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January 22, 2016

CIRCULAR LETTER TO ALL MEMBER COMPANIES

Re: Experience Rating Worksheets Available Online

The North Carolina Rate Bureau is pleased to announce the availability of new functionality in the
Experience Mod Lookup web application. Carriers that are not the current carrier of record can now
access employers’ intrastate experience rating worksheets online.

To take advantage of this feature, the carrier must have a valid letter of authority on file from the
employer. For verification purposes, each user will be required to attest to having the letter on file as
part of the process and agree to maintain a copy of the authorization letter for a period of five years.
Responses to the attestation are recorded along with user information and may be used in support of
any future compliance audit(s).

Current carriers of record can continue to access experience rating worksheets using the WCRatings
web application. This process has not changed. In addition, there is no charge to obtain experience
rating worksheets from WC Ratings or the Experience Mod Lookup tool.

NOTE: Requests for interstate experience rating worksheets should continue to be directed to NCCI.

Refer to the Rating Worksheets Online Getting Started Guide for detailed information.

NCRB will discontinue providing worksheets from phone or email requests on March 31, 2016. After
this date, access to worksheets will only be available online in the WCRatings or Experience Mod
Lookup web applications. Please contact your Group Administrator prior to April 2016 to confirm your
access.

Your Group Administrator is responsible for granting access to Experience Mod Lookup functionality
for users at each company. Your Group Administrator can contact the NCRB Information Center if any
assistance is needed with granting access to your logon account.

If your company does not have a NCRB Group Administrator, your company should establish one by
completing a Group Administrator Account Registration form. The Group Administrator will be
responsible for managing individual user accounts for your organization and will serve as our primary
contact for web account administration. We realize member companies may have users in different
divisions, departments and/or geographical locations. To simplify the administration process, it is
recommended that you select a single Group Administrator for your company or group of companies
who will have the option to delegate administrative rights to additional member users within your
company as needed to most efficiently manage your user accounts.
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You can obtain the Group Administrator Account Registration form on NCRB’s website at
http://www.ncrb.org/ncrb/WorkersCompensation and/or access additional member service resources
also provided below:

e Member Services Portal - Login

e New Account Signup - Instructions

o Portal System's User Guide - Instructions
e Carrier Contact Change Request - Form

If you have any questions, contact the NCRB Information Center at 919-582-1056 or email at
wcinfo@ncrb.org.

Sincerely,
Joanna Biliouris

Chief Operating Officer
JB:dms
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https://webportal.ncrb.org/NCRBPortal/PortalLogon.aspx
https://webportal.ncrb.org/NCRBPortal/NewUserAccount.htm
http://www.ncrb.org/Portals/0/Web%20Portal%20User%20Guide%20V1.2.pdf
http://www.ncrb.org/Portals/0/ncrb/workers%20comp%20services/forms/North%20Carolina%20Rate%20Bureau%20Change%20Request%20III.pdf

Rating Worksheets Online: Getting Started Guide

Rating Worksheets Online:
Getting Started Guide

This guide provides a high-level overview of Experience Mod Lookup functionality of
viewing Ratings Worksheets online.

Accessing Experience Mod Lookup

When attempting to view worksheets, Experience Mod Lookup is used.

Access the Experience Mod Lookup from the Secured Members Area of the NCRB,
NCRF and NCIGA Web Application Portal. After logging in, the Application Portal
displays all secured applications the user has been authorized to access. In the
lefthand navigatation, select Workers Comp > Experience Mod Lookup.

NOTE: If the user is the current carrier of record, the ability to search, view and print
experience rating worksheets for employers currently covered by a carrier within the
carrier group using the WCRatings web application will remain the same.

NCRB « NCRF « NCIGA

)

RATE BUREAL
REINSURAMCE FACILITY
INSURANCE GUARAMTY ASSOCIATION

Welcome to the Web Application Portal

Welcome back . The last time you accessed this system was on 12/22/2015 at 1:30PM. The web
applications you are authorized to access are listed in the Main Menu.

Personal Lines

Workers Comp
Compliance NonCompliance

Experience Mod Lookup

Searching for Ratings

The user enters search parameters in order to obtain the proper search results which are
displayed below the search criteria.. The user then selects the desired Combo ID associated with
the insured. Once this selection is made, this will display the history of experience modification
factors for the last 5 years and allow the user to view available worksheets to the user if they
accept the attestation (described below).

Creating Worksheets

Once the user is ready to select the worksheet(s) they follow these steps.
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1)

2)

3)

Select individual or multiple rating items by checking the empty box on the left hand
side associated with the Rating History needed.

Press the Worksheet PDF button to generate a PDF of all the selected
worksheets.

a. The user will be able to view each worksheet within one PDF file that will
open as a combined PDF file or the user may save to their computer.

If the user prefers to have each selected worksheet in a separate file, the user must
choose the button labeled Worksheet ZIP. A ZIP file will generate that contains
each of the selected Ratings’ worksheets.The user will then open or save the ZIP
to their computer.

Prior to viewing the PDF or ZIP documents, the Experience Mod Lookup will ask
the user to attest that they are either the current carrier of record OR that they have
a valid, current letter of authorization to view the worksheet(s) for all selected
Rating History.

This Certification and Agreement supplements the Terms of Ussa for use of NCRE {(as defined in the
Terms of Use) web-based applications, and relates to the Experience Modification Lockup application
and access to associated workshests. Any breach of this Certification and Agreement will be
considered a breach of the Terms of Use.

By dicking the “Accept” button below, or otherwise by using the Experience Modification Lockup
application, you hereby agres, on your own behalf and on behalf of the organization you are
employed by or otherwise represent: (1) to the NCRE general Terms of Use, and (2) to the
supplemental terms below:

1. You hershy cartify that yvou are either 1) the current carrier of racord or producer of record for the
employer organization {"Employer”) about which wou are inguiring, or 2} that you have a valid,
current letter from the Employer, on Employer letterhead which authorizes wou to obtain information
ragarding the Employer for the spedific purpeses of quoting and undenwriting workers compensation
insurance, pursuant to the current filed and approved Experience Rating Plan.

2, If you do not mest the reguirements specified above, you are reguired to select the "Dedine™
button below and to not wse this application. You agres to defend, indemnify, and hold NCRE and its
directors, employess, and affiliates harmless from any and all claims, suits, actions, losses, damages,
costs , and expenses (induding reasonable attorneys’ fees) arising from or relating to your breach of
this Certification and S&gresment, including without limitation your failure to mest the certification
raquirements abova.

3. You acknowledge that MCRE may electronically capture and store your agreement to thess terms
along with your identifying information, which will link your acceptance with your user id, NCRE
reserves the right to conduct an audit regarding your request for experience mod waorksheets via this
web application to ensure that you are the current carrier of record or producer of record, or you
have a valid, cumrent, letter of authority on file. Within five (5) business days from NCRE's reguest for
documentation to suppaort your autharity to receive mod workshests for a specified Emplayer, you will
pravide NCRB with a copy of the valid, current letter of authority. In the event you fail to provide a
walid, current letter of authority to us within the presoribed 5 business day period, NCRE may at its
option terminate your access to this application and/or to the worksheets, without limiting NCRBE's

other remedies,
[ oeriee

If the user selects Accept on the attestation, the user will be granted access to the
worksheets. The response to the attestation is recorded along with user information
and may be used in support of any future compliance audit(s).

If the user selects Decline on the attestation, the user will not be granted access to the
worksheets as the user has indicated they are not the carrier of record nor do they
have a valid, current letter of authorization to view the worksheet(s). The response to
the attestation is recorded along with user information and may be used in support of
any future compliance audit(s).

Note on Creating Worksheets

Please note that the user must attest to their authorization to view the worksheet each
time the user attempts to view the information.
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