Department of Labor and Industries Retro@Lni.wa.gov
Retrospective Rating Program 360-902-4851

Accessing your Retro reports electronically
using Secure File Transfer (SFT)

When you enroll in Retro, you have the option to receive your Retro reports in paper format or electronic
format. Those who wish to receive their reports electronically must go through the Secure File Transfer (SFT)
site. Below are step by step instructions for how to log into SFT, download both the report and data files, as
well as how to format the files once you have downloaded them. If you have any additional questions
regarding accessing your electronic reports, please contact the Retro program by sending an email to
Retro@Lni.wa.gov or calling 360-902-4851.

In order to log into SFT, you will need a username and password. If you are a first time user and do not yet
have a username and password, please contact us using one of the methods listed above and we will provide
you with that information.

Step @ - Logging into SFT

= The SFT website is found at: https://sft.wa.gov/ Once you open the site, the landing page will look
like *this:
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Welcome to SecureTransport Versiona.2.

& axway

name
password

Log In_

= |nthe “name” field, type in your username (it will begin with “vst_")
= In the password field, type in your password.

* Because of differences in web browsers and operating systems, what you
see on your computer may vary slightly from these illustrations.
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= Once you've entered your login information, you will be taken to your “homepage” within SFT. The
“homepage” will look similar to the screenshot below; however, your homepage will only contain
folders that you are entitled to access.
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Step @ - Accessing your files

= |n order to see your files, you will first need to click on the folder you wish to open.
=  Once the folder opens, you will then be able to see all of the files which are currently available:

B = @2 | G twctory of nryoamt

e [a-@-a
? Server ¢
gaxwa Welcome to SecureTransport Ve"""’“jg‘i
\ My Flles | My Account I
mode [TIETMN-sc | Name Size _ Date
path E,( D ﬂ MNTHLY.DOC.D151216.T230326 173974 Dec 16 2015 23:03
B rri10887 [0 O MNTHLYD.DOC.D151216.T230327 33638 Dec 16 2015 23:03
fite | BroWse... | Delete | | Download | | view (HTML) | | View (Text) |
| Upload File
< >
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= In this example, you will see there are two different files.

The first file titled “MNTHLY.DOC.D151216.T230326” is known as the “report” file and the
second file titled “MNTHLYD.DOC.D151216.T230327"” is known as the “data” file. All data
files will contain a “D” in their name (prior to the first ‘period’).
= Report files look similar to the paper version of the report and do not allow for any
type of sorting or filtering.
= Data files are comma delimited files which are typically exported into Excel and are
meant for sorting and filtering.
All files within your folder will be presented in alphabetical order.
Note: The letters and numbers following “DOC” in the file name are of no import to end
users (except to denote the date and time the file was uploaded to the server).

Step @ - Opening your files

= |n order to open your files you will first need to select which file you wish to open.

= Once you click on the file you want to open, you will receive a pop-up window asking how you would

like to open the file. In this pop-up, you will need to choose the second option, “Select a program
from a list of installed programs” and then click “OK”.

=

Windows

[t

2’

To open this file, Windows needs to know what program you want to use to
open it. Windows can go online to look it up automatically, or you can manually
select from a list of programs that are installed on your computer.

What do you want to do? I|

1 Use the Web service to find the correct program

Windows can't open this file:

MMTHLY.DOC.D151216.T230326

@ Select a program from a list of installed programs:

OK ]I Cancel I ]
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= After you click “OK”, another window will pop-up asking you to select which program you wish to use

to open your file. For this first example, we will open the report file.
= PLEASE NOTE:
o Forreport files, it is recommended that you open the files within Microsoft Word.
o For datafiles, it is recommended that you open the files within Notepad.

REPORT FILE:

CETI D)

; Choose the program you want to use to open this file:

File:  MNTHLY.DOC.D151216,T230328 Il

Adobe Acrobat b Adobe Reader nl
' Adobe Systems Incorporated P /dobe Systems Incorporated

@ Internet Explorer % Microsoft Office 2010

Microsoft Corporation Microsoft Corparation

Microsoft Word | Motepad
:§ Microsoft Corparation Microsoft Corporation

m

~aag Paint Windows Media Center
(228 Microzoft Corporation =¥ Microsoft Corporation
0 Windows Media Flayer =" windows Photo Viewer =
= Microsoft Corporation Microsoft Corparation
H 1A e AP -

Type a description that you want to use for this kind of file:

Always use the selected program to open this kind of file

If the program you want is not in the list or on your computer, you can look for the appropriate program on the
Web,

ok || cancel |

=  Once you have selected the program with which you wish to open your file, click “OK”.
=  Your file will then open within your selected program of choice.
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COMPOIITE CLAIMS REPORT
BETRO GROUF NAME: WA 5T LAROR ¢ INDUSTRIES DEPT FAGE: 1
PROGRIAN FEY: MISZ2IS IMFLOYER WAME: LiT REGION 1
ACCOUNT MIMBERN: 036, 087-06
RETRD ID: 10887
MCOUNT 101 03E,08T-05
03/31/3036 j
IRCLUDES CIAIM ACTIONS AND FAYMENTS THRU
1270472015
GRIUP WAME 3 WA 3T LABCR & INDUSTRIES
oeer
B0 X 4860
EMPLOTEN HAE ¢ Lol REDIoN 1
ATTDELES 3 C/0 OITICE oF WX
+ BESCUMCES
b= + PO BSK 44521

T CLYMPIA WA B5C4-4321

(Non-formatted Report file within Microsoft Word.)
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DATA FILE:

; % Choose the program you want to use to open this file:

File:  MNTHLYD.DOC.D151216.T230327

Adobe Acrobat Adobe Reader ol
' Adobe Systems Incorporated Adobe Systems Incorporated
,-’F Internet Explorer % Microsoft Office 2010
Microsoft Corporation Microsoft Corparation
Microsoft Word Motepad =S
Microsoft Corporation d "} Microsoft Corporation
Paint Windows Media Center
Microsoft Corporation - Microsoft Corporation
Q Windows Media Flayer =" windows Photo Viewer =
= Microsoft Corporation Microsoft Corparation
H 1A e AP -

Type a description that you want to use for this kind of file:

Always use the selected program to open this kind of file

If the program you want is not in the list or on your computer, you can look for the appropriate program on the
Web,

ok || cancel

= Once you have selected your program of choice, click “OK”.

| MNTHLYD.DOC.0151216 - Notepad W — e ————— E‘ﬂg
File Edit Format View Help

00000121;20140401:95999900; NOTTA RERL BUSINESS ;20151204;20140604;SMITH

;J;RU99999;20140529;25;22;M;1101;MA  ;CLOSED;Driver/Sales Workers ; SPRAINS ;NECK ;MV ACC SAME DIRECTION;HIWAY VEH POWER

FHIWAY VEHICLES-PRWD-UNS C; ;
700000;000000000;000000000;000000000;000000000;000000000;000000000;000000000;000000000;000000000;000000000;000000000;000000000;000000000;
;000000000;000000000;000000000;000000000;0.0000; ;1.00; ;0.0000;000000000;000000000;000000000;
700000000000;00000000000;00000000000;00000000000;00000000000;00000000000;00000000000;00000000000;00000000000;00000000000;00000000000;0000
0000000;00000000000;1.7128;0.0000;0.9374;1.0998;0.9138 ;00000121;20140401;99999%00; FURTHERMORE INC
720151204;20140521;BROWN JK;RW995999;20140516;17,42;M;1101;MA ;CLOSED;Truck Drivers, Light or De;SPRAINS
FNECK /STAND IN RD HIT BY MV;HIWAY VEH POWER JHIWAY VEHICLES-PRWD-UNS C; ;
;00000;000000000;000000000;000000000;000000000;000000000;000000585;000000000;000000000;000000000;000000000;000000000;000000000;000000000;
;000000000;000000000;000000000;000000000;0.2169; ;1.00; ;0.0000;000000000;000000000;000000000;
;00000000000;00000000000;00000000000;00000000585;00000000000;00000000585;00000001002;00000000000;00000001002;00000000000;0000000093%;0000
0000000;00000000858;1.7128;0.0000;0.9374;1.09598;0.9138 ;00000121;20140401;99999%00;BIG COMEANY CO
720151204;20140829; SMITH FM;AV999959;20140822;15;18;F;6406;MA  ;CLOSED;Pharmacy Rides ;BURSITIS,
ETC;NECK ;FALL TO WORK SURFACE ;FLOCR ;CHRIR/BENCH i
;00000;000000000;000000000;000000000;000000000;000000000;000001825;000000000;000000000;000000000;000000000;000000000;000000000;000000000;
;000000000;000000000;000000000;000000000;1.0000; ;1.00; ;0.0000;000000000;000000000;000000000;
;00000000000;00000000000;00000000000;00000001825;00000000000;00000001825;00000003126;00000000000;00000003126;00000000000;00000002530;0000
0000000;00000002677;1.7128;0.0000;0.9374;1.09598;0.9138 ;00000121;20140401;%995%9300;BIG PHAKE CO INC
720151204;20140922; BROWN 7B;ZB99999;20140922;11;84;F;6406; MR ;CLOSED;Retail Salespersons ;CUT
;FINGER (3) 7 STRUCK BY NEC ;NONPWR TOOL NEC ;NONPOWER KNIFE-UNS COND ; »
700000;000000000;000000000;000000000;000000000;000000000;000000400;000000000;000000000;000000000;000000000;000000000;000000000;000000000;
;000000000;000000000;000000000;000000000;1.0000; ;1.00; ;0.0000;000000000;000000000;000000000;
700000000000;00000000000;00000000000;00000000400;00000000000;00000000400;00000000685;00000000000;000000006685;00000000000;00000000642;0000

0000000;00000000587;1.7128;0.0000;0.9374;1.0998;0.9138 700000121;20140401;99999900; INCORPCRATED BUSINESS CO
INC:;20151204;20141211;SMITH-SMITH ;BrRVEG0099;20141203:12;64;F;6403;MA ;CLOSED; Pharmacy ARides ; SPRAINS
;FCOT ;BODILY REACTICN ;BODILY MOTION ;PERSCN OTHER THAN INJURED; ;

;00000;000000000;000000000;000000000;000000000;000000000;000003074;000000000;000000000;000000000;000000000;000000000;000000000;000000000;
;0000000007000000000;000000000;000000000;1.0000; 71.00; ;0.0000;000000000;000000000;7000000000;
;00000000000;00000000000;00000000000;00000003074;00000000000;00000003074;00000005265;00000000000;00000005265;00000000000;00000004535;0000
0000000;00000004510;1.7128;0.0000;0.9374;1.0898;0.9138 ;00000121;20140401;599959500;sMALL CCMPANY INNA BCX

(Non-formatted Data file within Notepad)
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Step () - Formatting and saving your files

Report File:

Retro@Lni.wa.gov
360-902-4851

=  Once you have opened your report file in Word, you will need to format it. In order to format your
report, you will first need to adjust the margins within the report. To do this, you will need to go to
the “Page Layout” tab and click “Margins”.
= After clicking “Margins” you will need to go down and click “Custom Margins...”

Home

Aaj E Colars =
(T ants -

Themes
- [O]Effects ~

Themes

Insert

L]

Page Layout

References

= O

3] Line Numbers -

b~ Hyphenation ~ =

P'_:I
=

Breaks ~

Mailings

Review View

A a0

Watermark Page Page
Calor = Borders

Page Background

Acrobat

Indent
3= Left (07
£ Right: 0"

Margins| Orientation 5Size Columns
Last Custom Setting
Top: 0.5 Bottom: 0.5
Left: 0.2’ Right: 0.2
Normal
Top: 1° Bottom: 1°
Left: 1- Right: 1°
Marrow
Top: 0.5 Bottom: 0.5
Left: 0.5 Right: 0.5
Moderate
Top: 1° Bottom: 1°
Left: 0.75 Right: 0.75
Wide
Top: 1- Bottom: 1°
Left: 2 Right: 2
Mirrored

m Top: 1° Bottom: 1°
Inside: 1.25° Cutside:1”
Office 2003 Default
Top: 1- Bottom: 1°
Left: 1.25° Right: 1.25

Custom Mgrginﬁ
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= After clicking “Custom Margins”, a “Page Setup” box will appear. In this box you will then need to
adjust your margins to reflect the options shown below:

Margins | Paper |Layout |
Maragins v
/ - "
=T Top: 0.5" IZI Bottom: 0.5 q
q - | D
~.% 0.2 IZI Right: =
Gutter: i E‘ Gutter position: Left n
Orientation
L
A [=m])-
NG
Portrait Landscape
Pages
Multiple pages: | Mormal |Z|
Preview
apply to: |'|.I'l.|'hu|n.=-_ document |Z|
Set As Default ok || cancel

=  Once you have updated your margins and page orientation, click “OK”.
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=  You will then need to click back onto the “Home” tab and then click on “Select” in the right-hand

corner of the screen.

% &3 Find -
AABBCCDL  AABBCCDL | _

2a: Replace

Intense R... BookTitle [—| Change |~
T | Styles = g Select =
| Editing |
Select

Select text or objects in the
document.

Use Select Object to allow you to
select objects that have been
positioned behind the text.

= Once you've clicked on “Select” you will then need to click on “Select All”. This will highlight all of the

text within your report.

=3 Select All
Lg  Select Objects

Select All Text With Similar Formatting (Mo Data)
EI} Selection Pane...
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= Once all of the text has been highlighted, you will then need to adjust the font style and font size.
o You will need to make your font style Courier New.
o You will need to change your font to size 8.

Tl —
Home Insert Page Layout Referances Mailings Rl
_‘j c}Cut | F| oA e | ® = nsert Page Layout Refd
. qj ::::at Fainter Theme Fonts =t
e 5| Cambria (Headlings) Courier New = |8 E
) Catllibl:ised . (Body) EE -
ecently on
] () Courier MNew I' Br B 7 u b g ‘
(} Monotype Corava
— ) Segoe UI Mono o 10 i
: O Arial 11
- ¢} Times New Roman 17
i & Calibri 14
B & Lrial Marrow
: All Fonts 16
- ¢ Aharoni 1 T1an 18
: B Albary WT 70
~ T Albany WT J
; B Albany WT K 22
- T Albany WT SC 24
: B Albary WT TC 26
™ { ALGERIAN
: T Andale WT 28
; T andale wT ) 3h
: B Andale WT K 43
w:r T Andale WT SC 73
T andale T TC -
. 0 Andaluz ypa gl -
: ()} sagianaliew A
- {} ingranatec AR
: () Aparajita FrEicoeiy
z ()} Arabic Typesetting jon 2l
: 0 Arial 3

2016-01-05 www.Lni.wa.gov/Retro Page 10 of 20



Department of Labor and Industries Retro@Lni.wa.gov
Retrospective Rating Program 360-902-4851

= After completing these steps, your report will be formatted into a print-friendly version.

= |n order to save your report, you will need to go to “File” and select “Save As...”

@ v Libraries » Documents » v |+ W search Documents pel

Organize « MNew folder g= - (7]

(W] Microsoft Word Documents library Arange by: Folder +
|| Templates Includes: 2 locations
i MName Date modvified Type Size '
0 Favorites

%_3 Recent Places . Michole's PAR-PAF Presentations 12/9/2015 2:03 PM File folder
% Documents . PDF Files 10/29/201510:46 ...  File folder
B Desktop 1 Hiring 10/12/20154:10 PM  File folder
1. Enrollment | Excel 8/25/20151:51 PM File folder
1. Retro Hirings 1. My Deliveries 6/12/20157:23 AM  File folder
|| Retro_Rating ) My Shapes 3/31/2015 %55 AM  File folder
) FC . Supervisor 9/17/2014 1:47 PM File folder
1. RAC - Workgroups 1. Scans 9/17/2014 1:40 PM  File folder
. Operations Committee 9/17/2014 1:39 PM File folder
-4 Libraries | Processes 9/17/2014 1:39 PM File folder
@ Documents | LAN-Fax Utilities 5/6/2014 3:08 PM File folder
) Music | Fax 5/6/2014 11:17 AM  File folder
[E5] Pictures . Scanned Documents 5/6/201411:17 AM  File folder

B Videos | desktop 2/25/2014 4:02 PM__ File folder -

~ | I | 3

File pame: MNTHLY.DOC.D151216 -

Authors: Word Macro-Enabled Document
Word 97-2003 Document
Word Template
(! Hide Folders Word Macro-Enabled Template

Word 97-2003 Template
PDE

=  You will need to make sure you save the file as a “Word Document”.

=  Once your file has been saved as a Word Document it will keep the formatting changes and will stay
in a print-friendly format.

2016-01-05 www.Lni.wa.gov/Retro Page 11 of 20



Department of Labor and Industries Retro@Lni.wa.gov
Retrospective Rating Program 360-902-4851

Data File:

=  Once you've opened your data file in Notepad, you will need to copy and paste the information into
Excel. In order to copy all of the information, you will need to “right click” anywhere within the

document and then click on “Select All”.

0000000, 000000000; ; 000000000; 000000000;
00010887, 20150401; 05608718, L&T INFO

000000; 000000000; 000000000; CO0000000; 0000

0; 00000001272, 00000000000, 00000001272; 000

Undo

Cut
Copy

Paste

Delete
Select All

Right to left Reading order

Show Unicode control characters

E Inzert Unicode control character 3 E

Open IME

Reconversion

= Once all of the information has been highlighted, you will then need to then “right-click” again and
select “Copy”.

ON 1 ;20151204; 20150611 ; 4
000224 ; 000000000; 000000000; 000000000; 0000(
200000000; 00000001509; 2. 9298; 0.0000;1. 000(

s NOT CODED R

Cut

Copy
Paste

Delete
Select All

Right to left Reading order
Show Unicode contral characters

Insert Unicode control character

Open IME

Reconversion

;s NOT CODED s NOT CODED
; 0. 0000; 000000000; 000000000; 000000000; R; (
0151001 ; SCHMIDT HaHy
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= After the information has been copied to your clipboard, you will then need to open Microsoft Excel.
=  Once Excel is open, you will then need to paste the information into cell Al.

|lg ﬂvﬁuvﬂ_j

Home Insert Page Layout Formulas
A7
a Cut
= b Cu Calibri
» 153 Copy -
Paste I
- j Format Painter
Clipbg== "
Calibri = 11 = A A7 % - %
B r = *a
A Y w - \ v
1
& Cut
2 T
3 53 Copy
1 [ F.'éste Options:
5 =
6 Paste Special...
- Insert...
8
Delete...
9
Clear Contents
10 -
11 Filter 3
12 Sort 3
13 A Insert Comment
14
15 & Format Cells...
16 Pick From Drop-down List...
17 Define Name...
18 % Hyperlink..,
19
20
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= After you have pasted your information into Excel, you will need to format the data.

=  First, make sure column A is highlighted.

= Then, you will need to click on the “Data” tab and select “Text to Columns”.

= Once you've clicked on “Text to Columns” a pop-up window will appear. You will need to make sure
“Delimited” is selected; then click “Next>"

A -—
Convert Text to Columns Wizard - Step 1 of 3 — LM-

The Text Wizard has determined that your data is Fixed Width.
If this is correct, choose Mext, or choose the data type that best describes your data.

Original data type
Choose the file type that best describes your data:
i@ di - Characters such as commas or tabs separate each field.

 \Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

000108587;20150401;05608706; LT RECGION 1 ;20151) =

0010887;20150401;05608706;Lal REGION 1 720151 |_|
0010887;20150401;UEEUBTUG;L&I BEGION 1 ;zo1s1{
UUlDEET;ZUlEU‘IDl;UEGUE?DG.‘L&I REGION 1 720151
UUlUBB?;EUlEU4Ul;UEGUB?UG;L&I BREGION 1 ;20151] =

4[| 3

Cancel

m
|
PR
1=
m
]
(=
W
)/
1
=)
5

=  Onstep 2, you will need to make sure that only the “Semicolon” box is checked.
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| |
Convert Text to Columns Wizard - SteE 2 of - LD e

|| This screen lets you set the delimiters your data contains. You can see how your text is affected in
the preview below.

Delirmiters

[T

Semicolon [7] Treat consecutive delimiters as one
|:| Comma
[| space
[T other:

Text qualifiers |© |E|

Data preview

0010887 EO0150401 Q5808708 0151209 =
0010887 0150401 0508708 015120 D
0010887 EO0150401 Q5808708 015120
0010887 0150401 0508708 015120
0010887 EO0150401 Q5808708 015120{ =

L] L F

Cancel Mext =
[ J |

=  Once you've checked the “Semicolon” box, you can then click “Finish”. All of your data will now be
entered into columns.

Home Insert Page Layout Formulas Data Review View Acrobat

. A qeb L) Iy Connedtions 5| & { Clear - — > %—‘ »

\—% 3 I—E | ST & © ;Praperties ZJ( | T £> Reapply E‘E E;- ? l
From From From From Other Existing Refresh %J{ Sort Filter 7 Textto  Remove Data Consolidate What-If | Gr]
Access Web  Text Sources= | Connedions | Alle = Edit Links AU Advanced | Columns Duplicates Validation = Analysis =

Get External Data | Connections | Sort & Filter | Data Tools |
Bl - Jx | 20150401
B E F N o P Q R 5 T U V' w X

1 | 201504014 20151204 20150611 5307 MA CLOSED NOT CODEMNOT CODENOT CODEUNCLASSI NOT CODENOT CODE

2 | 20150401 20151204 20151015 5307 MA OPEM NOT CODENOT CODENOT CODEUNCLASSI NOT CODENOT CODE

3 | 20150401 20151204 20150622 3307 MA CLOSED Laborers e HEARING |EAR INTMICONTINU MOISE MNOISE-UN

4 | 20150401 20151204 20151102 5307 MA OPEN NOT CODENOT CODENOT CODEUNCLASSI NOT CODENOT CODE

5 | 20150401 20151204 20150423 5307 PPD CLOSED NOT CODEMNOT CODENOT CODEUNCLASSI NOT CODENOT CODE

6 | 20150401 20151204 20150618 5307 MA OPEM NOT CODENOT CODENOT CODEUNCLASSI NOT CODENOT CODE

7 | 20150401 20151204 20150427 5307 MA CLOSED NOT CODENOT CODENOT CODEUNCLASSI NOT CODENOT CODE

& | 20150401 20151204 20150505 5307 MA CLOSED NOT CODEMNOT CODENOT CODEUNCLASSI NOT CODENOT CODE

9 | 20150401 20151204 20150507 4302 MA OPEN NOT CODENOT CODENOT CODEUNCLASSI NOT CODENOT CODE
10 | 20150401 20151204 20151019 5307 MA OPEN NOT CODENOT CODENOT CODEUNCLASSI NOT CODENOT CODE
11 | 20150401 20151204 20150811 5307 MA CLOSED NOT CODENOT CODENOT CODEUNCLASSI NOT CODENOT CODE
12 | 20150401 20151204 20150521 5300 MA CLOSED NOT CODEMNOT CODENOT CODEUNCLASSI NOT CODENOT CODE
13 | 20150401 20151204 20150821 5307 TL OPEM NOT CODENOT CODENOT CODEUNCLASSI NOT CODENOT CODE

»  You will notice the columns do not contain column headers. In order to get the headers for the
columns, you will need to go to the Retro website at:

http://www.Lni.wa.gov/ClaimsIns/Insurance/Reduce/Qualify/
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Department of Labor and Industries
Retrospective Rating Program

Once on the Retro homepage, click on the “Retro Resources” link.

Home » Claims & Insurance » Insurance for Business » Reducing Rates » Qualify for Refunds with Retro

Insurance for Business

Quarterly Reports
If Your Employee Is Injured
Self-Insurance

View Employer Account & Claims
Information

Rates & Risk Classes

Reducing Rates

r Prevent Injuries & Save Money

+ Qualify for Refunds with Retro

* Hire a Previously Injured Worker

+ Minimize an Injured Employee’s
Time Off Work

+ Claim-Free Discount

About L&'s Workers' Comp
Insurance

Workers' Comp Injury Data &
Statistics

Verify Workers' Comp Coverage

Insurance Forms & Publications

Qualify for Refunds with Retro

Retrospective Rating Program

About Retro

Learn about the optional Retrospective Rating (Retro) program that
helps qualified employers reduce their industrial insurance costs.

How Retro Rating Can Help You

Enrollment information, including dates and deadlines, financial info
and other services.

Retro Performance Information

Historic information regarding performance of Retro groups and
individuals (including refunds and assessments by coverage period),
and the Retrospective Rating program as a whole.

Retro Associations

List of associations that sponsor Retrospective Rating groups.
Retro Advisory Committee
Purpose, by-laws, minutes, membership roster and schedule of

meetings.

Retro Resources

gs, electronic report resources, and other

information.

Retro Program Rules

The rules that govern the Retrospective Rating program.

Retro Staff

ContactUs [ Join Email List

Related L&l Topics

+ Safety Basics

* Retro Forms & Publications
* L&l Small Business Center
* Stay at Work Program

+ Control Your Workers' Comp
Costs

Other Websites

* Learn About Doing Business in
Washington

2016-01-05
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=  From the “Retro Resources” page, click on “Resources available for electronic report users.”

Home » Claims & (3 e for Busi + Reducing Rates » OQualify for Refunds with Retro » Retro Resources

Reducing Rates

Retro Resources ContactUs (] Join Email List

Prevent Injuries & Save Money

4+ Point-of-contact list for Retro participants. .
Qualify for Refunds with Retro particip Related L&I Topics

: i » A
+ About Retro 4 Latest news on Retro rulemaking. Safety Basics

. ) _ * Retro Forms & Publications
How Retro Rating Can Help Yol + Resources available for electronic report users. .
* L&l Small Business Center

Retro Performance Information

4 Printed claim orders and notices.
+ Retro Associations

4 Retro Premium Calculator.

Retro Advisory Committee

* Retro Resources + Dates and deadlines affecting Retro participants.

* Retro Program Rules

* Retro Staff

» What's New in Retrospective Point-of—contact list for Retro participants
Rating March 3, 2015

M Retro G ) . .
RS S e The Retro Program now has a point-of-contact list for all participants.

You can download and print either list (see below). They include
enrollment coordinator, financial incentive coordinator, and claim
review manager assigned to each Retro group and individual account
Minimize an Injured Employee’s currently enrolled in Retrospective Rating.

Time Off Work

Hire a Previously Injured Worker

= Retro groups: staff assigned point of contact (551 KB PDF).
Claim-Free Discount % Individual enrollees: staff assigned point of contact (600 KB PDF).

Please contact us with any guestions, COMMEeNts. or CONCErns.

= Once within the “Resources available for electronic report users” portion of the webpage, select the
Excel file that corresponds with the type of report you are working with. (In this example we have
been working with the Monthly report data file.)

Resources available for electronic report users

We now have several resources available for our electronic report
users:

ﬁ Data fields for the adjustment report (697 KB PDF / 2 min), updated
September 2014,

ﬁ Data fields for the monthly report (1483 KB PDF / 4 min).
ﬁ Data fields for the quarterly report (516 KB PDF / 1 min).

ﬁ SFT secure server instructions for new users (835 KB PDF / 1 min).

For use with downloadable data files:

Column headers template and data element definitions for the
adjustment repor 4 L

Column headers template for the monthly report (40 KB MS@

Column headers template for the quarterly report (46 KB MS Excel).

Column headers template and date element definitions for the
quarterly factors and premium reports (60 KB MS Excel).

Get Help Downloading Files (files open in a new window).

2016-01-05 www.Lni.wa.gov/Retro Page 17 of 20



Department of Labor and Industries
Retrospective Rating Program

Retro@Lni.wa.gov
360-902-4851

= Once you select the file you wish to open you will get a pop-up window. Click on “Open”.

pervgon

What do you want to do with
RetroMonthlyReportDataDownloadHeadings.xls?

Size: 40.0 KB
Type: Microsoft Bxcel 2003
From: www.Iniwa.gov

< Open

The file won't be saved autornatically.
< Save

= Save as

Cancel

S5

= After you have opened the file, a new Excel document will open and the headers for your data file

will appear.
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=  You will need to highlight Row 1 by clicking on line 1. Once the row has been highlighted, right click
and select “Copy”.

Insert Page Layout Formulas Data Review View Acrobat
B & cut Arial -0 <A A General
- 123 Copy - |
Paste - | - - - - g | =
s o Format Painter Ty é 3| Merge & Center $ o ? *
Clipboard [F] Font [F} Alignment [F] Mumber
é] c1 - Jfe | Account
N c | op | E] F| 6 | B |1] 71 |[x]LiM[N[O] P
_ Aral <10 - AT AT § v % o F _ . .
Account Business FF::;;)e Re[c)aeti:ed laim o o0 Age Sex Risk Claim Claim
- ol
Number  Name Lastl B < & T A v G 28 Class Type Status
Date  at L&l Ex iy
posure
1 Cut |
2 53 Copy
3 [, Paste Options:
4 El
5 Paste Special...
6 Insert
7
Delete
e Cl Content
ear Contents
0 nf
10 ' Format Cells...
11 Row Height...
12 Hide
13 Unhide
14

= After the column headings have been copied, you will need to go back to your original Excel file that

contains your data.
=  You will then need to highlight Row 1 by clicking on line 1.

Home Insert Page Layout Formulas Data Review View Acrobat
— _ 1
_j ;* Cut Calibri == %]- B §Wrap Text General = iji‘ %
53 Copy - | S
Past - === o o | <0 .00 | Conditional Format |Z|
avs £ - Format Painter BIU = = ElEmr s $ 7% 2 |53 Foorrljnaltéionﬂgav as?';rglae'
Clipboard Fa Font ] Alignment [} Mumber ]
Bl - F | 20150401
B | N o | ¢ | a R s T u v w X v | |
1 | 20150401 5307 MA CLOSED  NOT CODENOT CODE NOT CODE UNCLASSI NOT CODENOT CODE 0 0 0
2 | 20150401 5307 MA OPEN NOT CODENOT CODE NOT CODE UNCLASSI NOT CODEMNOT CODE 0 653 0
3 | 20150401 5307 MA CLOSED Laborers e HEARING | EAR INTNL CONTIMU NOISE MNOISE-UN ] ] ]
4 | 20150401 5307 MA OPEN NOT CODENOT CODE NOT CODE UNCLASSI NOT CODEMNOT CODE ] 653 ]
5 | 20150401 5307 PPD CLOSED NOT CODEMNOT CODENOT CODE UNCLASSI NOT CODENOT CODE ] ] ]
[ 20150401 SE207 AAA ADEN MAT CONEMAT CONEMAT CONELIMTL ACCT MAT CONEAMAOT SN N ] N
2016-01-05 www.Lni.wa.gov/Retro Page 19 of 20




Department of Labor and Industries Retro@Lni.wa.gov
Retrospective Rating Program 360-902-4851

= Then, go to the right hand side of the screen and click on the word “Insert”. You will then need to

click on “Insert Copied Cells”.

= —— B
MNeutral Calculation E‘ L!__\ Elusosus % [ﬁ
- [#] Fin -
Linked Ce MNote _ Insert | Delete Format Sort & Find &
= - - - <2 Clear™  Filter~ Select~
|| 5= Insert Copied Cells | Editing |
] W
& Insert Sheet Rows = S |
p | A | arf AG AH | | AL AM AN AO E
0 396 0 0 0 ) 0 0 0 [
LE Insert Sheet
1] 224 0 0 0 - - J 0 [1] 0
0 515 0 i} 0 [i] 0 [i] 0 0 0
1] 58 0 [i] 0 1] 0 [i] 0 0 0
1] 14277 0 0 0 2365 2365 0 0 [1] 0
0 i} 0 i} 0 [i] 0 [i] o 0 0
1] 784 0 1] 0 0 0 0 0 0 0

= This will insert a new row containing your column headers.

Home Insert Page Layout Formulas Data Review View Acrobat

=0 ¥ cut

— )
Arial =10 - AT A éwm Text General - # % Bad Good Neutral Calculation
Eris  Format Painter B I U FHo | B A [ Merge & Center - | $ - % v | %) 5% F:rrr‘nalnw;r;av ast;;rglae_ xplanatory Input Linked Cell __ |Note
Clipboard | Font & | Alignment & | Number & | Styles
BL - Je | Coverage
B | n o | p | o | r | s T u v w X v |z | asn | a8 | ac | ap | e | aF AG Al
Case Miscellan
Direct Time Case Reserves - Case 3 eous PP
Coverage Bod . Stay at . Case Case Medical B .
Slartg Risk Claim Claim QOccu  Nature of Lucau‘{m Accident Source of Associate Wgrk Care Loss  Reserves- Miscellan Resernves - Reserves - Resenves - 2id Paid Accident LEP Paid Inter
Date Class Type Status pation Injury i Type Injury  d Object Fla Provider Days Medical eous Pension PPD Time to Date Fund to Date  Paic|
ury 9 Flag  Paid Ad Accident Loss Paid/Awar Da
Fund ded
1
2 | 20150401 5307 MA CLOSED NOT CODE NOT CODE NOT CODEUNCLASSI NOT CODENOT CODE 1) o o o o 0 396 o o
3 | 20150401 5307 MA OPEN NOT CODENOT CODE NOT CODEUNCLASSI NOT CODE NOT CODE 1) 653 o o o 0 224 o o
4 | 20150401 5307 MA CLOSED Laborers e HEARING | EAR INTNLCONTINU: NOISE NOISE-UN o o o o o 0 515 o o
5 | 20150401 5307 MA OPEN NOT CODENOT CODENOT CODEUNCLASSI NOT CODENOT CODE o 653 o o o 0 58 o o
6 | 20150401 3307 PPD CLOSED NOT CODENOT CODENOT CODEUNCLASSI NOT CODENOT CODE o o o o o 0 14277 o o
7 | 20150401 5307 MA OPEN NOT CODENOT CODE NOT CODEUNCLASSI NOT CODENOT CODE 1) 653 o o o 0 1) o o
& | 20150401 5307 MA CLOSED NOT CODENOT CODENOT CODEUNCLASSI NOT CODENOT CODE 1) o o o o 0 784 o o
9 | 20150401 5307 MA CLOSED NOT CODENOT CODENOT CODEUNCLASSI NOT CODENOT CODE 4] 0 0 0 0 0 4] 0 0

If you experience any technical problems with accessing, downloading, or formatting your reports, or have
guestions or concerns about the information provided, please contact the Retro program by sending an
email to Retro@Lni.wa.gov or by calling 360-902-4851.
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