to User Management in the header to
invite a new user.

9 Click "Start Report" to begin reporting.
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10 On the first screen, you can download the data templates used to upload data
along with instructions.

Click "Get Started" to begin reporting.
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11 On the Payroll Reporting screen answer the first question, download the data
template if necessary, and upload your data.

12 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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13 If errors are found during validation, you will see a list of the errors. After
reviewing the errors, click "Back to Previous Step" to return to the Upload Data
screen.
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14 After correcting the upload file, select the corrected file and click "Continue". The
data will be validated again.
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15 After the data has been validated you will see the Payroll Reporting screen. Review
the data for accuracy.

You can use the search box to find specific class codes.

Use the "Add Class Code" button to add another class code.

To make changes or remove a class code, click the edit or delete icons.

When the data has been reviewed, click "Continue to proceed to the Data
Verification step.
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16 Review the list of data verification documents that need to be provided.

Documents can be uploaded by dragging the document into the "Upload
verification documents" box or selecting a file using the "browse to upload" link.

17 After you have uploaded the documentation, click "Continue" to proceed to
Organizational Changes.
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18 Enter any organizational changes in the Comments field. If there were no
organizational changes, turn the toggle next to the question off.
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19 After the organizational changes have been completed, click "Continue" to go to
the Report Summary screen.

20 Enter any additional information in the Comments field that will provide
clarification of the data being reported.
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21 After the comments have been entered, click "Continue" to go to the Report
Summary screen and review your draft data submission.
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22 From the Report Summary screen, you can click "Download Report" to download a
PDF of the report.

If you need to make any changes, click "change responses". This will bring you
back to the associated step where you can edit your data.
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23 After you have reviewed the summary, click the checkbox to certify you are
providing accurate and complete information.

24 Then click "Submit" to finalize the submission.
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25 When the report has been submitted you will see a confirmation pop-up. Click
"Continue" to return to the list screen.

26 The report you submitted will be processed. While processing, you will see a
status of "Processing"
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27 When processing is complete, the status will change to "Submitted", and you can
download a copy of the submitted report. It can take up to 24 hours for the
processing to be completed.
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28 Occasionally WCRA requests revisions from its members. When revisions are
requested, members are notified via email and the report is listed in the portal
with a status of Revisions Requested.
From the Exposure Adjustment list screen, click "Start Revision".
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29 IMPORTANT: On the instructions screen, read the Reviewer comments. Reviewer
comments describe what revisions or clarifications are being requested.
Click "Get Started" to begin the revision process.

Note: If the reviewer is asking for only additional comments/clarifications you may skip
a few steps in the process and be brought to the comments screen. You can still use the
back to previous step links to review other data.
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30 Proceed through the steps, update data as needed, and click "Continue" to
proceed to the next step.
When you get to the Comments screen in the review step. Read the Reviewer
comments and enter your response in the "Revision Request Comments" box.

31 After revision comments have been entered, click "Continue" to proceed to the
Summary screen.
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32 You will see the "Download Report" link appear on the right of the screen to
download a copy of the report.

Review your data. If changes are needed, use the "change responses" link. This
will return you to the associated step where you can make the needed changes.
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33 After you have reviewed the report and made any necessary changes, click
"Submit" to finalize the revision.

34 When the report has been successfully submitted you will see a pop-up
confirmation. Click "Continue" to return to the list screen.
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35 The report you submitted will be processed. While processing, you will see a
status of "Processing".
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36 When processing is complete, the status will change to "Submitted", and you can
download a copy of the submitted report. It can take up to 24 hours for the
processing to be completed.


