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Introduction to RISKMASTER

RISKMASTER, the most reliable and widely used risk & claims management software, is known to provide a wide range
of powerful, scalable RMIS analysis and reporting capabilities available independently or as part of a comprehensive,
integrated claims and risk management solution. It can help you evaluate injuries, control legal costs, identify potential
fraud, automate policy administration and much more.

CSC's Risk Management Software is developed with an objective to cater to the need of all industries from transportation,

manufacturing, healthcare, retail, energy, telecommunications, education, government entities to third-party
administrators.

RISKMASTER components include:

General Claims —
Manage all liabilities including products, services, directors and officers
Track and administer claims within a single line of business

Segregate general claims into narrower coverages.

Workers’ Compensation —

Handle all aspects of medical case management and return-to-work processes
Monitor illness characteristics and body part injuries

Analyze causes

Administer all financial tasks, including reserves, payments, auto-payments and collections.

Property and Liability —

Track and maintain an inventory of property claims, location and address information as well as demographics on
construction, occupancy, protection and exposure.

Vehicle Accidents —

Track vehicle information, accident data, maintenance schedules, driver training and other data points that could
help identify risk exposure trends.

Incident Tracking — Access claims and loss reports, databases and other information over the Web to create
reports and assess risks.

Reporting —

Quickly create detailed, accurate reports, graphs, and interactive dashboards using any data field in the network.
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Financial —

Capture detailed financial information, including reserves, payments and recoveries in a transactional history
model.

Workflow Management —

Take full advantage of digital imaging technology to streamline management of documents and media files.

Policy —

Improve productivity in managing policies and verifying coverage. Quickly determine how to best underwrite, rate
and issue policies with easy-to-maintain rules.

Integrated Disability Management —

Manage workers’ compensation, short-term and long-term disability, non-occupational disability, and FMLA
programs with an all-in-one system.

Legal Management —

Work strategically with outside counsel to manage the legal bill review process and improve outcomes.

Data Integration —

Easily interface sources of data for 1099 processing, HR/payroll information, Claims Index Bureau, state-
required EDI and accounting system updates.

OFAC and MMSEA Compliance —

Comply with regulations using our hassle-free solution.

Rules Scripting Engine —

Design and automate workflow and business rules to manage email generation, correspondence, diary creation
and alerts, adjuster assignments, reserve settings, and field defaults.

More About RISKMASTER

RISKMASTER is a powerful and flexible tool that maximizes your risk management operations. The software supports
high-volume data entry, swift processing in multi-user environments, and provides a dynamic information interchange in
network systems.

The tool has been developed and adapted after anticipating potential hazards and frail areas in industries’ operation
together with the behavior of numerous control variables.

RISKMASTER is a 100 % browser-based tool, leverages the latest Service Oriented Architecture based, contemporary
client technology to cater to the divergent need of the industry.

This easy-to-use platform possesses all the high-class attributes and ability which are expected from a competent Internet
application.
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Introduction

Using RISKMASTER, you can process, manage and analyze various claims data and risk impeccably with all your
stakeholders anytime, anywhere across the world.

Introduction

The User Interface

The RISKMASTER user interface is designed to emulate the paper methods used in the risk management industry.
RISKMASTER follows standard Internet navigation conventions.

Portal

is accessed from within a portal. You can use the portal tabs to switch between and other sites or applications in your
portal.

Navigation Tree and Bread Crumbs

You can open multiple records in multiple windows simultaneously. Every time you open a window, it is added to the
navigation tree and to the bread crumbs at the top of the window.

Use the navigation tree to move between windows and to work with, open and close windows.
Use the bread crumbs to move to parent records for the open record.
The Main Menu

The main menu gives you access to all RISKMASTER modules. Each item on the main menu gives you a drop down list
that lets you open all the functions available in that module.

The table below lists the main menu items and the functions under each item. Select a function to open the help topic for
that function.

Use this button To open
Document Events _
General Claims

Workers' Compensation Claims

Vehicle Accident Claims

Property Claims

Non-occupational Claims

Policy <LOB>_Policy
Diaries Diary List

Diary Calendar
User Documents Documents List

Word Merge Setup
Funds Transactions

Approve Transactions

Bank Accounts

Deposits
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Maintenance

Reports

22

Void Checks

Mark Checks Cleared

Custom Payment Notification

Payment Notification
Print Checks

Apply Payments to Coverage
Automatic Checks
State Maintenance
Org Hierarchy

Table Maintenance
Employee

Entity

People

Plan Management_

Leave Plan Management

Policy Tracking
Policy Billing
Batches __

Billing Scheduler
Physician

Medical Staff
Vehicles (Units)

Patient Tracking

+ Executive Summary

+ Std. Reports Queue

Configurations
Claim

Event

Available Reports
Job Queue

Delete Reports
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Search

Security

Utilities

Help

Scheduled
Reports

View Scheduled
Reports

Std. Reports Designers

SM Designer

SM Draft Reports

Post SM/World

Reports
Post SM Draft
Reports
Claim
Event
Employee
Entity
Vehicles

Policy Management

Funds

Admin Tracking
Patients

Physician

Med Staff

Disability Plan

Leave Plan

Security Mgt System
Change Database
Change Password
Business Entity Security
User Privileges Setup
Manager

Technician

Tools & Designers

Ul Admin

Online Help

User Manual
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Tutorials

Business Analytics

Data Analytics

The RISKMASTER Toolbar

Use the RISKMASTER toolbar to perform actions on open records.

To see what each button does, move your mouse cursor over an image.

s
=
=

<

24

Add New Record

Save Record

Search

| Delete Record

Edit Record

Print Record

Go to First Record

Go to Previous

Record

Print Check

Void Diary

submit

* Go to Next Record

ﬂ Go to Last Record.

Generate Executive
Summary

E|

Generate Record
Summary

R

Generate Quick
Summary
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;g Delete Diary
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rﬁ; Print Report
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| | Clone Image of [ ) )
% Printed Check Print Preview
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Key Features
RISKMASTER is a web enabled application that lets you:

= Share claims data and reports faster and at a lower cost through e-mail, browser, file and live feeds, whether
you are a self-insured organization, third party adjuster, insurance pool, or an insurance company.

=  Import and export data from and to external database sources and programs.
= Create supplemental data fields to hold extra information, your organization specifically needs.
= Attach multimedia documents to records. RISKMASTER also integrates with Microsoft Office programs.

=  Record an event that precedes a claim or multiple claims. When you record claims, RISKMASTER uses the
event information to complete some claim fields. This speeds up claim entry and maintains consistency in event
information for all claims related to a single event. You can also track events and related claims by category.

= Work simultaneously on multiple claims.

=  Generate actuarial, financial, statistical, and policy management reports, and export this data to third-party
spreadsheets.

®=  Generate and e-mail reports in PDF to selected recipients.

" Monitor payments and collections, complaints, litigation and settlements, workers’ compensation and OSHA
compliance.

=  Use acentral calendar in diaries and e-mail to schedule and track meetings and appointments. You can also
coordinate priorities and receive natification of critical events.

=  Manage current and future legal costs.

=  Create return-to-work programs.

Introduction

RISKMASTER is a powerful and flexible tool that maximizes your risk management operations. The software supports
high-volume data entry, process in multi-user environments and provides a dynamic information interchange in network
systems.

It is a newly redesigned, 100 % browser-based edition of RISKMASTER created using web services based on Service
Oriented Architecture .
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Introduction

RISKMASTER combines the capabilities & features as well as the power, flexibility, and ease of use expected from an
Internet application.

Using RISKMASTER, you can process, manage and analyze your various claims data and risk seamlessly with all your
stakeholders anytime, anywhere around the world.
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Getting Started

Getting Started

provides you flexibility and ease to work seamlessly with claims and policies. The Getting started module walks you
through the basic functions that help you use the application efficiently. It also familiarizes you with the flow of claims and

events.

RISKMASTER does not recommend the use of browser “refresh” and “back” button. Doing so will result in loss
of all current and unsaved data.

To Search

You can search for events, claims, entities and any other records in the RISKMASTER database. You can search
specifically for a record by record number, or you can search by attributes like last names, status (open/closed), and so

on.

You can only search for records in the database from the data source you selected when you logged in.

1.

2.

From the main menu, select Search.
The Search menu opens.

From the Search menu, select the record type (claims, entities, etc.) which you want to search for.
The Search window for that record type opens.

Note: The fields on the Search window change based on the type of record you choose to search for.

3.

Enter information in as many fields as possible.

Note: If you do not know the complete information for a field, enter as much as you know plus an asterisk (*). For

N o g M

example, in the Last Name field, you can type P* to find all records with last names beginning with the letter
P.

In the Sort By section, select the fields by which you want to sort the results of your search.
Select the Use Sound-Alike (Soundex) Match on Last Names Check box, if you are uncertain of the last name.

Select the Default search view check box, if you want to set the current search view as the default search view.

Select the Submit Query button.
The search window opens displays the results of your search.

Select the link for the record you want to open.
The selected record opens in the appropriate window.

To Get Help

To help you use RISKMASTER optimally, CSC offers you:

Online Help

This online help is designed to assist you in using RISKMASTER. The online help consists of three types of windows:

[ofelplel=T ol Ui el daiz1i[e]3 These topics have green headings and they help you understand the basics of
RISKMASTER.

These topics have brown headings and they give you procedural instructions on how to use
RISKMASTER.

IS MEIsH These topics have blue headings andthey explain all the fields and buttons on each
RISKMASTER window.

Printed Documentation

A printed user guide is available. The user guide is also available in PDF format. To Download the PDF:

1.

From the main menu, select Help.
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The Help menu opens.
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2. From the Help menu, choose User Manual (PDF)
You can download the latest version of the printed guide from http:// www.RISKMASTER.com/secure/ documentation.html.

You can either navigate through the PDF user guide using Acrobat Reader or print it.
Technical Support
Your RISKMASTER service contract explains the conditions for obtaining technical support.
To contact technical support, do one of the following:

"  Go to http:// RISKMASTER.com/

- Call 877-275-3676.
Before you contact technical support have the following information available:

"  Your RISKMASTER client number.

. Error message numbers for any errors you encountered and could not resolve.

= Alist of the steps you performed just before a problem occurred.

To shorten the time you spend on a call, fax a description of your problem to 734-462-3151. This gives the technical
support staff time to become familiar with your situation before you call.

Training
CSC offers you two types of training when you purchase RISKMASTER:

="  Prototype setup training: System administrators learn how to set up RISKMASTER, including setting up code
lists, check stock , permissions, and so on.

®  End user training: You learn how to use RISKMASTER optimally.

To Change your Password

To change your RISKMASTER password you need to change your password in the Security Management System. You
can change your password at any time.

From the menu bar, select Security.
From the Security menu, choose Change Password.
The Change Password window opens.

3. Inthe Old Password field, enter your current password.
In the New Password field, enter a new password.
5. In the Confirm New Password field, re-enter the new password.

6. Select the button.

To Work with Records

When you enter new information or modify previously saved information, RISKMASTER creates records in your database.
For example

. Information you enter about each event becomes an event record,
®" Information you enter about each claim becomes a claim record,

. Information you enter about each payment becomes a payment record, and so on.

To work with a record, you have to use a data-entry screen or window. For example, you can use the Event window to
create an event record. The text, codes, and dates you enter in the Event window fields become part of that event record.
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Claims

Note: You can only access records if you have the appropriate permission. Your system administrator sets up
the security and permissions for your system. For questions about your permissions, see your system
administrator.

To Create a Record
To create a record, open a window that has blank fields and then enter information into the fields.

1. From the RISKMASTER main menu, select the type of record you want to open. For example, From the
Documents menu, select the Claims to open a claim related window.

From the menu, select the type of record you want to create. For example, to create a new event select the
Events.

2. The appropriate window opens. For example, from the main menu, if you selected Events, the Events window
opens.

3. Complete the fields on the window.

e  To enter information into a code field, select the search button and from the Code Selection
window that opens, select a code.

e  To enter information into a text field, type directly into the field.

Note: You must complete all the required fields before you can save the record. Field captions for all required fields
are underlined. Completing the remaining fields is optional.

4.  From the toolbar, select the Save button
RISKMASTER creates a new record and saves in your database.

To Delete a Record

You can delete records only if you have the appropriate permissions. Your system administrator is responsible for setting
up your permissions. If you delete a record in error, contact your system administrator or RISKMASTER Customer
Support for assistance.

Note: CSC recommends that you do not delete records. When you delete records, all records attached to the
record are also deleted.

1. Open the record you want to delete.

2. From the toolbar, select the Delete button
A window opens and displays a warning message.

3. To delete the record, select OK.
RISKMASTER deletes the record and all attached records.
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Flow of event and claim information

Notice received
email, fax, phone, letter, summaons

Ewvent Event Follow-up

Persons

| hved

mrolre Other Parameters
OSHA Fall Info, Medwatch,

Egquipment, Sentinel

Dated
Text
General C Wurker’f_ Vehicle
Claim ompensation Accident Claim
Claim
Persons Persons Persons
Involved Invohsed Invo kved
Adjusters Adjusters Adjusters
Litigation Litigation Litigation
Defendants Defendants D efendants
Claimants OSHA Claimants
Vehicles

To Log In and Log Out

When you open RISKMASTER, you have to log into a data source, which is the link between RISKMASTER and your

database. You must have a user name and password before you can use RISKMASTER. Your system administrator
defines the data source on the workstation during installation.

While setting up RISKMASTER, your system administrator uses RISKMASTER's Security Management System to create
your user account and specify the data sources you can use.

Note: If you have questions about the data source or your user privileges, see your system administrator.

To Log In

1. Do one of the following:

®  |nyour browser address bar, enter the RISKMASTER URL. Your system administrator can give you
this URL.

e |f you have an icon set up on your desktop, double click the RISKMASTER icon.

The RISKMASTER Home window opens.
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2. Inthe Login Name field, enter your user name.
3. Inthe Password field, enter your password.
4. Select Login.
The RISKMASTER Database Login window opens.

5. From the Database drop down list, select a data source.

RISKMASTER connects you to the data source you selected. You can select the menu items from the main

menu, to open the required RISKMASTER window.

To Log Out

When you close your browser, RISKMASTER automatically logs you out. You can also log out without closing your

browser. This is helpful if you need to log in as a different user.

. From the RISKMASTER Home window, select the Logout link at the upper right hand corner.

®  RISKMASTER logs you out and the RISKMASTER Home window opens.

To Recover a Forgotten Password

1. Onthe RISKMASTER login window, select the Forget Password link. A message
box displays,

2. Enter avalid user ID.

Note:A valid e-mail address should be specified in the Security Management System for the entered user ID.

A temporary password is sent to the e-mail address specified in Security Management System.

3. Login to RISKMASTER using the temporary password. The New
Password window opens.

Temporary Password
Mews Password

Confirm MNew Password

In the Temporary Password field, enter the temporary password sent in the email.
5. Inthe New Email field, enter the new password you want to use to login to RISKMASTER.
6. Inthe Confirmed Password field, enter the password once again.

7. Select the button.

To Quit RISKMASTER

1. On any RISKMASTER window, select the Logout link in the upper right hand side corner.
RISKMASTER logs you out and the RISKMASTER Home window opens.
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2. Close your browser or navigate to a different web site.

Claims

Events and Claims Overview

In RISKMASTER, you must associate every claim with an event . You can enter event information when an incident is
reported and then add claims to the event when claimants file claims related to the event. You can also directly enter a
claim. When you directly enter a claim, RISKMASTER creates an event for the claim using the information you enter into
the claim.

CSC recommends that you enter event information before entering claim information.

You enter financial information in claim records but not in event records.

You can use the data contained in any of the claims to generate reports, such as the First Report of Injury or OSHA
reports, or a wide variety of standard management reports.

Once you save a claim, you can attach documents, faxes, video, and audio files to the claim.

You can view the LOB, Claim Number and Claimant Name in the navigation tree when ever you save any claim or open
any saved claim.

You can also merge and print standard letters and memoranda with data and attach this information to a claim.
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Processing Claims

Processing Claims

Open the Claim window

A

Complete appro-
priate tabs
— | Add & Person
Irweolved
Defendant
| Information
an(;'t]lrlgir“(e:tl:im ; |
| Claimant
- Adiuster
- |
| Litigation
Zlose the
— - clairm

Pending Claims

Open Pending Claims List

From the main menu, select My Work.

From the My Work menu, select My Pending Claims.

The My Pending Claims window opens.

The pending claims for the logged in user are displayed

Select the Show All Claims checkbox, to view all the pending claims for the user

From the Show Pending From drop down list, select the user for which you want to see the pending claims

Note: Show Pending For dropdown shows all reportees to the Adjuster logged in,only those who are also an
adjuster.

8. Select the Save button to save the preferences.

No ok owdpR

9. Selectthe L button to restore the default settings.
10. Select the Export to Excel button to retrieve all the records in an excel sheet
11. Select the Save button to save your preferences
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Claim Type

General Claims

General Claims

This type of claim involves incidents resulting in bodily injury and/or property damage.

In you can create and process general liability claims. A general liability claim must be associated with an event.

Introduction

General Claims Window: Claim Info Tab

Use the Claim Info tab to enter general information about a general liability claim.

To open

Field definitions

Event Number

Claim Number

Policy LOB

Claim Type

Department

Instr

36

From the General Claims window, select the Claim Info tab.

= |f you open the General Claims window from the Event window, displays the event
number.

=  |f you open the General Claims window directly, RISKMASTER will create a new
event and add the event number to this field when you save the claim.

Enter a unique identifying number for the claim or leave blank and RISKMASTER will generate
a claim number when you save.
Enter the code that best describes the insurance line of the policy against which the claim is

made or selectthe * button to select from the code selection window.
Note: The Policy LOB field is visible only when the Use Carrier Claims check box

on the General System Parameter Setup: Carrier Claim Settings tab is
selected.

Enter the code that best describes the claim or select the button to select from the Code
Selection window.

Enter the department, the individual or equipment involved in the event or select the
button to select from the Org Hierarchy window.

Selectthe = button to display special claim instructions for the department you entered.




Claims

Claim Status

Date Closed

Close Method

Date of Event

Time of Event

Date of Claim

Time of Claim

Event Date Rptd.

Event Time Rptd

Claim Date Rptd.

Est. Collect

File Number

Policy Name

Open

Enter the code that best describes the claim status, select the button to select from the
Code Selection window.

For a closed claim, displays when the claim was closed.

When you close a claim, enter the code that best describes how the claim was closed or select

the button to select from the Code Selection window.

Enter the date on which the event occurred or select —Jﬂ button to select from acalendar.

Enter the time when the event occurred.

Note: You must enter time in the format xx:xx, with a colon : between the hours and
minutes. The time you enter defaults to AM.

Enter the date on which your organization learned of the claim or select —Jﬂ button to
select from a calendar.

Enter the time when your organization was informed of the claim.

Enter date on which the event was reported or select the B button to select from acalendar.

Enter the time when the event was reported.

Enter the date when claim was reported or select the —Jﬂ button to select from acalendar.
Enter the dollar amount that you expect to collect on this claim.

Enter any special identification number that your organization uses such as the box number or
the insurance company’s case number.

Enter a policy name that you want to attach to the claim or select the *** button to select from
the Policies window.

Note: RISKMASTER displays all policies that meet the criteria based on the claim's

Department, Claim Type, Effective Dates, Policy Status, and Trigger Method.
You can attach a policy to a claim only when it fulfills the five filters.

Select the Iﬁ Download External Policy button to open the Policy System
Download Search window. The button is visible only when the Use Policy System
Interface check box on the Carrier Claim Settings tab is checked.

Select to open the Policy Maintenance window for the policy attached to the claim.
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Service Code

Payments Frozen

Email ACORD To

LSS Claim

Jurisdiction

Currency Type

Catastrophe Type
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Enter the code that best describes who is responsible for processing the claim or select the
search button to select from the Code Selection window.

Select the check box to stop all payments on this claim.
Note: The claim remains open but no payments are made until you clear this check

box. You can only use this check box if you have the appropriate
permissions.

Enter the e-mail address to which you want to send ACORD.

Select the check box if you want the claim to be sent to Legal Solution Suite (LSS).

Enter the state in which you must file OSHA reports for the claim orselectthe * button to
select from the States window.

Enter the currency type or select the search  * button to select from the Code Selection
window.

Note: By default the Claim currency will display in the Currency Type field. If the

payment is not associated with a claim the currency type will default to Base
Currency.

Select the button to select the required catastrophe type associated with the claim.

Note : The catastrophe can be of various types

* Death

*Ice

*Earthquake

*Multiple Vehicle Accident

*Fire

* Theft

*Flood

» Tornado

*Hail

*Workers Compensation Accident

*Hurricane

» Windstorm

Note: From the Catastrophe Type field when you select a type of catastrophe, the
Catastrophes window opens and lists all the catastrophes present in
database based on chosen type. Select 'Yes' and then choose a catastrophe

record. The Catastrophe No. of the selected record displays in the
Catastrophe Number field.




Claims

Catastrophe Number

ACORD Tab

Displays the number of the catastrophe record attached to the claim.

Note: The number displays based on selection made in Catastrophe Type field.

Use the tab to enter information that you want to use on the ACORD form.

Note: ACORD forms are sent to the Association for Cooperative Operations Research and Development, which
is a global, nonprofit insurance association to facilitate the development and use of standards for the
insurance, reinsurance and related financial services industries.

To open
Field definitions

Remarks

Amount of Total Loss

Reported To

Contact Insured

Type Of Premises

Type of Product

Contact Res Phone

Premises/ Insured Is

Products/ Insured Is

Where Can Product
Be Seen

Other Liability

Injured Employee
Name/ Addr

From the General Claims window, select the ACORD tab.

Enter any remarks related to the claim or the ACORD form.

Enter the total amount of loss.

Enter the name of the contact to whom the loss was reported.

Enter the code that best describes the insurance status of the contact, or select the
button to select from the Code Selection window.

Enter the premises type on which the event took place.

Enter the product type.

Enter the contact's residential phone number.

Enter the code that best describes the type of premises or insured or select the button
to select from the Code Selection window.

Enter the code that best describes the type of products or insured or select the button to
select from the Code Selection window.

Enter the address where you can see the damaged product.

Enter details of any other liability involved with the event.

Enter the injured employee's name and address.
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Injured Employee
Phone

Where to Contact

When to Contact

Describe Property
Damaged

Damaged Property
Company Name

Damaged Property
Policy Num

Damaged Owner
Name/Addr

Damaged Owner Res
Phone

Damaged Owner Bus
Phone

Describe Damage

Damage Estimate
Amount

Where Can Damage
Be Seen

Other Veh/Prop Ins

Driver Same As
Owner

Report Number

Violations / Citations
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Enter the injured employee's phone number.

Enter the address where you can contact the injured employee.

Enter the time when you can contact the injured employee.

Enter a description of the damaged property.

Enter the name of the company to which the damaged property belonged.

Enter the policy number for the damaged property.

Enter the name and address of the person who owns the damaged property.

Enter the owner's residential phone number.

Enter the owner's business phone number.

Enter a description for the damage.

Enter the estimated amount for the damage.

Enter the address of the location where you can see the damaged property.

Enter the insurance status of the other vehicle or property or select the search button to select

from the Code Selection window.

Enter whether the vehicle driver and owner is the same or select the search button to select

from the Code Selection window.

Enter the number of the event report.

Enter any violations/citations regarding the event.




Claims

Property Damaged
Vehicle

ACORD Forms

Enter the damaged property or vehicle or select the button to select from the Code
Selection window.

Select the button to view the ACORD forms attached to the selected general claim.

General Claims Window: Event Detail Tab

Use the Event Info tab to enter general information about the event related to this claim . RISKMASTER automatically
updates this tab, if you open the Claim window from the Event window.

If you enter a claim before entering an event, RISKMASTER uses the information on this tab to create a new event for this

claim.

To open From the General Claims window, select the Event Detail tab.

Field definitions

Location Address

County of Injury

Location Description

Authority Contacted

Event On Premise

Primary Location

Location Type

Cause Code

Number of Injuries

Number of Fatalities

Enter the address where the event occurred. Enter the City, State, Zip, and Country in the
appropriate fields.

Enter the county where the event occurred.

Enter a description for the location where the event occurred or select the [J button to open
the RISKMASTER Editor. In the RISKMASTER Editor, enter the description and then select
OK.

Enter the person who was informed of the event, or select the *** button to open the
Standard Entity Search window and search for the authority contacted.

Select the check box if the event occurred,
®  on your organization's property (if you are self-insured).

"  on the insured organization's property (if you are a TPA ).

Enter the code that best describes the exact location where the event occurred or select the

button to select from the Code Selection window.

Enter the code that best describes the location type where the event occurred orselect the

button to select from the Code Selection window.

Enter the code that best describes the event cause or select the button to select from
the Code Selection window.

Enter the number of persons injured as result of the event.

Enter the number of deaths that resulted from the event.
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Event Description o LJ )
Enter a description for the event or select the button to open the RISKMASTER Editor. In
the RISKMASTER Editor, enter the description and then select OK.

General Claim Window

Use the General Claim window to enter detailed information about general liability claims. The General Claim window has
two tabs. Select the buttons on the General Claim window to open additional windows.

Note: Every claim must be associated with an event . CSC recommends that you record the event information
before the claim. This ensures that multiple claims related to a single event are properly linked to that
event record.

To open =  From the main menu, select Document.
®=  From Document menu, choose General Claim.
Field definitions
Claim Info tab
Event Info tab
ACORD tab

Loss Information tab

Persons Involved  From the left navigation tree, select Persons Involved under the General claim node to open
Persons Involved window.

Adjuster From the left navigation tree, select Adjuster under the General claim node to open the Adjuster
Information window.

Litigation From the left navigation tree, select Litigation under the General claim node to open the
Litigation window.

Claimant From the left navigation tree, select Claimant under the General claim node to open the
Claimant window.
Defendant From the left navigation tree, select Defendant under the General claim node to open the

Defendant window.

Financials From the left navigation tree, select Financials under the General claim node to open the
Reserves window.

General Claims Window: Loss Information Tab

To open From the General Claims window, select the Loss Information tab.

Field definitions

Special Handling Select the check box to flag the claim for special handling.
Flag
Self Insured Flag Select the check box to indicate if the policy holder sets aside money to cover possible losses

rather than purchasing an insurance policy.
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AlA Codes ] ] ) ] ]

Enter the six-byte, alphanumeric Accident Injury Analysis codes or selectthe * button to
select from the Code Selection window.

Report Number Enter the reference number given to the official report by the Authority Contacted.

Date of Discovery _n-]
Enter the date on which the theft of property was first discovered missing orselect the
button to select from a calendar.

Health Claim

Health Claims
This type of claim involves incidents resulting in disability, death or a severe accident.
In you can create and process Health liability claims. A Health liability claim must be associated with an event.
A Health claim encompasses several claims:
. Disability Claims
- Policy Supplemental Claims
= Accident Claim

Note: It is supported for carrier clients.

How to Navigate

1. From the main menu, select Document.
The Document menu opens.

2. From the Utilities menu, select Health Claim.
The Health Claim Window opens.

Field Help
Claim Info Tab

Use the Claim Info tab to enter general information about a Health claim.

To open From the Health Claim Window, select the Claim Info tab.
Field definitions
Event Number Enter the event number.

. If you open theWorker's Compensation window from the Event window, displays the
event number.

. If you open the Worker's Compensation window directly, RISKMASTER will create a
new event and add the event number to this field when you save the claim.
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Claim Number

Policy LOB

Claim Type

Department

Claim Status

Date Closed

Close Method

Current Adjuster

Date of Event

Time of Event

Date of Claim

Time of Claim

Date Reported

Event Date Rptd.
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Enter a unique number for the claim. If you leave blank and RISKMASTERgenerates a claim
number when you save.

Enter the code that best describes the insurance line of the policy against which the claim is made
or select the Lookup Active button to select from the code selection window.

Note: The Policy LOB field is visible only when the Use Carrier Claims check box on

the General System Parameter Setup: Carrier Claim Settings tab is
selected.

Enter the claim type or select the Search button to select from the Code Selection window.

Enter the department, the individuals or equipment involved in the event belonged to or select the
Toolbar Search button to select from the Org Hierarchy window.

Note: If the department you enter requires special instructions, instructions for that
department will automatically open.

Enter the code that best describes the claim status, select the Toolbar Search button to select
from the Code Selection window .

Displays the date on which a claim was closed.

Note: This field is active when the Claims Status is selected as Closed.

Enter the code that best describes the claim closure method or select the Toolbar Search button
to select from the Code Selection window.

Displays the current adjuster name.

Note: RISKMASTER automatically displays the name as filled in the Adjusterwindow.

Enter the date on which the event occurred or select the Toolbar Calender button to select the
date from the calendar.

Enter the time when the event occurred.

Note: You must enter time in the format xx:xx, with a colon : between the hours and
minutes. The time you enter defaults to AM.

Enter the date on which the insured or the carrier is given notice of the claim or select the Toolbar
Calender button to select the date from the calendar.

Enter the time on which the insured or the carrier is given notice of the claim.

Enter date on which the event was reported or select the Toolbar Calender button to select the
date from the calendar.

Enter the date on which the event was reported




Claims

Event Time Rptd.

Claim Date Rptd.

File Number

Policy Name

LSS Claim

Payments Frozen

Jurisdiction

Currency Type

Event Detail Tab

Enter the time at which the event was reported.

Enter the date on which claim is reported or select the Toolbar Calender button to select the date
from the calendar.

Enter any special identification number that your organization uses such as the box number or the
insurance company’s case number.

Enter a policy name that you want to attach to the claim or select the Toolbar Ellipses button to
select from the Policies window.

Note: RISKMASTER displays all policies that meet the criteria based on the claim's

Department, Claim Type, Effective Dates, Policy Status, and Trigger Method.
You can attach a policy to a claim only when it fulfills the five filters.

Select the check box if you want the claim to be sent to Legal Solution Suite (LSS).

Select the check box if you want to prevent any payments to be made against the claim.

Note: The claim remains open but no payments are made until you clear this check box.
You can only use this check box if you have the appropriate permissions.

Enter the state in which you must file OSHA reports for the claim or select the Toolbar Search
button to select from the Codes Selection window.

Enter the currency type or select the search button Look-up Active to select from the Code
Selection window.

Note: By default the Claim currency will display in the Currency Type field. If the
payment is not associated with a claim the currency type will default to Base
Currency.

Use the Event Info tab to enter general information about the event related to Health claim . RISKMASTER automatically
updates this tab, if you open the Claim window from the Event window.

If you enter a claim before entering an event, RISKMASTER uses the information on this tab to create a new event for this

claim.

To open Fro

Field definitions

Location Address

County of Injury

Location Description

m the Health Claims window, select the Event Detail tab.

Enter the address where the event occurred. Enter the City, State, Zip, and Country in the
appropriate fields.

Enter the county where the event occurred.

Enter a description for the location where the event occurred or select the [A’ button to open
the RISKMASTER Editor. In the RISKMASTER Editor, enter the description and then select
OK.
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Authority Contacted ]
Enter the person who was informed of the event, or select the *** button to open the

Standard Entity Search window and search for the authority contacted.

Event On Premise Select the check box if the event occurred,
"  on your organization's property (if you are self-insured).

=" onthe insured organization's property (if you are a TPA).

Primary Location Enter the code that best describes the exact location where the event occurred or select the

button to select from the Code Selection window.

Location Type Enter the code that best describes the location type where the event occurred or select the

button to select from the Code Selection window.

Cause Code
Enter the code that best describes the event cause or select the button to select from
the Code Selection window.

Number of Injuries Enter the number of persons injured as result of the event.

Number of Fatalities Enter the number of deaths that resulted from the event.

Event Description o ,J .
Enter a description for the event or select the button to open the RISKMASTER Editor. In

the RISKMASTER Editor, enter the description and then select OK.

Loss Information Tab

To open From the Health Claims window, select the Loss Information tab.

Field definitions

Special Handling Select the check box to flag the claim for special handling.

Flag

Report Number Enter the reference number given to the official report by the Authority Contacted.

Date of Discovery _n-]

Enter the date on which the theft of property was first discovered missing orselect the
button to select from a calendar.

Claim Loss Type Select the Claim Loss Type.

Loss Description Enter a description detailing the loss.
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Notice Date

Error Date

Underlaying Loss
Date

Enter the notice date of the claim.

Enter the error date of the claim. .

Enter the underlaying loss date of the claim.

Workers Compensation

Workers' Compensation Claims

Use the Workers' Compensation claims window to enter detailed information about the claims related to work injuries. You
can add information related to exposures, coverages, persons Involved, work loss information in it.

Workers' Compensation: Jurisdictionals Tab

Use the Jurisdictionals tab to enter information that you want RISKMASTER to enter into FROI forms for the jurisdictional

state you selected.

Note: From this tab, you can open the completed First Report of Injury forms in Adobe Acrobat Reader. You can
then enter additional information into the forms and print the forms.

To open From the Workers' Compensation window, select the Jurisdictionals tab.

Field definitions

Data entry fields

EDI History

FROI

WC PDF Forms

RISKMASTER uses the information you enter into these fields along with other information you
entered into RISKMASTER to populate the First Report forms.

Select the button to open the EDI History window and view EDI extraction history for a claim.

Select the button to display the Preparer Information window and enter preparer information
for the FROIs. After you enter preparer information you can view the First Report forms
available for the state you selected.

For example:
= California: Employer's Report of Occupational Injury or lliness
=  Michigan: Employer's Basic Report of Injury
= Alabama: Employer's First Report of Injury or Occupational Disease, and so on.

Select a form to open the form in Adobe Acrobat.

Select to open the WC PDF Forms window and display the claim forms available for this claim.
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Primary Diagnosis History Window
Use the Primary Diagnosis History window to select the ICD-9 primary diagnosis code for a case.
Note: You can get more information from the medical disability advisor.

To open On the Workers' Compensation window: Medical Info tab , or Non-Occupational window: Medical

Info tab from the ( ICD-9 ) Primary Diagnosis field, select the *** button.
Field definitions

ICD9 (Primary
Diagnosis)

Enter the code that best describes the primary diagnosis or select the button to open the
Code Selection window.

Date Enter the date on which the primary diagnosis was made or select from the calendar.

Changed By Displays the name of the current system user entering the information.

Approved By Enter the name of the person who approved the primary diagnosis.

Reason ) .
Selectthe """ button to open the RISKMASTER Editor and enter the reasons for primary
diagnosis.

OK Select the button to save the changes to the ICD9 primary diagnosis field.

Cancel Select the button to close the Primary Diagnosis History window.

table Displays the available ICD-9 primary diagnosis.

Workers' Compensation: Medical Info Tab
Use the Medical Info tab to enter information about the medical treatment rendered to the injured employee.

To open From the Workers' Compensation windowor Non-Occupational Claims window , select the Medical
Info tab.

Field definitions

Hospital
Select the """ button to open the Standard Entity Search window to search for and select

the hospital where the employee was treated.

Note: To remove an existing hospital from the Hospital field, select the record and
select = .

Hospital Date Range ) o |
Enter the date range for which the employee was hospitalized or select button to

select the date from the calender.

Disability Type

Enter the code for the employee's disability type or select the button to select from
the Code Selection window.
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lliness Type

Injuries

(ICD9) Primary
Diagnosis

(ICD10 ) Primary

Diagnosis

Physicians

MDA Topic

Disability Guideline

MDA Factor

Treatment

Other Treatment

Diagnosis

Body Parts

Medical Conditions

Enter the code for the employee's iliness type or select the button to select fromthe

Code Selection window.

Note: The field is active only when you select the Disability Type aslliness.

Enter the code that best describes the injuries the employee sustained or select the
button to select from the Code Selection window.

Note: The field is active only when you select the Disability Type asInjury.

Select the *** button to open the Primary Diagnosis window and select ICD 9 codes.
Select the *** button to open the Primary Diagnosis window andselect ICD 10 codes.
Selectthe """ button to open the Standard Entity Search window and select the physician

who made the primary diagnosis.

Select the """
Advisor topic.

button to open the RISKMASTER Editor and enter the Medical Disability

Select to open the disability guideline.

Displays the Medical Disability Advisor factor based on the MDA topic you select.

Enter the code that best describes the treatment for the injury or iliness orselect the
button to select from the Code Selection window.

Enter any other treatment other than those described by the codes or select the [J button
to open the RISKMASTER Editor.

Enter the code that best describes the diagnosis or select the button to select from

the Code Selection window.

Enter the code that best describes the limbs, bones, or organs involved in the injury or

select the button to select from the Code Selection window.

Enter the code that best describes any existing medical conditions or select the
button to select from the Code Selection window.
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Other Medical
Conditions

Major Hand

MMI Date

Case Managers

Treatment Plan

Medical Mgt Savings

Select the Wf button to open the RISKMASTER Editor and enter any othermedical
conditions.

Enter whether the Right or the Left hand is the major hand or select the button to
select from the Code Selection window.

Enter the date on which the injured/ ill employee reached Maximum Medical Improvement
(MMI).

Select the button to open the Case Manager History window.

Select the button to open the Treatment Plan/Medical Chronology window.

Select the button to open the Medical Management Savings List window.

Workers' Compensation Window

Use the Workers' Compensation window to enter detailed information about claims related to work injuries.

Note: Every claim must be associated with an event . CSC recommends that you record the event information
before the claim. This ensures that multiple claims related to a single event are properly linked to that
event record.

To open

Field definitions
Claim Info tab
Event Detail tab
Employee Info tab
Employment Info tab
Medical Info tab
Case Mgt/RTW tab
Jurisdictionals tab

Persons Involved

Adjuster

Litigation

Defendant
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L) From the main menu, select Document.

®  From the Document menu, choose Workers' Comp.

From the left navigation tree, select Persons Involved under the Workers Compensation claim
node to open Persons Involved window.

From the left navigation tree, select Adjuster under the Workers compensation claim to open
the Adjuster Information window.

From the left navigation tree, select Litigation under the Workers Compensation claim node to
open the Litigation window.

From the left navigation tree, select Defendant under the Workers Compensation claim node
to open the Defendant window.
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OSHA From the left navigation tree, select OSHA Information under the Workers Compensation claim
node to open the OSHA Information window.

Financials From the left navigation tree, select Financials under the Workers Compensation claim node
to open the Reserves window.

WC PDF Forms Select to open the WC PDF Forms window to view and open the available workers
compensation forms.

FROI Select to open the Preparer Information window.

On the Preparer Information window, enter the preparer information and select Attach form to
Claim to attach the First Report form to the claim record.

Workers' Compensation: Jurisdictionals Tab

Use the Jurisdictionals tab to enter information that you want RISKMASTER to enter into First Report of Injury forms
(FROIs) for the jurisdictional state you selected.

Note: From this tab, you can open the completed First Report of Injury forms in Adobe Acrobat Reader. You can
then enter additional information into the forms and print the forms.

To open From the Workers' Compensation window, select the Jurisdictionals tab.

Field definitions

Data entry fields RISKMASTER uses the information you enter into these fields along with other information you
entered into RISKMASTER to populate the First Report forms.

FROI Select the button to display the Preparer Information window and enter preparer information
for the FROIs. Once you enter preparer information you can view the First Report forms
available for the state you selected.

For example:

California: Employer's Report of Occupational Injury or lliness
Michigan: Employer's Basic Report of Injury

Alabama: Employer's First Report of Injury or Occupational Disease

And so on.

Select a form to open the form in Adobe Acrobat.

WC PDF Forms Select to open the WC PDF Forms window and display the claim forms available for this claim.

Vehicle Accident

Vehicle Accident Claim

Use the Vehicle Accident window to enter detailed information about vehicle accident claims.
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Vehicle Accident Claims: Claim Info Tab

Use the Claim Info tab to enter general information about a vehicle accident claim.

To open

Field definitions

Event Number

Claim Number

Claim Type

Department

Instr

Claim Status

Date Closed

Close Meth.

Date of Event

Time of Event

Date of Claim

Time of Claim
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From the Vehicle Accident window, select the Claim Info tab.

= |f you open the Claim window from the Event window, displays the event number.

= |f you open the Claim window directly, RISKMASTER will create a new eventand
add the event number to this field when you save the claim.

Enter a unique number for the claim or leave blank and RISKMASTER will generate aclaim
number when you save.

Enter the code that best describes the claim or select the button to select from the Code

Selection window.
Enter the department, the individuals or equipment involved in the event belonged to or select

the button to select from the Org Hierarchy window.

Select the button to display special claim instructions for the department you entered.

Enter the code that best describes the claim status, select the button to select from the

Code Selection window .

For a closed claim, displays when the claim was closed.

When you close a claim, enter the code that best describes how the claim was closed or select

the button to select from the Code Selection window.

Enter the date on which the event occurred or select the —Jﬂ button to select from acalendar.

Enter the time when the event occurred.

Note: You must enter time in the format xx:xx, with a colon : between the hours and
minutes. The time you enter defaults to AM.

Enter the date on which your organization learned of the claim or select the i button to
select from a calendar.

Enter the time when your organization learned of the claim.
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Event Date Rptd.

Event Time Rptd.

Claim Date Rptd.

Est. Collect

File Number

Policy Name

Open

LSS Claim

Service Code

Payments Frozen

Currency Type

Catastrophe Type

Enter date on which the claim was reported or select the —Jﬂ button to select from acalendar.

Enter the time when the claim was reported.

Enter the date on which claim is reported or select the —ﬂbutton to select from acalender.
Enter the dollar amount that you expect to collect on this claim.

Enter any special identification number that your organization uses such as the box number or
the insurance company’s case number.

Enter a policy name that you want to attach to the claim or select the *** button to select
from the Policies window.

Note: RISKMASTER displays all policies that meet the criteria based on the claim's
Department, Claim Type, Effective Dates, Policy Status, and Trigger Method

to display the policies on the Code Selection window. You can attach a
policy to a claim only when it fulfills the five filters.

Select to open the Policy Maintenance window for the policy attached to the claim.
Select the check box if you want the claim to be sent to Legal Solution Suite (LSS).

Enter the code that best describes who is responsible for processing the claim or select the

button to select from the Code Selection window.

Select the check box to stop all payments on this claim. The claim remains open but no
payments are made until you clear this check box. You can only use this check box if you have
the appropriate permissions.

Enter the currency type or select the search button * to select from the Code Selection
window.

Note: By default the Claim currency will display in the Currency Type field. If the

payment is not associated with a claim the currency type will default to Base
Currency.

Select the button to select the required catastrophe type associated with the claim.
Note : The catastrophe can be of various types
* Death
elce
«Earthquake
*Multiple Vehicle Accident

*Fire
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* Theft

*Flood

* Tornado

Hail

*Workers Compensation Accident

*Hurricane

» Windstorm

Note: From the Catastrophe Type field when you select a type of catastrophe, the
Catastrophes window opens and lists all the catastrophes present in
database based on chosen type. Select 'Yes' and then choose a catastrophe

record. The Catastrophe No. of the selected record displays in the
Catastrophe Number field.

Catastrophe Number  Displays the number of the catastrophe record attached to the claim.

Note: The number displays based on selection made in Catastrophe Type field.

Vehicle Accident Window
Use the Vehicle Accident window to enter detailed information about vehicle accident claims.

Note: Every claim must be associated with an event . CSC recommends that you record the event information
before the claim. This ensures that multiple claims related to a single event are properly linked to that
event record.

To open "  From the main menu, select Document.
"  From the Document menu, choose Vehicle Accident.
Field definitions
Claim Info tab
Event Detail tab

Vehicle Accident tab

Persons Involved  From the left navigation tree, select Persons Involved under the Vehicle Accident Claim node to
open Persons Involved window.

Adjuster From the left navigation tree, select Adjuster under the Vehicle Accident Claim node to open the
Adjuster Information window.

Litigation From the left navigation tree, select Litigation under the Vehicle Accident Claim node to open
the Litigation window.

Claimant From the left navigation tree, select Claimant under the Vehicle Accident Claim node to open
the Claimant window.

U nit From the left navigation tree, select Unit link from Financials node under the Vehicle Accident
Claim node to open the Claimant window. open the Unit Involved window.
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Defendant

From the left navigation tree, select Defendant under the Vehicle Accident Claim node to open

the Defendant window.

Financials

From the left navigation tree, select Financials under the Vehicle Accident Claim node to open

the Reserves window.

Vehicle Accident Claims: Event Detail Tab

Use the Event Detail tab to enter general information about the event related to this claim . RISKMASTER automatically
updates this tab , if you open the Claim window from the Event window.

If you enter a claim before entering an event, RISKMASTER uses the information on this tab to create a new event for

this claim.

To open From the Vehicle Accident window, select the Event Detail tab.

Field definitions

Event On Premise

Location Address

County of Injury

Location Description

Location Type

Primary Location

Authority Contacted

Event Description

Cause Code

Select the check box if the event occurred,
®  onyour organization's property (if you are self-insured).

=  on the insured organization's property (if you are a TPA).

Enter the address where the event occurred. Enter the City, State, Zip, and Country in the
appropriate fields.

Enter the county where the event occurred.

Enter a description for the location where the event occurred or select the [‘J button to open
the RISKMASTER Editor. In the RISKMASTER Editor, enter the description and then select
OK.

Enter the code that best describes the location type where the event occurred or select the

button to select from the Code Selection window.

Enter the code that best describes the exact location where the event occurred orselect the

button to select from the Code Selection window.

Enter the person who was informed of the event, or select the *** button to open the
Standard Entity Search window and search for the authority contacted.

Enter a description for the event or select the ‘J button to open the RISKMASTER Editor. In
the RISKMASTER Editor, enter the description and then select OK.

Enter the code that best describes the event cause or select the button to select from the
Code Selection window.
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Number of Injuries

Number of Fatalities

Enter the number of persons injured as result of the event.

Enter the number of deaths that resulted from the event.

Vehicle Accident Claims: Vehicle Accident Tab

Use the Vehicle Accident tab to enter details about a vehicle accident.

To open

Field definitions

Accident Type

Accident Desc

Date of Federal
DOT Report

Date of State Spill
Report

DOT Report #

In Traffic

Reportable

Preventable

From the Vehicle Accident window, select the Vehicle Accident tab.

Enter the code that best describes the accident type or select the button to select from

the Code Selection window.

Enter the code that best describes the accident occurred or select the button to select

from the Code Selection window.

Enter the date on which a federal Department of Transportation report was filed orselect the

—-‘ﬂ button to select from a calendar.

Enter the date on which a state Department of Transportation report was filed orselect the

—E button to select from a calendar.

If you filed a state Department of Transportation report, enter the identifying number for the
report.

Select the check box if the accident occurred in moving traffic.
Select the check box if you need to report the accident to another organization.

Select the check box if the accident was preventable.

Unit Information Window

Use the Involved Unit window to enter details about a vehicle involved in an accident.

To open

Field definitions

Vehicle ID
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From the left navigation frame, select Units link under Financials under the Vehicle Accident node.

Enter the unique identifying number your organization uses to identify the vehicle involvedin

the accident, or select the ***
search for the vehicle.

button to open the Standard Vehicle Search window and
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Vehicle Make

Vehicle Model

Vehicle Year

Unit Type

Department

license Number

State

Damage

Claim History

Back to Vehicle
Claim

Reserves Window

Enter the vehicle manufacturer.
Enter the vehicle model name.

Enter the year in which the vehicle was manufactured.

Enter the code that best describes the vehicle or select the button to select from the

Code Selection window.

Enter the entity in your organization hierarchy to which the vehicle is assigned, or select the

button to select from the Org Hierarchy window.

Enter the vehicle's license plate number.

Enter the state where the vehicle is registered.

Enter a description of the damage to the vehicle or select the “J button to open the
RISKMASTER Editor. In the RISKMASTER Editor enter the damage description and then
select OK.

Select to open the Claim Involvement History window.

Select to open the Vehicle Claim window.

Use the Reserves window to enter payment, collection , and reserve information related to this claim.

To open

Field definitions

Reserve

Balance

= Search for the claim to which you want to add Financials Information.
. From the left navigation tree, under the required claim node, select Financials link.
= A Lookup results window opens.

"  From the Lookup results window, select the required Financials.

Displays the reserve categories your organization uses.

Note: To edit a reserve, select the reserve. This opens the Reserve for claim
window.

Displays the reserve balance for each reserve category.
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Paid Displays the payments that you have entered for claim or claimant.

Note: When you enter a payment, you have to select a Transaction Type code to
determine the reserve category.

Collections Displays any income related to the claim for each reserve category.

Note: Recoveries or subrogation are also Collections.

Incurred Displays the balance (plus payments less collections) for each reserve category.
Status Displays the status of the reserve.

Payment History Select to open the Payment History for claim window.

Time and Expense Select to open the Time and Expense window.

Note: You can only see this button if you activated the Time and Expense module in
RISKMASTER Uitilities .

Add Payment Select to open the Funds Management window.

Add Collection Select to open the Funds Management window.

Schedule Checks Select to open the Schedule Automatic Check Processing window.
Back to Claim Select to return to the claims window.

Note: When you navigate through the Search > Funds > on the Funds window, select Back To
Financials button from toolbar you are able to view Back To Claim button.

Currency Type From the drop down list, select a currency type.

Note: The Currency Type field is visible only when the Use Multiple Currency check
box on the General System Parameter Setup: Globalization Settings tab is

selected.
o Select the button to open the Enhanced Notes for the associated parent claim record.
/4
Allocated Amount Displays the total of all the Funds Transactions which are not printed and not voided and also

includes sum of the Scheduled Checks transactions.

button dialogs

Benefit Calculator Window

Use the Benefit Calculator window to calculate temporary total, permanent partial and permanent total rate in workers'
compensation claims.

Note: The benefit calculator is not available for all jurisdictions.
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To open button.

Field definitions

Avg Weekly Wage

Waiting Period
Current MMI Date
Satisfied
Accident Date

Retroactive Period

Satisfied
Current Disability %

Curr. Disability Date
(From Work Loss)

Most Recent RTW (From
Bank AccountsWork
Loss)

TT Rate

PP Rate

PT Rate

Save

Reset

On the Workers' Compensation window, Employment Info tab, select the Indemnity Rate Calculations

Displays the average weekly wage of the employee calculated on the Work Comp
Average Weekly Wage window.

Displays the waiting period for start of the indemnity benefit payments.
Displays the current maximum medical improvement (MMI) date.
Displays the check box as selected when the waiting period is satisfied.
Displays the date when the event occurred.

Displays the number of days that have passed since indemnity benefit payments
began.

Displays the check box as selected when the retroactive period is satisfied
Displays the percentage current disability rating of the employee.

Displays the current disability date from the work loss date.

Displays the most recent return to work (RTW) from the work loss date.

Displays the jurisdiction's abbreviation and jurisdictional rate for temporary total
disability benefit payment rate. Enter the override rate for temporary total disability
benefit payment rate.

Displays the jurisdiction's abbreviation and jurisdictional rate for permanent partial
disability benefit payment rate. Enter the override rate for permanent partial disability
benefit payment rate.

Displays the jurisdiction's abbreviation and jurisdictional rate for permanent total
disability benefit payment rate. Enter the override rate for permanent total disability
benefit payment rate.

Select to save the changes made in the override rate fields.

Select to reset the values in the override rate fields.

Adjuster Window: Claim Adjuster Information Tab

Use the Adjuster window: Claim Adjuster Information tab to enter details about the adjusters.

To open L]

Search for the claim to which you want to add Adjuster Information.
From the left navigation tree, under the required claim node, select Adjuster link.

A Lookup results window opens.

From the Lookup results window, select the required Adjuster.
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Field definitions

Adjusters Last Name

RISKMASTER Login

First Name
Middle Name

Address

Current Adjuster
Title

Office Phone
Alt. Phone

Fax

Dated Text

Back to Claim

Litigation Window

Enter the adjuster's last name or select the ***
window and search for a adjuster.

button to open the Standard Entity Search

When you search for an adjuster, RISKMASTER automatically updates the other fields on the
tab.

Note: Before you enter new data, search for the adjuster in existing records. This
prevents duplicate entries in the database.

Enter the RISKMASTER user ID or select the
window and select a RISKMASTER user ID.

button to open the Customize User List

Enter adjuster's first name.

Enter adjuster's middle name.

Enter the adjuster's address. Enter the City, State, Zip, and Country in the appropriate fields.

Select the check box if you want this adjuster to work on this claim.

Enter the adjuster's title.

Enter the adjuster's office phone number.

Enter the adjuster's home phone number.

Enter the adjuster's fax number.

Select the button to open the Adjuster Dated Text window.

Select to open the Claim window.

Select the button to open the Enhanced Notes for the associated parent claim record.

Use the Litigation window to enter lawsuit details for a litigated claim.

To open
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Search for the claim to which you want to add Litigation Information.
From the left navigation tree, under the required claim node, select Litigation link.

A Lookup results window opens.

From the Lookup results window, select the required Litigation.
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Field definitions

Litigation Info tab

Attorney Information tab

Expert Select to open the Expert Witness window.

Back to Claim Select to return to the Claim window.
,_-:? Select the button to open the Enhanced Notes for the associated parent claim record.
e

Customize User List Window

To open From Adjuster window, select the button from the RISKMASTER Login field
Field definitions

First Name Enter the first name of the user whom you want to search.

Last Name Enter the last name of the user whom you want to search.

User Type Select the authentication type of the user.

List All Select the button to list all the users.

System User(s)

Login Name Displays the user ID of system users.

Name Displays the name of system users.

User Type Displays the authentication type of system users.

OK Select to save the changes.

Cancel Select to cancel the process.

Litigation Window: Litigation Info Tab
Use the Litigation Information tab to enter litigation details for a litigated claim .

To open From the Litigation window, select the Litigation Info tab.

Field definitions

Docket Number Enter the identification number assigned by the court to the filed lawsuit.

Suit Date ) ) ) _._Iﬂ
Enter the date on which the lawsuit was filed or select the button to select the date from the

calendar.
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Court Date

Venue State

County

Litigation Type

Litigation Status

Demand/Allegations

Judge Last Name

First Name

Address

Enter the date for the next court hearing or select the —Jﬂ button to select the date from the
calendar.

Enter the state of jurisdiction for the claim or select the button to select from the Code
Selection window.

Enter the county where the lawsuit is filed.

Enter the code that best describes the litigation type or select the button to select from the
Code Selection window.

Enter the code that best describes the litigation status or select the button to select from
the Code Selection window.

Select the (‘J button to open the RISKMASTER Editor. Enter the specific allegations made in
the lawsuit, the issues under litigation, and the demands made by the claimant , usually in terms
of a financial amount and then select OK.

Enter the judge's last name or select the *** button to open the Standard Entity Search
window and search for the judge.

Note: Before you enter new data, search for the judge in existing records. This
prevents duplicate entries in the database.

Enter the judge's first name.

Enter the court address. Enter the City, State, Zip, and Country in the appropriate fields.

Expert Withess Window

Use the Expert Witness window to enter details about an expert witness in a litigation .

To open From the Litigation window, select the Expert button.

Field definitions

Expert Last Name

First Name
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Enter the witness's last name or select the *** button to open the Standard Entity Search
window and search for a witness.

When you search for an witness, RISKMASTER automatically updates the other fields on the
tab.

Note: Before you enter new data, search for the claimant in existing records. This
prevents duplicate entries in the database.

Enter witness's first name.
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Middle Name

Address

Witness Type

Office Phone

Home Phone

Fax

Title

Rate

Notes

Specialty

Case Description

Back to Litigation

Enter witness's middle name, if any.

Enter the witness's address. Enter the City, State, Zip, and Country in the appropriate fields.

Enter the code that best describes the witness type or select the button to open the
Code Selection window.

Enter the witness's office phone number.
Enter the witness's home phone number.
Enter the witness's fax number.

Enter the witness's title.

Enter the rate the expert witness charges for services.

Enter notes about the expert witness or select the "J button to open the RISKMASTER
Editor. In the RISKMASTER Editor, enter the description and then select OK.

Enter notes about the expert witness's specialty or select the “J button to open the
RISKMASTER Editor. Enter the description and then select OK.

Enter a description of the lawsuit or select the [A’ button to open the RISKMASTER Editor.
Enter the description and then select OK.

Select to open the Litigation window.

Litigation Window: Attorney Information Tab

Use the Attorney Information tab on the Litigation window to enter attorney details for a litigated claim .

To open From the Litigation window, select the Attorney Information tab.

Field definitions

Attorney Last Name

First Name

Enter the attorney's last name or select the *** button to open the Standard Entity Search
window and search for an attorney.

When you search for an attorney, RISKMASTER automatically updates the other fields on the
tab.

Note: Before you enter new data, search for the claimant in existing records. This
prevents duplicate entries in the database.

Enter attorney's first name.
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Address Enter the attorney's address. Enter the City, State, Zip, and Country in the appropriate fields.

Attorney Firm

Enter the name of the firm with which the attorney is associated or select the *** button to

open the Standard Entity Search window and search for the firm.

Office Phone Enter the attorney's office phone number.
Home Phone Enter the attorney's home phone number.
Fax Enter the attorney's fax number.

Litigation Window: Matter Info Tab
Use the Matter Info tab on the Litigation window to enter matter details for a litigated claim .

To open From the Litigation window,select the Matter Info tab.

Field definitions

Claimants Last Name Enter the last name of the claimant.

Matter Name Enter the matter name.
Federal District Enter the federal district of the claimant.
Case Name Enter the case name.

Matter Creation Date  Enter the matter creation date.

First name Enter the first name of the claimant.
Line of Business Enter the line of business (LOB).
Jurisdiction Enter the jurisdiction.

Issue of Dispute Enter the issue of dispute.

Adjuster Dated Text Window
Use the Adjuster Dated Text window to add any additional comments to the adjuster record.
To open = Search for the claim to which you want to add Adjuster Information.
. From the left navigation tree, under the required claim node, select Adjuster link.

= A Lookup results window opens.
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Field definitions

Entered By User

Date Entered

Time Entered

Dated Text Type

Dated Text

Back To Adjuster

Defendant Window

From the Lookup results window, select the required Adjuster.

From the left navigation tree, under the required Adjuster select the Dated Text link

Enter your name, if you are entering comments.

Enter the date on which you are entering the comments or select the 4l button to enter date
from the calender.

Enter the time when you are entering the comments.

Note: You must enter time in the format xx:xx, with a colon : between the hours and
minutes. The time you enter defaults to AM.

Enter the code that best categorizes your comments or select the button to select from
the Code Selection window.

Enter your comments related to the adjuster record or select the [J button to open the
RISKMASTER Editor. In the RISKMASTER Editor, enter the description and then select OK.

Select to return back to open the Adjuster window.

Use the Defendant window to enter defendant details and defendant attorney details for a litigated claim .

To open

Field definitions

Claim History

Back to Claim

Defendant Info tab

Defendant Last Name

Search for the claim to which you want to add defendantinformation.
From the left navigation tree, select Defendant under the required Claim node.
A Lookup results window opens.

From the lookup results window, select the required Defendant.

Select to open the Claim Involvement History window. Select Back to return to the Claim

window.

Select to return to the Claim window.

Enter the defendant's last name, or select the search button to search for a defendant.
When you search for a defendant, RISKMASTER automatically updates the rest of this tab.

Note: Before you enter newdata, search for the defendant in existing records. This
prevents duplicate entries in the database .
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First Name

Middle Name

Address

Office Phone

Home Phone

Fax

Defendant Type

Insurer

Policy Number

Policy Type

Policy Limit

Expiration Date

Defendant Attorney tab

Attorney Last Name

First Name

Middle Name

Address

Firm Name
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Enter defendant's first name.

Enter defendant's middle name.

Enter the defendant's address. Enter the City, State, Zip, and Country in the appropriate fields.

Enter the defendant's office phone number.

Enter the defendant's home phone number.

Enter the defendant's fax number.

Enter the code that best describes the defendant with respect to the lawsuit, or select the
search button to select from the Code Selection window.

Enter the defendant’s insurance provider, or select the search button to open the Search
window and then search for the insurance provider.

Enter the Insurance policy provider's number.

Enter the code that best describes the type of coverage , or select the search button to select
from the Code Selection window.

Enter the dollar amount limit on policy coverage.

Enter the date when the coverage expires or select the button to select from a clock.

Enter the attorney's last name, or select the search button to search for an attorney.
When you search for a defendant, RISKMASTER automatically updates the rest of this tab.

Note: Before you enter new data, search for the attorney in existing records. This
prevents duplicate entries in the database.

Enter attorney's first name.

Enter attorney's middle name.

Enter the attorney's address. Enter the City, State, Zip, and Country in the appropriate fields.

Enter the name of the law firm with which the attorney is employed, or select the search button
to select from the Code Selection window.
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Office Phone
Home Phone

Fax

Enter the attorney's office phone number.

Enter the attorney's home phone number.

Enter the attorney's fax number.

Select the button to open the Enhanced Notes for the associated parent claim record.

Arbitration Window: Arbitration Info tab

Use the Arbitration window to enter details about the arbitration.

To open

Field definitions

Arbitration Info tab

Type

Status

Adverse Party

Arbitration Party

Company

Date Field

Adjuster

Search for the claim to which you want to add arbitration information.
From the left navigation tree, select Arbitration under the required Claim node.

A Lookup results window opens.

From the lookup results window, select the required Arbitration.

Enter the code that best describes the coverage or matter in dispute or select the * button to
select from the Code Selection window.

Enter the code that best describes the current status of the arbitration process or select the

button to select from the Code Selection window.

Selectthe *** button to open the Standard Entity Search window and search for the person
selected as the responsible third party.

Enter the code that best describes whether the Adverse Party is the applicant filing allegations

or is a respondent to the allegations or select the  * button to select from the Code Selection
window.
Select the *** button to open the Standard Entity Search window and search for the third

party insurer.

Enter the date the arbitration was filed with an arbitration authority or select the —Jﬂ button to
select the date from the calender.

Select the “** button to open the Standard Entity Search window and search for the
representative in the arbitration proceedings for the third party.

67




RISKMASTER User Help Guide

Hearing Date

Claim Number

Award Amount

Enter the date the arbitration hearing is scheduled or select the —Jﬂ button to select the date
from the calender.

Enter the number assigned by the third party insurer to the incident relating to the subject claim.

Enter the dollar amount of the award from the arbitrator or arbitration board.

Select the button to open the Enhanced Notes for the associated parent claim record.

Non Occupational

Non Occupational Claims

Use the Non Occupational Claims window to enter detailed information about the claims related to injuries or illnesses

resulting in disability.

ISO Claim Submission Window

You can mark the claim as eligible for ISO Submission by saving the claim as Initial Submit or Replacement.

To open

Field Descriptions

Submit To ISO

Initial Submit

Replacement

= Search for the claim which you want to submit to ISO.

L] From the RISKMASTER toolbar, select the ISO button

Note: The ISO Claim Submission button displays on the claim window only when on the
Line of Business Parameter Setup window: Claim Options tab, the Use ISO Claim
Submission check box is selected.

Select the check box to submit the claim to Insurance Services Office (ISO).

Select this option, if you are submitting this claim to ISO for the first time.

Select this option, if you are replacing an initially submitted claim.

ISO Submission History table

Date

Type

Description
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Displays the date when the claim was sent to ISO.

Displays the type of submission.

Displays the description of the type code.
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property claim

Property Claims

Select the button to save the changes.

Use the Property Claims window to enter detailed information about the claims related to property damages and liability.
The Property Claims module enables you to add, edit, delete property claim information efficiently.

You can associate only one property per claim . To attach multiple properties to an event you must create multiple

property claims.

How To

To Add Litigation Information

Search for the claim to which you want to add Litigation Information.

From the left navigation tree, under the required claim node, select Litigation link.
A Lookup results window opens.

3. From the Lookup results window, select the required Litigation.
The Litigation window opens.

4. Complete the fields on the Litigation Info tab, as shown below.

Docket Number

Suit Date

Court Date

Venue State

County

Litigation Type

Litigation Status

Enter the identification number assigned by the court to the filed lawsuit.

Enter the date on which the lawsuit was filed or select the button to select from
calender.

Enter the date for the next court hearing or select the button to select from calender.

Enter the state of jurisdiction for the claim or select the button to select from the
Code Selection window.

Enter the county where the lawsuit is filed.

Enter the code that best describes the litigation type or select the buttonto
select from the Code Selection window.

Enter the code that best describes the litigation status or select the button to
select from the Codes Selection window.
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Demand/Allegations [J ] __
Select the button to open the RISKMASTER Editor and enter the specific

allegations made in the lawsuit, the issues under litigation, and the demands made by
the claimant , usually in terms of a financial amount.

Judge Last Name Enter the judge's last name.

You can select the *** button to open the Standard Entity Search window and
search for the judge.

Before you enter new data, search for the judge in existing records. This prevents
duplicate entries in the database .

First Name Enter the judge's first name.

Experts

Back to Claim Select to open Claim window.

Address ]I:Zr}tgzr the court address. Enter the City, State, Zip, and Country in the appropriate
ields.

5. Select and complete the fields on the Attorney Information tab, as shown below.

Attorney Last Name
Enter the attorney's last name or select the *** button to open the Standard Entity
Search window and search for an attorney.

When you search for an attorney, RISKMASTER automatically updates the other
fields on the tab.

Before you enter new data, search for the claimant in existing records. This prevents
duplicate entries in the database.

First Name Enter attorney's first name.
Address Enter the attorney's address. Enter the City, State, Zip, and Country in the appropriate
fields.

Attorney Firm ] ] ] ) )
Enter the name of the firm with which the attorney is associated orselect the ***

button to open the Standard Entity Search window and search for the firm.

Office Phone Enter the attorney's office phone number.

Home Phone Enter the attorney's home phone number.

Email Type ) ) ]
Selectthe * button to open code selection window and select the type ofemail

account the litigation attorney is using.
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Email

Fax

6. Select the Expert button.

Enter the email address of the litigation attorney

Enter the attorney's fax number.

The Expert Witness window opens.

7. Complete the fields on the Expert Witness window , as shown below .

Expert Last Name

First Name

Middle Name

Address

Witness Type

Office Phone

Home Phone

Fax

Title

Rate

Notes

Specialty

Enter the witness's last name or select the *** button to open the Standard Entity
Search window and search for a witness.

When you search for an witness, RISKMASTER automatically updates the other fields
on the tab.

Before you enter new data, search for the claimant in existing records. This prevents

duplicate entries in the database.

Enter witness's first name.
Enter witness's middle name,if any.

Enter the witness's address. Enter the City, State, Zip, and Country in the appropriate
fields.

Enter the code that best describes the witness type or select the search button to
open the Code Selection window.

Enter the witness's office phone number.

Enter the witness's home phone number.
Enter the witness's fax number.
Enter the witness's title.

Enter the rate the expert witness charges for services.

Enter notes about the expert witness or select the lJ button to open the
RISKMASTER Editor. In the RISKMASTER Editor, enter the description and then
select OK.

Enter notes about the expert witness's specialty or select the [‘J button to open the
RISKMASTER Editor. In the RISKMASTER Editor, enter the description and then
select OK.
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Case Description

Back to Litigation

Enter a description of the lawsuit or select the ‘J button to open the RISKMASTER
Editor . In the RISKMASTER Editor, enter the description and then select OK.

Select to open the Litigation window.

From the toolbar, select the Save button

=7
i
From the toolbar, select the Enhanced Notes '} button to open the Enhanced Notes for the associated

parent claim record.

To Enter a General Claim
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1.

From the main menu, select Document.

The Document menu opens.

From the Document menu, choose General Claim.

The General Claim window opens and a General Claim node displays in the navigation tree.

Select and complete the fields in the Claim Info tab , as shown below.

Event Number

Claim Number

Policy LOB

Claim Type

e If you open the General Claims window from the Event window, displays the
event number.

e If you open the General Claims window directly, RISKMASTER will create a
new event and add the event number to this field when you save the claim.

Enter a unique identifying number for the claim or leave blank and RISKMASTER will
generate a claim number when you save.

Enter the code that best describes the insurance line of the policy against which the

claim is made or selectthe * button to select from the code selectionwindow.

The Policy LOB field is mandatory, only when the Use Carrier Claims check box on

the General System Parameter Setup: Carrier Claim Settings tab is selected.

Enter the code that best describes the claim or select the button to select from
the Code Selection window.

The Claim Types are filtered on the basis of the relationship set with Policy LOB on the
Code Relationship window under Utilities> Managers.

The Claim Types are filtered on the basis of policy LOB only when on the General
System Parameter Setup window: Carrier Claim Settings tab, 'Use Carrier Claims'
check box is selected.
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Department

Instr

Claim Status

Date Closed

Close Method

Date of Event

Time of Event

Date of Claim

Time of Claim

Event Date Rptd.

Event Time Rptd

Claim Date Rptd.

Est. Collect

File Number

Enter the department, the individuals or equipment involved in the event or select the

button to select from the Org Hierarchy window.

Select the = button to display special claim instructions for the departmentyou
entered.
Enter the code that best describes the claim status, select the button to select

from the Code Selection window.

For a closed claim, displays when the claim was closed.

When you close a claim, enter the code that best describes how the claimwas closed

or select the button to select from the Code Selection window.

Enter the date on which the event occurred or select the —ﬂ button toselect from a
calendar.

Enter the time when the event occurred.

You must enter time in the format xx:xx, with a colon : between the hours and minutes.

The time you enter defaults to AM.

Enter the date on which your organization learned of the claim or select B the button
to select from a calendar.

Enter the time when your organization was informed of the claim.

Enter date on which the event was reported or select the —-‘ﬂ button toselect from a
calendar.

Enter the time when the event was reported.

Enter the date when claim was reported or select the —Jﬂ button to select from a
calendar.

Enter the dollar amount that you expect to collect on this claim.

Enter any special identification numberthat your organization uses such as the box
number or the insurance company’s case number.
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Policy Name ] )
Enter a policy name that you want to attach to the claim or select the *** buttonto

select from the Policies window.
RISKMASTER displays all policies that meet the criteria based on the claim's

Department, Claim Type, Effective Dates, Policy Status, and Trigger Method. You can
attach a policy to a claim only when it fulfills the five filters.

Open Select to open the Policy Maintenance window for the policy attached to the claim.

Service Code Enter the code that best describes who is responsible for processing the claim or select
the search button to select from the Code Selection window.

Payments Frozen Select the check box to stop all payments on this claim.

The claim remains open but no payments are made until you clear this check box. You
can only use this check box if you have the appropriate permissions.

Email ACORD To Enter the e-mail address to which you want to send ACORD.

LSS Claim the check box if you want the claim to be sent to Legal Solution Suite (LSS).

Jurisdiction ) ) i :
Enter the state in which you must file OSHA reports for the claim or select the

button to select from the States window.

Currency Type
Enter the currency type or select the search button * to select from the Code

Selection window.

By default the Claim currency will display in the Currency Type field. If the payment is
not associated with a claim the currency type will default to Base Currency.

Catastrophe Type Select the button to select the required catastrophe type associated with the claim.
The catastrophe can be of various types

h

quake

ple Vehicle Accident

ado

ers Compensation Accident
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Catastrophe
Number

cane
storm

From the Catastrophe Type field when you select a type of catastrophe, the

Catastrophes window opens and lists all the catastrophes present in database based
on chosen type and that meet the criteria (Event Date must lie between Loss Start
Date and Loss End Date) . Select 'Yes' and then choose a catastrophe record. The
Catastrophe No. of the selected record displays in the Catastrophe Number field.

Displays the number of the catastrophe record attached to the claim.

Note: The number displays based on selection made in Catastrophe Type field.

Select and complete the fields in the Event Detail tab , as shown below.

Location Address

County of Injury

Location
Description

Authority

Contacted

Event On Premise

Primary Location

Enter the address where the event occurred. Enter the City, State, Zip, and Country in
the appropriate fields.

Enter the county where the event occurred.

Enter a description for the location where the event occurred or select the [J button
to open the RISKMASTER Editor . In the RISKMASTER Editor, enter the description
and then select OK.

Enter the person who was informed of the event, or select the *** button to open the
Standard Entity Search window and search for the authority contacted.

Select the check box if the event occurred,
®  on your organization's property (if you are self-insured).

e on the insured organization's property (if you are a TPA ).

Enter the code that best describes the exact location where the event occurred or

select the button to select from the Code Selection window.
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Location Type

Cause Code

Number of Injuries

Number of
Fatalities

Event Description

Enter the code that best describes the location type where the event occurred or select

the button to select from the Code Selection window.

Enter the code that best describes the event cause or select the button to select
from the Codes Selection window.

Enter the number of persons injured as result of the event.

Enter the number of deaths that resulted from the event.

Enter a description for the event or select the [J button to open the RISKMASTER
Editor . In the RISKMASTER Editor, enter the description and then select OK.

Select and complete the fields on the ACORD tab , as shown below.

Remarks

Amount of Total
Loss

Reported To

Contact Insured

Type Of Premises

Type of Product

Contact Res Phone

Premises/ Insured
Is

Products/ Insured
Is

Where Can Product
Be Seen

Other Liability

Enter any remarks related to the claim or the ACORD form.

Enter the total amount of loss.

Enter the name of the contact to whom the loss was reported.

Enter the code that best describes the insurance status of the contact, or select the

button to select from the Code Selection window.

Enter the premises type on which the event took place.

Enter the product type.

Enter the contact's residential phone number.

Enter the code that best describes the type of premises or insured orselect the
button to select from the Code Selection window.

Enter the code that best describes the type of products or insured orselect the
button to select from the Code Selection window.

Enter the address where you can see the damaged product.

Enter details of any other liability involved with the event.
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Injured Employee
Name/ Addr

Injured Employee
Phone

Where to Contact

When to Contact

Describe Property
Damaged

Damaged Property
Company Name

Damaged Property
Policy Num

Damaged Owner
Name/Addr

Damaged Owner
Res Phone

Damaged Owner
Bus Phone

Describe Damage

Damage Estimate
Amount

Where Can Damage
Be Seen

Other Veh/Prop Ins

Driver Same As
Owner

Report Number

Enter the injured employee's name and address.

Enter the injured employee's phone number.

Enter the address where you can contact the injured employee.

Enter the time when you can contact the injured employee.

Enter a description of the damaged property.

Enter the name of the company to which the damaged property belonged.

Enter the policy number for the damaged property.

Enter the name and address of the person who owns the damaged property.

Enter the owner's residential phone number.

Enter the owner's business phone number.

Enter a description for the damage.

Enter the estimated amount for the damage.

Enter the address of the location where you can see the damaged property.

Enter the insurance status of the other vehicle or property or select the search button to
select from the Codes Selection window.

Enter whether the vehicle driver and owner is the same or select the search button to
select from the Codes Selection window.

Enter the number of the event report.
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8.

9.
complete

10.

Violations /
Citations

Property Damaged

Vehicle

ACORD Forms

Enter any violations/citations regarding the event.

Enter the damaged property or vehicle or select the button to select from the

Code Selection window.

Select the button to view the ACORD forms attached to the selected general claim.

Select and complete the fields on the Loss Information tab, as shown below.

Special Handling
Flag

Self Insured Flag

AlA Codes

Report Number

Date of Discovery

Claim Loss Type

Loss Description

Notice Date

Error Date

Underlying Loss
date

Select the check box to flag the claim for special handling.

Select the check box to indicate if the policy holder sets aside money to cover possible
losses rather than purchasing an insurance policy.

Enter the six-byte, alphanumeric Accident Injury Analysis codes or select the
button to select from the Code Selection window.

Enter the reference number given to the official report by the Authority Contacted.

Manually enter the date on which the theft of property was first discovered missing. or

select the —n-] button to select from a calendar.

Select the claim loss type.

Enter a description detailing the loss.

Enter the date on which the insured was given a notice of the claim

Enter the date on which the error was made that caused the claimant to sustain a loss.
Example: date on which insurer failed to renew customer’s flood policy prior to
hurricane season

Enter the date of customer’s loss event. An underlying loss date can be within retro &
tail date ranges, not just within the normal effective and expiration dates of a policy.

From the toolbar, select the Save button
To add adjuster information, from the navigation tree, select Adjuster under the General claim node and

the Adjuster window.

To enter litigation information, from the navigation tree, select Litigation under the General claim node and

complete the Litigation window.
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11. To enter OSHA information, from the navigation tree, select OSHA under the General claim node and complete
the OSHA Information window.

12. To add claimant information, from the navigation tree, select Claimant under the General claim node and
complete the Claimant window.

13. To add defendant information, from the navigation tree, select Defendant under the General claim node and
complete the Defendant window.

14. To add financial information, from the navigation tree, select Financials under the General claim node and

complete the Reserves window , as shown below .

Reserve Displays the reserve categories your organization uses.

To edit a reserve, select the reserve. This opens the Reserve for claim window.

Balance Displays the reserve balance for each reserve category.

Paid Displays the payments entered against the claim or claimant. When you enter a
payment, you determine which reserve category to use by selecting a Transaction Type
code.

Collections Displays any income related to the claim for each reserve category. Also known as

recoveries or subrogation .

Incurred Displays the balance (plus payments less collections) for each reserve category.
Status Displays whether the reserve category is open or closed.
Payment History Select to open the Payment History for claim window .

Time and Expense  Select to open the Time and Expense window .

You can only see this button if you activated the Time and Expense module in
RISKMASTER Uitilities .

Add Payment Select to open the Funds Management window (Type: Payment) .
Add Collection Select to open the Funds Management window (Type: Collection) .
Back to Claim Select to open the claims window.
Currency Type From the drop down list, select a currency type.
._’?f} Select the button to open the Enhanced Notes for the associated parent claim record.
15. If your organization defined Supplemental data, complete the Supplemental tab.
16. From the toolbar, select the Save button
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Note: Search for information in existing records, before you enter new data . This prevents duplicate entries in the

database. You can select the Display Claimant Name in MDI check box on the General System Parameter

Setup window: System Settings tab to view the Claimant Name along with LOB and Claim Number in the
navigation tree.

To Submit Claim to 1ISO
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1.

2.

Search for the claim which you want to submit to Insurance Services Office (ISO).

Note: The ISO Claim Submission button displays on the claim window only when on the Line of

Business Parameter Setup window: Claim Options tab, the Use ISO Claim Submission check
box is selected.

Document Policy Diaries Funds Maintenance My Work Reports Search Security User Documents  Utiities Help

Document =» Event (EVZ00129083 * 10/18/2002) => General Claim (200129083-1} (@ ]

9] 5 | =] 0 | B0 [ ] %o 0| & () € | 5 e
Claim Info [Event Detail Supplementals ACORD

Event Number EV200120083 Date Of Event lDfleZDDZ

Claim Number 200129083-1 Time Of Event 12:00 AM

Claim Type CRIM Crime 58 Date Of Claim 11/05/2002

Department 079907 - Fort Bend 150 | [ ~ Time Of Claim 12:00 AM

Claim Status |c Closed 'C‘\ E Event Date Rptd. |llfD5;"ZDDZ |E
Date Closed ns/18/2006 02:25 PM Bvent Time Rptd.  [13:00 AM

Close Method = Claim Date Rptd. &=
Current Adjuster Langham INACTIVE, Miche Est. Collection £1,000.00

PU“C}" Name Igyggg;;_gggggl "“ Q File Number

Payments Frozen O Service Code | )

LSS Claim ]
E-mail ACORD To: | |

ACORD Forms

150]
From the RISKMASTER toolbar, select the ISO button I_/
The ISO Claim Submission window opens.
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3.

4.

[ % )

IS0 Claim Submission - Mozilla Firefox

|j| htbp:f 20,198,558, 52 RiskmaskerUl/ UL 1SOClsimSubHistory IS0 ClaimSubHistory, aspe?Clair 5 7

[Isubmit To 150
® Initial Submit O Replacernant

£ b

Done

Select the Submit To ISO check box to submit the claim to ISO and do one of the following:
e  Select the Initial Submit option, if you are submitting this claim to ISO for the firsttime..

e  Select the Replacement option, if you are replacing an initially submitted claim.

Select the | | button.

To Enter a Property claim

1.

From the main menu, select Document.
The Document menu opens.

From the Document menu, choose Property Claim.
The Property Claim window opens and a Claims node displays in the navigation tree.

Select and complete the fields in the Claim Info tab , as shown below.
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Event Number

Claim Number

Claim Type

Department

Instr

Claim Status

Date Closed

Close Method

Date of Event

Time of Event

Date of Claim

Time of Claim

Enter the event number.

e If you open the Property Claim window from the Event window, itdisplays
the event number automatically.

e If you open the Property Claim window directly, RISKMASTER will create
a new event and add the event number to this field when you save the
claim.

Enter a unique identifying number for the claim or leave blank and RISKMASTER will
generate a claim number when you save.

Enter the code that best describes the claim or select button to select from the

Code Selection window.

Enter the department, the individual or equipment involved in the event or select the

button to select from the Org Hierarchy window.

Selectthe "= bution to display special claim instructions for the department you
entered.

Enter the code that best describes the claim status, select button to select

from the Code Selection window.

For a closed claim, displays when the claim was closed.

When you close a claim, enter the code that best describes how the claimwas closed

or select button to select from the Code Selection window.

Enter the date on which the event occurred or select the —Jﬂ button to select froma
calendar.

Note: The Date of Event cannot be a future date. The Date of Claim and

Time of Claim must not be earlier than Date of Event and Time of
Event.

Enter the time when the event occurred.

Note: You must enter time in the format xx:xx, with a colon : between the
hours and minutes. The time you enter defaults to AM.

Enter the date on which your organization learned of the claim or select the

—-é button to select from a calendar.

Enter the time when your organization was informed of the claim.
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Event Date Rptd.

Event Time Rptd

Claim Date Rptd.

Est. Collect

File Number

Policy Name

Open

Service Code

Payments Frozen

LSS Claim

Currency Type

Enter date on which the event was reported or select the —Jﬂ button to select froma
calendar.

Note: The Event Date Reported and Time Reported must be after the Date
of Event and Time of Event.

Enter the time when the event was reported.

Enter the date when claim was reported or select the —Jﬂ button to select from a
calendar.

Enter the dollar amount that you expect to collect on this claim.

Enter any special identification numberthat your organization uses such as the box
number or the insurance company’s case number.

Enter a policy name that you want to attach to the claim or select the *** button to
select from the Policies window.

When Policy Management System is active:
This field is required.
RISKMASTER displays all policies that meet the criteria based on the claim's
Department, Claim Type, Effective Dates, Policy Status, and Trigger Method. You
can attach a policy to a claim only when it fulfills the five filters.

When Policy Management System is not active:
In Utilities, on the General Parameters Setup window, if you selected the “Autoselect

Policy on Claim” check box, then a policy is selected on the claim automatically when
the claim is saved.

Select to open the Policy Maintenance window for the policy attached to the claim.

Enter the code that best describes who is responsible for processing the claim or

select button to select from the Code Selection window.

Select the check box to stop all payments on this claim.
Note: The claim remains open but no payments are made until you clear this

check box. You can only use this check box if you have the
appropriate permissions.

Select the check box if you want the claim to be sent to Legal Solution Suite (LSS).

Enter the currency type or select the search button *  to select from the Code
Selection window.

Note: By default the Claim currency will display in the Currency Type field. If

the payment is not associated with a claim the currency type will
default to Base Currency.
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Catastrophe Type Select the button to select the required catastrophe type associated with the claim.

Note : The catastrophe can be of various types

* Death

*Ice

*Earthquake

*Multiple Vehicle Accident

*Fire

* Theft

*Flood

* Tornado

Hail

*Workers Compensation Accident

*Hurricane

» Windstorm

Note: From the Catastrophe Type field when you select a type of
catastrophe, the Catastrophes window opens and lists all the
catastrophes present in database based on chosen type and that
meet the criteria (Event Date must lie between Loss Start Date and
Loss End Date). Select 'Yes' and then choose a catastrophe record.

The Catastrophe No. of the selected record displays in the
Catastrophe Number field.

Catastrophe Displays the number of the catastrophe record attached to the claim.
Number
Note: The number displays based on selection made in Catastrophe Type field.

4. Select and complete the fields in the Event Detail tab , as shown below.

Location Address Enter the address where the event occurred. Enter the City, State, Zip, and Country in
the appropriate fields.

County of Injury Enter the county where the event occurred.
Location o ] LJ
Description Enter a description for the location where the event occurred or select the button

to open the RISKMASTER Editor. In the RISKMASTER Editor, enter the description
and then select OK.

Authority
Contacted Enter the person who was informed of the event, or select the *** button to open the

Standard Entity Search window and search for the authority contacted.
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Event On Premise Select the check box if the event occurred,
e  on your organization's property (if you are self-insured).

e on the insured organization's property (if you are a TPA).

Primary Location Enter the code that best describes the exact location where the event occurred or
select the button to select from the Code Selection window.

Location Type Enter the code that best describes the location type where the event occurred or
select the button to select from the Code Selection window.

Cause Code ]
Enter the code that best describes the event cause or select the button to select

from the Code Selection window.
Number of Injuries  Enter the number of persons injured as result of the event.

Number of Enter the number of deaths that resulted from the event.
Fatalities

Event Description o Wf
Enter a description for the event or select the button to open the RISKMASTER

Editor. In the RISKMASTER Editor, enter the description and then select OK.

Select and complete the fields in the Property Info tab, as shown below.

Use the Property Info tab to add a property to a claim. You can add only one property to one claim. If you need
to attach multiple properties to an event, you need to create multiple claims.

When you select a property from the database, this tab is automatically populated. You can modify and save
the property claim. However the property entity in the database is not changed when you make changes on this
tab.

If you use the Policy Management System and the 'Filter Property for Selected Policy' check box is selected in
Utilities, when you modify the policy on the claim, the Property Info tab will be cleared.

Property ID Select the Search button to select a property from the database.
If you do not have Policy Management System turned on:

There is no validation for properties based on Policy. You can select any property from
the database.

Once you select a property, the fields on this tab, the COPE tab, and the Optional
COPE tab, are automatically populated and the Schedule tab is blank.

If you have the Policy Management System turned on:

e  |fin Utilities, on the Line of Business Parameters window, Claim Optionstab,
the 'Filter Property for Selected Policy' check box selected, then you can
select a property on this tab based on the policy you selected on the Claim
Info tab.
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Description

Address

Territory Code

Category Code

Appraised Value

Appraised Date

Appraisal Source

Land Value

Replacement Value

Property Claim
History

If the property you want to select is not on the list you will need to add the
property to the policy before you can create the property claim.

Once you select a property, the fields on this tab, the COPE tab, the Optional
COPE tab, and the Schedule tab are automatically populated.

e |[fin Utilities, on the Line of Business Parameters window, Claim Options tab,
the 'Filter Property for Selected Policy' check box is not selected, there is no
validation for properties based on Policy.

You can select any property from the database. Once you select a property,
the fields on this tab, the COPE tab, and the Optional COPE tab, are
automatically populated and the Schedule tab is blank.

In this case the adjuster is responsible to verify coverage.

Enter a brief description about the property.

Enter the address of the property. Enter the City, State and Zip in the appropriate
fields.

Enter the territory code of the property or select button to select from the

Code Selection window.

Enter the category code of the property or select button to select from the

Code Selection window.

Enter the appraised value of the property in dollars.

Enter the date when the value of the property is appraised or select the —Jﬂ button to
select from the calendar.

Enter the source of appraisal of the property or select button to select from the

Code Selection window.

Enter the land value of the property in dollars.

Enter the replacement value of the property.

Select the button to open the Property Claim History window and display the list of
claims that have been filed for this property in the past. The fields displayed will be:

* Claim Number

* Claim Date

* Property ID

* Property Description

* Property Address, City, State, ZIP
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Select and complete the fields in the COPE Data tab , as shown below.

When you select a property from the database on the Property Info tab, the COPE Data tab is automatically
populated. You can modify and save the data on this tab. However the property entity in the database is not
changed when you make changes on this tab.

If you use the Policy Management System and the 'Filter Property for Selected Policy' checkbox is selected in
Utilities, when you modify the policy on the claim, this tab will be cleared.

Class of Construction Enter the property construction class.

Year of Construction  Enter the year when the property was constructed.

Square Footage Enter the square footage of the constructed property.

No. of Stories Enter the total number of stories build on the property.

Avg. Story Height Enter the average height of a story.

Wall Construction Enter the wall construction code of the property or select the button to select it

from the Code Selection window.

Roof Construction Enter the roof construction code of the property or select the button to select it
from the Code Selection window.

Heating System Enter the code for heating system of the property or select the button to select it
from the Code Selection window.

Cooling System Enter the code for cooling system of the property or select button to select it
from the Code Selection window.

Fire Alarm Enter the code for fire alarm or select button to select it from the Code
Selection window.

Sprinklers Enter the code for sprinkler system or select the button to select it from the
Code Selection window.

Entry Alarm Enter the code for entry alarm or select button to select it from the Code
Selection window.

Roof Anchoring Enter the code for roof anchoring or select button to select it from the Code
Selection window.

Strength of Glass Enter the code for strength of glass or select the button to select it from the
Code Selection window.

Select and complete the fields in the Optional COPE Data tab , as shown below.

When you select a property from the database on the Property Info tab, the Optional COPE Data tab is
automatically populated. You can modify and save the data on this tab. However the property entity in the
database is not changed when you make changes on this tab.

If you use the Policy Management System and the 'Filter Property for Selected Policy' checkbox is selected in
Utilities, when you modify the policy on the claim, this tab will be cleared.

Plot Plans Enter the plan for the plot or select the button to select it from the Code
Selection window.
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Flood Zone Enter the flood zone certification details of the property or select button to
select it from the Code Selection window.

EarthQuake Zone Enter the earthquake zone information of the property or select button to
select it from the Code Selection window.

GPS Altitude Enter the Global Positioning System altitude of the property.

GPS Latitude Enter the Global Positioning System latitude of the property.

GPS Longitude Enter the Global Positioning System longitude of the property.
10. Select and complete the fields in the Schedule tab , as shown below.

Schedule Data
The Schedule tab displays the list of scheduled property items on a policy attached to the Property claim.

The Schedule tab is populated only if the Policy Management is activated for Property Claims and the ‘Filter
Property For Selected Policy’ checkbox is selected in Ultilities.

When you create a property you can schedule items within the property. The schedule is created on the
property/policy entity. It only shows up on this tab if a policy is attached and it has scheduled items.

You cannot make changes to items on this tab.

his tab is available only if you have purchased the Policy Management module. This tab will appear blank
unless there is a policy attached to the claim and the policy contains scheduled property items. .

Schedule Name Displays the list of units attached to the property.

Amount Displays the cost of units attached to the property.
11. From the toolbar, select the Save button
12. To add adjuster information, from the navigation tree, select Adjuster under the General claim node and
complete the Adjuster window.
13. To enter litigation information, from the navigation tree, select Litigation under the General claim node and
complete the Litigation window.
14. To enter OSHA information, from the navigation tree, select OSHA under the General claim node and complete
the OSHA Information window.
15. To add claimant information, from the navigation tree, select Claimant under the General claim node and
complete the Claimant window.
16. To add defendant information, from the navigation tree, select Defendant under the General claim node and
complete the Defendant window.
17. To add financial information, from the navigation tree, select Financial under the General claim node and

complete the Reserves window , as shown below .

Reserve Displays the reserve categories your organization uses.

Note: To edit a reserve, select the reserve. This opens the Reserve for
claim window.

Balance Displays the reserve balance for each reserve category.

Paid Displays the payments that you have entered for claim or claimant.

Note: When you enter a payment, you have to select a Transaction Type
code to determine the reserve category.
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Collections

Incurred

Status

Payment History

Time and Expense

Add Payment

Add Collection

Schedule Checks

Back to Claim

Displays any income related to the claim for each reserve category.

Note: Recoveries or subrogation are also Collections.

Displays the balance (plus payments less collections) for each reserve category.

Displays the status of the reserve.

Select to open the Payment History for claim window.

Select to open the Time and Expense window.

Note: You can only see this button if you activated the Time and Expense module in
RISKMASTER Utilities .

Select to open the Funds Management window.

Select to open the Funds Management window.

Select to open the Schedule Automatic Check Processing window.

Select to return to the claims window.

Note: When you navigate through the Search > Funds > on the Funds window, from
the tool bar, select Back To Financials button; you are able to view Back To Claim
button.

18. If your organization defined Supplemental data, complete the Supplemental tab.

19. From the toolbar, select the Save button

Note: Search for information in existing records, before you enter new data. This prevents duplicate
entries in the database. You can select the Display Claimant Name in MDI check box on the
General System Parameter Setup window: System Settings tab to view the Claimant Name
along with LOB and Claim Number in the navigation tree.

To Enter a Non-Occupational Claim

1. From the main menu, select Document.
The Document menu opens.

2. From the Document menu, choose Non Occupational.

The Non Occupational Claim window opens and a Claim node displays in the navigation tree.
3. Complete the fields on the following tabs.
4. Select and complete the fields on the Claim Info tab , as shown below.
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&[5 0 EH5d] R &SR

Claim Info Event Info Employee Info Employment Info Medical Info Case Mgt/RTW Supplementals

Event Number | | Date Of Event | |_n§ —
Time Of Event | |
Claim Number | | Date Of Claim | |_n§
Time Of Claim | |
Claim Type | | X Date Reported | |_n§
Time Reported | |
Employee No. | gi:sebiﬁg Start | | =
Department | | 1B Disability To Date | |_n§
Claim Status | | gl § _?_ta_nsfit Disability | | .
Date Closed | FiTE Mumber | |
| b

Close Method | Plan Name

[ Non-Occ Payments ]

e [f you open the Claim window from the Event window, displays the
event number.
Event Number

e [f you open the Claim window directly, RISKMASTER will create anew
event and add the event number to this field when you save the claim.

Enter a unique identifying number for the claim. If you leave the field blank

Claim Number RISKMASTER will generate a claim number when you save the claim.

Claim Type Enter the code that best describes the claim type or select the| L | button to
select from the Code Selection window.

Enter the a unigue number that an organization assigns to an individual employee

or selectthe """ button to open the Standard Entity Search window and select
the employee associated with the claim.

Employee No. When you select the Employee No. RISKMASTER automatically updates the
Employee Info tab.

Note:Search for the Employee No. before you enter a new Employee
No. This prevents duplicate entries in the database.

Enter the department, the individuals or equipment involved in the event belong to

Department or select the| h | button to select from the Org Hierarchy window.

Note: If the department you enter requires special instructions,
instructions for that department automatically opens.

Select to “—' open the Claim Entity Instructions window and view the claim

Instr instructions for the selected department.

Note: You see this button if a user defined claim instructions for the department
you selected for this claim.

R . . "
Claim Status Enter the code that best describes the claim status, or select the | | button to
select from the Code Selection window.
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Detail

Date Closed

Close Method

Current Adjuster

Time of Event

Date of Event

Date of Claim

Time of Claim

Date Reported

Time Reported

Disability Start Date

Disability To Date

Benefit Disability Type

File Number

Plan Name

Open

Select to open the Claim Status History window and review or print the claim
status history for this claim.

For a closed claim, displays when the claim was closed.

When you close a claim, enter the code that best describes claim closure method
or select the button to select from the Code Selection window.

If an adjuster is assigned to the claim, displays the adjuster's name.

Use the Adjuster Information window to assign an adjuster to a claim.

Enter the time when the event occurred.

Note: If you don not enter a time, the time defaults to 12.00 Am. If you
want the time field to stay blank by default, you must set this up
in the System Setup Parameters window in Utilities .

Enter the date when the event occurred or select the —Jﬂ button from the
calendar.

Enter the date when your organization learned of the claim or select the il

button from the calendar.

Enter the time when your organization learned of the claim.

Enter the date when your organization learned of the event or select —ﬁ button
from the calendar.

Enter the time when your organization learned of the event.

Enter the first day on which the disability benefits become effective orselect the

—Jﬂbutton from the calendar.

Enter the last day on which the disability benefits will remain effective or select the

—Jﬂbutton from the calendar.

If the employee is eligible for multiple Benefit Disability types, enter the code for

the Benefit Disability type that you will use for this claim orselect the button
to select from the Code Selection window.

Note: RISKMASTER uses the waiting period that matches the Disability

Type you select from the Alternate Waiting Period tab on the
Non-Occupational Plan Class window.

Enter the insurance company’s case number.

Enter a Non-Occupational Disability Plan applicable to the claim or select the

button to select from the Plans window.
Note: RISKMASTER displays all plans that meet the criteria based on
the claim's Department, Claim Type, Effective Dates, Plan
Status, and Trigger Method.

Select to open the Non-occupational disability plan administration window for the
plan associated with the claim.

91




RISKMASTER User Help Guide

Class Name From the drop down list, select a plan class.

Enter the code that best describes who is responsible for processing the claim or
Service Code
select the button to select from the Code Selection window.

Select the check box to stop all payments on an open claim.
Payments Frozen
You can only use this check box if you have the appropriate permissions.

Email FROI To Enter the e-mail address to which you want to send Fist Report of Injury (FROI).
LSS Claim (SLeSIeSc;t the check box if you want the claim to be sent to Legal Solution Suite

Select the check box if the claim only involves a leave and is used for tracking
leave time only and does not include disability benefit payments. When you select
this check box you can save a claim without completing all the required fields,

Leave Only specifically Disability Start Date, Jurisdiction and Plan Name.

Enter the state in which you must file OSHA reports for the claim or select the
Jurisdiction
button to select from the States window.

Enter the currency type or select the search button * to select from the Code
Selection window.

Currency Type
Note: By default the Claim currency will display in the Currency Type
field. If the payment is not associated with a claim the currency
type will default to Base Currency.

Select the button to select the required catastrophe type associated with the
claim.

Note : The catastrophe can be of various types

* Death

elce

*Earthquake

*Multiple Vehicle Accident
Catastrophe Type Fire

* Theft

*Flood

* Tornado

*Hail

*Workers Compensation Accident

*Hurricane

* Windstorm
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Catastrophe Number

Note: From the Catastrophe Type field when you select a type of
catastrophe, the Catastrophes window opens and lists all the
catastrophes present in database based on chosen type
and that meet the criteria (Event Date must lie between Loss
Start Date and Loss End Date). Select 'Yes' and then choose a
catastrophe record. The Catastrophe No. of the selected record
displays in the Catastrophe Number field.

Displays the number of the catastrophe record attached to the claim.

Note: The number displays based on selection made in Catastrophe Type field.

Select and complete the fields on the Event Info tab, as shown below.

Claim Info pyept Info Employee Info Employment Info Medical Info Case Mgt/RTW Supplementals

Event On Premise Ll County of Injury | a
Location Address 1 Country L

Location Address 2 Primary Location L

City Location Type L

State L Zip

Cause Code { Mumber of Injuries (g

Event Description Location Description

Injury From i LJ Injury To i LJ

Time Workday Began Number Of Fatalities (g 3

[ Non-Occ Payments

Location
Description

Event On Premise

Location Address

County of Injury

Primary Location

Location Type

Select the [‘J button to open RISKMASTER Editor and enter a description for the
location where the event occurred.

Select the check box if the event occurred,
®  on your organization's property (if you are self-insured).

e  on the insured organization's property (if you are a TPA).

Enter the address where the event occurred. Enter the City, State, Zip, and Country in
the appropriate fields.

Enter the county where the event occurred.

Enter the code that best describes the exact location where the event occurred or

select the * | putton to select from the Code Selection window.

Enter the code that best describes the location type where the event occurred or

selectthe | * | button to select from the Code Selection window.
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7.

94

Cause Code

Number of Injuries

Number of
Fatalities

Event Description

Injury From and To

Time Workday
Began

Lost
Consciousness

Pl OSHA
Recordable

P1 OSHA Accident
Description

Regular Job at
Time of Event

Enter the code that best describes what caused the event, orselect the| s | button
to select from the Codes Selection window.

Enter the number of persons injured as result of the event.

Enter the number of deaths that resulted from the event.

Select the l—Jbutton to open the RISKMASTER Editor andenter additional event
information that is used in FROI.

If the injury occurred over a period of time, enter the beginning and end dates for the
period over which the injury occurred or select the button to select from a calendar.

Enter the time when the employee started working every day.

Select the check box if the employee lost consciousness as a result of the injury.

Select the check box if the event is Pl OSHA recordable.

Select the ﬁ{ button to open RISKMASTER Editor and enter Pl OSHA accident
description.

Select the check box if the employee was working on a task associated with the
employee's regular job, when injured.

Select and complete the fields on the Employee Info tab, as shown below.

Claim Info EventInfo pmypjoyee Info EmploymentInfo MedicalInfo Case Mgt/RTW Supplementals

[ Non-Occ Payments

|

1 ast Name Soc.Sec No.

| | | |
First Name | | Date Of Birth | |E
Age |
Middle Name | | Initials | |
Office Phane | | Home Phone | |
ilso Known as
Address 1 Fax
Address 2 Sex T
City Title | |
State oy Zip/Postal Code | |
Cost Center (e}
County Attorney | |
Country | T
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Last Name

First Name

Middle Name

Also Known as

Initials

Address

Soc. Sec. No.

Date of Birth

Age

Office Phone

Home Phone

Fax

Sex

Title

Cost Center

Displays the employee's last name based on the Employee No. you enter on the Claim
Info tab.

Displays the employee's first name.
Displays the employee's middle name, if any.
Enter employee's nick name, or any other name that the employee was known by.

Enter employee's name initials.

Enter the employee's address. Enter the City, State, Zip, County, and Country in the
appropriate fields.

Enter employee's social security number .

Enter employee's date of birth or select the —dﬂ button from the calendar.

Based on the date of birth you entered, RISKMASTER displays the employee's age at
the time of the event .

Enter the employee's office phone number.
Enter the employee's home phone number.

Enter the employee's fax number.

Enter the code for the employee's gender or select the button to selectfrom the

Code Selection window.

Enter the employee's official title, if any.

Enter the employee's assigned accounting cost center or select the button to

select from a Codes Selection window.

Custom Tax Percentages

you enter new tax percentages in these fields, it will override the tax percentages that are specified in the

associated plan.

Federal

SS

Enter the Federal tax you want to deduct from the gross calculated payment.

Enter the Social Security tax you want to deduct from the gross calculated payment.
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Medicare Enter the Medicare tax you want to deduct from the gross calculated payment.
State Enter the State tax you want to deduct from the gross calculated payment.
Employee Claim Select the button to open the Claim Involved History window.

History

Dependents Select the button to open the Employee Involved Dependent window.
Attorney

Enter the employee's attorney or select the *** button to open the Standard Entity
Search window and select the attorney.

8. Select and complete the fields on the Employment Info tab, as shown below.
Claim Info EventInfo Employee Info pyployment Info Medical Info Case Mgt/RTW  Supplementals
Date Hired | = Date Of Death = -
Termination Date = Marital Status Y
Position Code 1 Work Permit Date =
Department Y Work Permit #
Supervisor NCCI Class 1
Pay Type Y Job Classification Y
Waork Week
Sunday Thursday
Monday Friday
Tuesday Saturday
Wednesday B
Pay Amount £0.00 Active Fl
Hourly Rate £0.000 Full Time Employee [ 2
[ Non-Ocec Payments ]

Date Hired - =
Enter the date of hiring of the employee or select button to select from the
calendar.

Termination Date If the employee no longer works for your organization, enter the last day thatthe

employee worked or select the —E button to select from the calendar.

Position Code

Enter the code that best describes the employees job or select the| o | button to
select from the Code Selection window.

Department

Enter the code for the department the employee worked for or select the| i | button
to select from the Org Hierarchy window.

Supervisor . .
Enter the employee's supervisor or select the *** button to open the Standard Entity

Search window and select the supervisor.
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Pay Type

Work Week

Pay Amount

Hourly Rate

Hours Per Week

Weekly Rate

Monthly Rate

Date of Death

Marital Status

Work Permit Date

Work Permit #

NCCI Class

Job Classification

Active

Full Time Employee

Exempt

Enter the code that indicates whether an employee is salaried or is paid hourly or select

the button to select from the Code Selection window.

Select the check boxes for all the days of the week that the employee works.
If the employee is salaried, enter the employee's salary.

If the employee is paid hourly, enter the employee's hourly pay or.

Enter the employee's regularly scheduled number of work hours per week.

RISKMASTER calculates the employee's weekly rate based on the hourly rate and the
hours per week. You can enter a different hourly rate.

RISKMASTER calculates the employee's monthly rate based on the weekly rate and
the hours per week.

If the employee died as a result of the injury, enter the date of death orselect the —Jﬂ
button to select from a calendar.

Enter the code that best describes the employees marital status orselect the

button to select from a Codes Selection window.

Enter the date the work permit was issued or select the _dl button to select the date
from a calendar.

Enter employee's work permit number.

Enter the code for the job class as determined by the National Council of

Compensation Insurers or select the button to select from the Code Selection

window.

Enter the code for the job classification or select the button to select the code

from the Code Selection window.

Select the check box if the employee is currently employed by your organization.
Select the check box if the employee works at least 40 hours per week.

Select the check box if the employee is a salaried employee.
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Hired in Select the check box if the employee was hired in the same OSHA jurisdiction as the
Jurisdiction one you selected on the Claim Info tab.
Disability Option Enter the code that best describes the disability option available to the employee or

select the| e | button to select from the Code Selection window.

AWW Rate Select the button to open the Work Comp Average Weekly Wage window.
Calculations

This window is only available for a few jurisdictions.

Leave Mgt Select the button to open the Leave Management window.
9. Select and complete the fields on the Medical Info tab, as shown below.
Claim Info Event Info Employee Info Employment Inffo pjedical Info  Case Mgt/RTW  Supplementals
Hospital Hospital Date Range | |_:§
(From)

Disability Type | 1 (To) |_ﬂ§
Hiness Type | 'y Injuries |

\ =
ICDY) Primary | |E] Physicians None Selected
Diagnosis
MDA Topic | E] Treatment None Selected

[ nDisability Guideline | =
(=

MDA Factor | Other Treatment
[ Non-Occ Payments ]

Hospital
Select the "** button to open the Standard Entity Search window to search for and
select the hospital where the employee was treated.

To remove an existing hospital from the Hospital field, select the record and select

—a
"

Hospital Date Range ) o =
Enter the date range for which the employee was hospitalized or select the

button to select from the calender..

Disability Type

Enter the code for the employee's disability type or select the| o | button to select
from the Code Selection window.

lliness Type

Enter the code for the employee's iliness type or select the | E | button toselect
from the Code Selection window.

The field is active only when you select the Disability Type aslliness.
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Injuries

(1CD9) Primary
Diagnosis

Physicians

MDA Topic

MDA Factor

Treatment

Other Treatment

Diagnosis

Body Parts

Medical Conditions

Other Medical
Conditions

Major Hand

STD Disability Type

Enter the code that best describes the injuries the employee sustained or select the

button to select from the Code Selection window.

The field is active only when you select the Disability Type as Injury.

Select the *** button to open the Primary Diagnosis window.

Select the *** button to open the Standard Entity Search window and select the
physician who made the primary diagnosis.

Select the *** button to open the RISKMASTER Editor and enter the Medical
Disability Advisor topic.

Displays the Medical Disability Advisor factor based on the MDA topic you select.

Enter the code that best describes the treatment for the injury or illness orselect the

button to select from the Code Selection window.

Select the ‘J button to open the RISKMASTER Editor and enter anyother
treatment.

Enter the code that best describes the diagnosis or select the button to select
from the Code Selection window.

Enter the code that best describes the limbs, bones, or organs involved in the injury

or select the button to select from the Code Selection window.

Enter the code that best describes any existing medical conditions or select the

button to select from the Code Selection window.

Select the “J button to open the RISKMASTER Editor and enter any othermedical
conditions.

Enter whether the Right or the Left hand is the major hand or select the

button to select from the Code Selection window.

Enter the code that best describes the STD disability type or select the button
to select from the Code Selection window.

99




RISKMASTER User Help Guide

MMI Date Enter the date on which the injured/ ill employee reached Maximum Medical
Improvement (MMI).

Treatment Plan Select the button to open the Treatment Plan/Medical Chronology window.

Medical Mgt Savings Select the button to open the Medical Management Savings List window.

Select and complete the fields on the Case Mgt/RTW tab, as shown below.

Claim Info EventInfo Employee Info Employment Info MedicalInfo ¢a5e mgt/RTW Supplementals

Y
Primary Case
Manager Summary:
Case Manager |manager1 Referral Date |
Case Status | Days With Case Mgr |D
RTW Management:
RTW Status | 'y
Restricted Work:
Current Restricted Est. Release From | |_j
Days? Rt.
Actual Last Rst. Day | Est. Len. of Disability |
Total Restricted Days |
MDA Durations -
Days/Date:
Job Classification |
w
[ Hon-Occ Payments ]
9.
Primary Case Manager Summary
Case Manager Displays the primary case manager for this case. You select the primary case
manager on the Case Manager History window.
Case Status Displays the code for the case status. You enter this information on the Case
Manager History window.
Referral Date Displays the date on which the referral was issued. You enter this date on the Case

Manager History window.

Days with Case Mgr Displays the number of days the case was with the case manager, based on the
Date Closed.

RTW Management

RTW Status Enter the code that best describes the return to work status for the claimant or

select the| s | button to select from the Code Selection window.

Restricted Work
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Current Restricted e  This check box is selected if you have not entered an actual last restricted
Days? day on the Restricted Days window.

e  This check box is not selected if you entered an actual last day onthe
Restricted Days window.

Est. Release from Rst.  Enter the estimated date on which the claimant will be released fromwork
restrictions .

The minimum, optimum and maximum restricted work durations for the job
classification, ICD-9 code, MDA topic and MDA factor you selected are displayed
in the lower section of the window.

Actual Last Rst Day Displays the last day you entered on the Restricted Days window, if you set the
RTW Status as Released.

Est. Len. of Disability Displays the estimated number of days on disability.

This is calculated based on the First Day Restricted you entered on the Restricted
Days window, the Estimated Release from Restriction. date and the work week.

Total Restricted Days Displays the total number of restricted days based on the First Day Restricted and
the Last Day Restricted you entered on the Restricted Days window.

If there is no Last Day Restricted, then the total number of restricted days is based
on today's date. The previous durations on the Restricted Days window are also
considered in this calculation.

MDA Duration - e Job Classification: displays the job classification you selected on the
Days/Date Employment Info tab.

e  Minimum: displays the minimum number of restricted days and the
related return to work day based on the Medical Disability guidelinesfor
the ICD9 code, MDA topic and MDA factor you selected.

e  Optimum: displays the optimum number of restricted days and the
related return to work day based on the Medical Disability guidelines for
the ICD9 code, MDA topic and MDA factor you selected.

e  Maximum: displays the optimum number of restricted days and the
related return to work day based on the Medical Disability guidelines for
the ICD9 code, MDA topic and MDA factor you selected

Work Loss
Current Work Loss? e  This check box is selected if you have not entered a Return To Work day
on the Lost Days window.
e  This check box is not selected if you entered a Return To Work day on
the Lost Days window.
Est. RTW Date Enter the estimated date on which the claimant can return to work.

The minimum, optimum and maximum work loss durations for the job classification,
ICD-9 code, MDA topic and MDA factor you selected are displayed in the lower
half of this section.
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Actual RTW Date

Est. Len. of Disability

Total Lost Days

MDA Durations-
Days/Date

Case Managers

Restrictions

Work Loss

Accommodation

Vocational
Rehabilitation

Medical Disability
Guidelines

Displays the return to work date you entered on the Lost Days window, if you set the
RTW Status as released.

Displays the estimated number of days on disability. This is calculated based on the
Last Work Day you entered on the Lost Days window, the Estimated Return to Work
date and the work week.

Displays the total number of lost days based on the Last Work Day and the Return
to Work date you entered on the Lost Days window. If there is no Return to Work
date, then the total number of lost days is based on today's date. The previous
durations on the Lost Days window are also considered in this calculation.

e Job Classification: displays the job classification you selected onthe
Employment Info tab.

®  Minimum: displays the minimum number of lost days and the related
return to work day based on the Medical Disability guidelines for the ICD9
code, MDA topic and MDA factor you selected.

e  Optimum: displays the optimum number of lost days and the related
return to work F(’ia)x//sbasedig)n the Medical Disability éuidelines for the ICD9

code, MDA topic and MDA factor you selected.

e  Maximum: displays the optimum number of lost days and the related
return to work day based on the Medical Disability guidelines for the ICD9
code, MDA topic and MDA factor you selected

Select to open the Case Manager History window.

Select to open the Restricted Days window.

Select to open the Lost Days window.

Select to open the Accommodation window.

Select to open the Vocational Rehabilitation window.

Select to open the Medical Disability Advisor.

10. From the toolbar, select the Save button

11. To enter details about the short-term disability period and to make Non-Occupational Disability payments,
select the Non-Occ Payments button.

12. Complete the fields on the Non-Occ Payments window , as shown below.
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Claim Info Benefit Period Payments Calculator

Employee Eligible for
Benefits. Eligible On:
4/7/1992

Disability Start Date

Benefits Start Date |

Flan Name Calculation Method |

Manthly Wage | Monthly Benefit |
Manthly Supplement |

[ Back to Claim ][ Collection ][ Printed Payments ][ Future Payments ][ Calculate Payments

Claim Info tab

Employee Eligible Displays the date on which the employee becomes eligible to get benefits from

for Benefits. the plan you specified on the Claim Info tab. This date depends on the employee's

Eligible On date of hire and the waiting periods you specified on the Non-Occupational Disability
Plan Administration window.

Disability Start Date Displays the disability start date you entered on the Claim Info tab.

Benefits Start Date  Displays the date on which disability benefits for this claim will start. RISKMASTER
calculates this date based on the disability start date you entered on the Claim Info tab,
and the waiting periods you entered on the Non-Occupational Disability Plan Class
window .Note: Date is calculated based on the associated plan’s rules.

Plan Name Displays the plan class you entered on the Claim Info tab. The short term disability
payments for this claim will be made from this plan class.

Calculation Method  Displays the weekly benefit calculation method you selected on the Non-Occupational
Disability Plan Class window.

Monthly Wage Displays the monthly wage rate you entered on the Employment Info tab.

Monthly Displays the monthly supplements you selected on the Non-Occupational Disability

Supplement Plan Class window.

Monthly Benefit Displays the monthly benefit amount RISKMASTER calculates, based on the monthly
wage you entered on the Employment Info tab, and other disability information you
entered.

Benefit Period

Note : You can change the Benefit Through Date calculated based on the rules of associated plan and enter
required dates in the field.

Benefits Start Displays the date on which disability benefits will start. RISKMASTER calculates this
date based on the disability start date you entered on the Claim Info tab, and the
waiting periods you entered on the Non-Occupational Disability Plan Class window.

Select the button to select a different date from a calendar.
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Benefits Through Displays the date on which disability benefits will end. RISKMASTER calculates this
date based on the benefit start date or the disability start date you entered on the Claim
Info tab, and the maximum duration of disability you entered on the Non-Occupational
Disability Plan Class window.

Select the button to select a different date from a calendar.

Payments Calculator

se to calculate and display the payment for the first pay period within the disability period. This payment can
be a partial payment that covers the number of benefit days from the benefits start date to the end of the first
pay period.

You must change the Benefits Through Date on the Benefit Period tab in order to change the Payments
Through date if you make any changes to the fields on this tab, you must save the record before selecting the
Calculate Payments or Future Payments buttons , else the payment calculations will not reflect your changes.
The state tax calculation uses the jurisdiction specified on the claim plus any tax and offset mapping
information that applies to the state.

Payments Displays the benefits start date. Select the button to select a different date from a
Beginning calendar.

Payments Through  Displays the maximum benefits date. Select the button to select a different date from a
calendar.

This date cannot be later than the maximum benefits date. To change this date to be
later than the maximum benefits date, first change the maximum benefits date and
then change the through date.

Deduct Federal Tax  Select the check box to deduct Federal tax from the gross calculated payment. The
amount of federal tax deducted will depend on the taxable portion you specified on the
Non-Occupational Disability Plan Class window.

When you deduct federal tax, RISKMASTER makes a payment for the tax amount to
the tax entity you selected in Utilities as the payee .

Deduct Soc Sec Tax Select the check box to deduct Social Security tax from the gross calculated payment.
The amount of social security tax deducted will depend on the taxable portion you
specified on the Non-Occupational Disability Plan Class window.

When you deduct social security tax, RISKMASTER makes a payment for the tax
amount to the tax entity you selected in Utilities as the payee.

Deduct Medicare Select the check box to deduct Medicare tax from the gross calculated payment. The
Tax amount of medicare tax deducted will depend on the taxable portion you specified on
the Non-Occupational Disability Plan Class window.

When you deduct medicare tax, RISKMASTER makes a payment for the tax amount to
the tax entity you selected in Utilities as the payee.

Deduct State Tax Select the check box to deduct State tax from the gross calculated payment. The
amount of state tax deducted will depend on the taxable portion you specified on the
Non-Occupational Disability Plan Class window.

When you deduct state tax, RISKMASTER makes a payment for the tax amount to the
tax entity you selected in Utilities as the payee.

Bank Account From the drop down list, select the sub bank account from which you want to make the
benefits payments.
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Transaction Type

Reserve Type

Other Income Offset

Social Security
Offset

Pension Offset

Gross Calculated
Payments

Gross Calculated
Supplement

Gross Total Net
Offsets

Net Payment

Calculate Payments

Back to Claim

Printed Payments

Collection

Future Payments

From the drop down list, select the transaction type you want to use to set the reserve
type from which you want to make the payments.

Displays the reserve from which you will make the payment.

Enter the other income offset that is deductible from the payment.

Enter the social security offset that is deductible from the gross calculated payment.

Enter the pension offset that is deductible from the gross calculated payment.

Displays the gross calculated payments based upon the plan selected.

Displays the gross calculated supplement payment based upon the plan selected.

Displays the amount after deducting gross total net offset from the net payment.

Displays the total net payment based on the plan selected.

Select to open the Disability Payments window and review all existing disability
payments for this claim that you have not yet printed.

Select to return to the claim.

Select to review all previously printed payments for this claim.

Select to open the Short term Disability - Collection window.

Select to save the payment and display the payment batch. The payment batch shows
all the payments created for this claim. The first and last payments may be partial
payments.

13. To add persons involved, from the navigation tree, select Persons Involved under the Non-Occupational

claim node and complete the Persons Involved Window.
14. To add adjuster information, from the navigation tree, select Adjuster under the Non-Occupational claim

node and complete the Adjuster window.
15. To enter litigation information,from the navigation tree, select Litigation under the Non-Occupational claim

node and complete the Litigation window.
16. To add defendant information, select the Defendant button and complete the Defendant window.

17. To set reserves or to add financial information, complete the fields on the Reserves window.
18. Complete the fields on the Reserves window , as shown below.

Reserve

Displays the reserve categories your organization uses.

To edit a reserve, select the reserve. This opens the Reserve for claim window.
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Balance Displays the reserve balance for each reserve category.

Paid Displays the payments that you have entered for claim or claimant.

When you enter a payment, you have to select a Transaction Type code to determine
the reserve category.

Collections Displays any income related to the claim for each reserve category.

Recoveries or subrogation are also Collections.

Incurred Displays the balance (plus payments less collections) for each reserve category.
Status Displays the status of the reserve.
Payment History Select to open the Payment History for claim window.

Time and Expense  Select to open the Time and Expense window.

Note: You can only see this button if you activated the Time and Expense module in
RISKMASTER Uitilities .

Add Payment Select to open the Funds Management window.

Add Collection Select to open the Funds Management window.

Schedule Checks Select to open the Schedule Automatic Check Processing window.

Back to Claim Select to return to the claims window.

Currency Type From the drop down list, select a currency type.
19. If your organization defined Supplemental data, complete the Supplemental tab.

20. From the toolbar, select the Save button

Note: Search for information in existing records, before you enter new data. This prevents double entries in the
database. You can select the Display Claimant Name in MDI check box on the General System Parameter
Setup window: System Settings tab to view the Claimant Name along with LOB and Claim Number in the
navigation tree.

To Activate ISO Claim Submission Feature

1. From the main menu, select Utilities.
The Utilities menu opens.

2. From the Utilities menu, select System Parameters.
The System Parameters menu opens.

3. From the System Parameters menu, select Line of Business Parameters.
The Line of Business Parameters window opens.

4.  From the Line of Business drop down list, select the line of business for which you want to use ISO Claim
Submission.
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Select the Claim Options tab.
The Line of Business Parameters window: Claim Options tab opens.

Select the Use ISO Claim Submission check box.
From the toolbar, select the Save button.
The ISO Claim Submission button displays on the claim window.

To Find Vehicle Claims History for a Unit

You can view or print all the claim information associated with a vehicle.

1.

Search for the vehicle accident claim in which the vehicle was involved.

The Vehicle Accident Claims window opens and a Vehicle Accident link displays under Document in the left
navigation tree.

From the left navigation tree, under Vehicle Accident Claim node, select the Unitlink.
The Unit Involved window opens.

In the Vehicle ID field, select the search button and search for the vehicle you want to view a historyfor.
Select Claim History.
The Claim Involvement History window opens.

To Enter a Vehicle Accident Claim

1.

2.

3.

From the main menu, select Document.
The Document menu opens.

From the Document menu, choose Vehicle Accident.
The Vehicle Accident Claim window opens and a Claims node displays in the navigation tree.

Select and complete the fields in the Claim Info tab, as shown below.

Event Number e If you open the Claim window from the Event window, displays the event
number.

e If you open the Claim window directly, RISKMASTER will create a new

event and add the event number to this field when you save the claim.

Claim Number Enter a unique number for the claim or leave blank and RISKMASTER will generate a
claim number when you save.

Claim Type
Enter the code that best describes the claim or select the button to select from
the Code Selection window.

Department Enter the department, the individuals or equipment involved in the event belonged to

or select the button to select from the Org Hierarchy window.
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Instr

Claim Status

Date Closed

Close Meth.

Date of Event

Time of Event

Date of Claim

Event Date Rptd.

Event Time Rptd

Claim Date Rptd.

Time Reported

Est. Collect

File Number

Policy Name

Open

Select the button to display special claim instructions for the department you entered.

Enter the code that best describes the claim status, select the button to select

from the Code Selection window .

For a closed claim, displays when the claim was closed.

When you close a claim, enter the code that best describes how the claimwas closed

or select the button to select from the Code Selection window.

Enter the date on which the event occurred or select the button toselect from a
calendar.

Enter the time when the event occurred.

You must enter time in the format xx:xx, with a colon : between the hours and minutes.

The time you enter defaults to AM.

Enter the date on which your organization learned of the claim or select the button to
select from a calendar.

Enter the date when your organization learned of the event or select the —Jﬂ buttonto
select from the calendar.

Enter the time when your organization learned of the event.

Enter the date when the claim was reported or select the —Jﬂ button to select from
the calendar.

Enter the time when the claim was reported.
Enter the dollar amount that you expect to collect on this claim.

Enter any special identification number that your organization uses such as the box
number or the insurance company’s case number.

Enter a policy name that you want to attach to the claim or select the *** button to

select from the Policies window.

RISKMASTER displays all policies that meet the criteria based on the claim's

Department, Claim Type, Effective Dates, Policy Status, and Trigger Method to
display the policies on the Code Selection window. You can attach a policy to a claim
only when it fulfills the five filters.

Select to open the Policy Maintenance window for the policy attached to the claim.
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LSS Claim

Service Code

Payments Frozen

Currency Type

Catastrophe Type

Catastrophe
Number

Select the check box if you want the claim to be sent to Legal Solution Suite (LSS).

Enter the code that best describes who is responsible for processing theclaim or

select the button to select from the Code Selection window.

Select the check box to stop all payments on this claim. The claim remains open but
no payments are made until you clear this check box. You can only use this check box
if you have the appropriate permissions.

Enter the currency type or select the search button * to select from the Code
Selection window.

By default the Claim currency will display in the Currency Type field. If the payment is
not associated with a claim the currency type will default to Base Currency.

Select the button to select the required catastrophe type associated with the claim.
The catastrophe can be of various types

h

quake

ple Vehicle Accident

ado

ers Compensation Accident

cane

storm

From the Catastrophe Type field when you select a type of catastrophe, the
Catastrophes window opens and lists all the catastrophes present in database based
on chosen type and that meet the criteria (Event Date must lie between Loss Start

Date and Loss End Date). Select 'Yes' and then choose a catastrophe record. The
Catastrophe No. of the selected record displays in the Catastrophe Number field.

Displays the number of the catastrophe record attached to the claim.

Note: The number displays based on selection made in Catastrophe Type field.

Select and complete the fields in the Event Detail tab , as shown below.
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Event On Premise

Location Address

County of Injury

Location
Description

Location Type

Primary Location

Authority
Contacted

Event Description

Cause Code

Number of Injuries

Number of
Fatalities

Select the check box if the event occurred,
®  on your organization's property (if you are self-insured).

e  on the insured organization's property (if you are a TPA).

Enter the address where the event occurred. Enter the City, State, Zip, and Country in
the appropriate fields.

Enter the county where the event occurred.

Enter a description for the location where the event occurred or select the “J button
to open the RISKMASTER Editor . In the RISKMASTER Editor, enter the description
and then select OK.

Enter the code that best describes the location type where the event occurred or select

the button to select from the Code Selection window.

Enter thecode that best describes the exact location where the event occurred or

select the button to select from the Code Selection window.

Enter the person who was informed of the event, or select the *** button to open the
Standard Entity Search window and search for the authority contacted.

Enter a description for the event or select the [J button to open the RISKMASTER
Editor . In the RISKMASTER Editor, enter the description and then select OK.

Enter the code that best describes the event cause or select the button to select
from the Codes Selection window.

Enter the number of persons injured as result of the event.

Enter the number of deaths that resulted from the event.

Select and complete the fields in the Vehicle Accident tab, as shown below.

Accident Type

Accident Desc

Enter the code that best describes the accident type or select the button to
select from the Code Selection window.

Enter the code that best describes the accident occurred orselect the
button to select from the Code Selection window.
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Date of Federal
DOT Report

Date of State Spill
Report

DOT Report #

In Traffic

Reportable

Preventable

Vehicle Year

Unit Type

Department

license Number

State

Damage

Enter the date on which a federal Department of Transportation report was filed or
select the button to select from a calendar.

Enter the date on which a state Department of Transportation report was filed or
select the button to select from a calendar.

If you filed a state Department of Transportation report, enter the identifying
number for the report.

Select the check box if the accident occurred in moving traffic.

Select the check box if you need to report the accident to another organization.

Select the check box if the accident was preventable.

7. From the toolbar, select the Save button
8. To add information about a vehicle involved in an accident, select the Unit button and complete the Unit
Involved window , as shown below .

Vehicle ID Enter the unique identifying number your organization uses to identify the vehicle
involved in the accident, or select the *** button to open the Standard Vehicle Search
window and search for the vehicle.

Vehicle Make Enter the vehicle manufacturer.

Vehicle Model Enter the vehicle model name.

Enter the year in which the vehicle was manufactured.

Enter the code that best describes the vehicle or select the button to select
from the Code Selection window.

Enter the entity in your organization hierarchy to which the vehicle isassigned, or

select the button to select from the Org Hierarchy window.

Enter the vehicle's license plate number.

Enter the state where the vehicle is registered.

Enter a description of the damage to the vehicle or select the Id button to open the
RISKMASTER Editor. In the RISKMASTER Editor enter the damage description and
then select OK.
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Claim History Select to open the Claim Involvement History window.

Back to Vehicle Select to open the Vehicle Claim window.

Claim
9. To set reserves or to add financial information, select the Financials button and complete the Reserves
window.
10. To add persons involved, from the navigation tree, select Adjuster under the Vehicle Accident Claim node and
complete the Persons Involved window.
11. To add adjuster information, from the navigation tree, select Adjuster under the Vehicle Accident Claim node
and complete the Adjuster window.
12. To enter litigation information, from the navigation tree, select Litigation under the Vehicle Accident Claim node
and complete the Litigation window.
13. To enter OSHA information, from the navigation tree, select OSHA under the Vehicle Accident Claim node and
complete the OSHA Information window.
14. To add claimant information, from the navigation tree, select Claimant under the Vehicle Accident Claim node
and complete the Claimant window.
15. To add defendant information, from the navigation tree, select Defendant under the Vehicle Accident Claim
node and complete the Defendant window.
16. If your organization defined Supplemental data, complete the Supplemental tab.
17. From the toolbar, select the Save button

Note: Search for information in existing records, before you enter new data. This prevents duplicate
entries in the database. You can select the Display Claimant Name in MDI check box on the
General System Parameter Setup window: System Settings tab to view the Claimant Name
along with LOB and Claim Number in the navigation tree.

Workers Compensation

To Enter a Workers' Compensation Claim
1. From the main menu, select Document.
The Document menu opens.
2. From the Document menu, choose Workers' Comp.
The Workers Compensation window opens and a Claims node displays in the navigation tree.

3. Select and complete the fields on the Claim Info tab, as shown below.
Event Number

Enter the event number or select the *** button to search from the Standard Entity
Search window.

= |f you open the Worker's Compensation windowfrom the Event window,
displays the event number.

. If you open the Worker's Compensation window directly, RISKMASTER will
create a new event and add the event number to this field when you save the
claim.

Claim Number Enter a unique number for the claim. If you leave blank and RISKMASTER generates a
claim number when you save.

Policy LOB Enter the code that best describes the insurance line of the policy against which the claim

is made or selectthe * button to select from the code selection window.
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Claim Type

Employee No.

Department

Instr

Claim Status

Detail

Date Closed

Close Method

Current Adjuster

Date of Event

Note: The Policy LOB field is mandatory only when the Use Carrier Claims
check box on the General System Parameter Setup: Carrier Claim
Settings tab is selected.

Enter the claim type or select the button to select from the Code Selectionwindow.

The Claim Types are filtered on the basis of the relationship set with Policy LOB on the
Code Relationship window under Utilities> Managers.

The Claim Types are filtered on the basis of policy LOB only when on the General

System Parameter Setup window: Carrier Claim Settings tab, 'Use Carrier Claims' check
box is selected.

Enter the a unique number that an organization assigns to an individual employee or

select the """ button to open the Standard Entity Search window and select the
employee associated with the claim.

When you select the Employee No. RISKMASTER automatically updates the Employee
Info tab.

Note: Search for the Employee No. before you enter a new Employee No. This
prevents duplicate entries in the database.

Enter the department, the individuals or equipment involved in the event belonged to or

select the button to select from the Org Hierarchy window.

Note: If the department you enter requires special instructions, instructions for
that department will automatically open.

Select the button to display special claim instructions for the department you entered.
Enter the code that best describes the claim status, select the button to select
from the Code Selection window .

Select the button to open the Claim Status History window.

Displays the date on which a claim was closed.

Note: This field is active when the Claims Status is selected as Closed.

Enter the code that best describes the claim closure method or select the button
to select from the Code Selection window.

Displays the current adjuster name.

Note: RISKMASTER automatically displays the name as filled in the Adjuster
window.

Enter the date on which the event occurred or select the —-‘ﬂ button toselect the date
from the calendar.
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Time of Event Enter the time when the event occurred.

Note: You must enter time in the format xx:xx, with a colon : between the hours
and minutes. The time you enter defaults to AM.

Date of Claim Enter the date on which the insured or the carrier is given notice of the claim or select the

—Jﬂ button to select the date from the calendar.
Time of Claim Enter the time on which the insured or the carrier is given notice of the claim.

Date Reported ] =
Enter date on which the event was reported or select the button to select the date

from the calendar.

Event Date Rptd o =
Enter the date when your organization learned of the event or select the buttonto

select from the calendar.

Event Time Rptd  Enter the time when your organization learned of the event.

Claim Date Rptd. ) =
Enter the date when the claim was reported or select the button to select from the

calendar.

File Number Enter any special identification numberthat your organization uses such as the box
number or the insurance company's case number.

Policy Name ) )
Enter a policy name that you want to attach to the claim or select the *** button to select

from the Policies window.
Note: RISKMASTER displays all policies that meet the criteria based on the
claim's Department, Claim Type, Effective Dates, Policy Status, and

Trigger Method. You can attach a policy to a claim only when it fulfills
the five filters.

Open Select to open the Policy Maintenance window for the policy attached to the claim.

Policy MCO Enter the Managed Care Organization (MCO) responsible for policy administration or

select the """ button to search from the Standard Entity Search window.

Service Code Enter the code that best describes who is responsible for processing the claim or select
the button to select from the Code Selection window.
LSS Claim Select the check box if you want the claim to be sent to Legal Solution Suite (LSS).
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Payments
Frozen

Jurisdiction

Currency Type

Catastrophe
Type

Catastrophe
Number

Select the check box if you want to prevent any payments to be made against the claim.
Note: The claim remains open but no payments are made until you clear this

check box. You can only use this check box if you have the appropriate
permissions.

Enter the state in which you must file OSHA reports for the claim or select the
button to select from the Codes Selection window.

Enter the currency type or select the search button * to select fromthe Code
Selection window.

Note: By default the Claim currency will display in the Currency Type field. If

the payment is not associated with a claim the currency type will default
to Base Currency.

Select the button to select the required catastrophe type associated with the claim.

Note : The catastrophe can be of various types

* Death

elce

*Earthquake

*Multiple Vehicle Accident

*Fire

* Theft

*Flood

* Tornado

*Hail

*Workers Compensation Accident

*Hurricane

» Windstorm

Note: From the Catastrophe Type field when you select a type of catastrophe,
the Catastrophes window opens and lists all the catastrophes present
in database based on chosen type and that meet the criteria (Event
Date must lie between Loss Start Date and Loss End Date). Select

'Yes' and then choose a catastrophe record. The Catastrophe No. of
the selected record displays in the Catastrophe Number field.

Displays the number of the catastrophe record attached to the claim.

Note: The number displays based on selection made in Catastrophe Type field.

Select and complete the fields on the Event Detail tab, as shown below.
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Location
Description

Event On Premise

Location Address

County of Injury

Primary Location

Location Type

Cause Code

Number of Injuries

Number of
Fatalities

Event Description

Injury From and To

Time Workday
Began

OSHA Recordable

Lost
Consciousness

OSHA Accident
Description

Select the Wf button to open the RISKMASTER Editor and enter a description of
where the event occurred.

Select the check box if the event occurred,
®  on your organization's property (if you are self-insured).

e  on the insured organization's property (if you are a TPA).

Enter the address where the event occurred. Enter the City, State, Zip, and Country in
the appropriate fields.

Enter the county where the event occurred.

Enter the code that best describes the exact location where the event occurred or

select the button to select from the Code Selection window.

Enter the code that best describes the location type where the event occurred or

select the button to select from the Code Selection window.

Enter the code that best describes what caused the event, orselect the button

to select from the Codes Selection window.

Enter the number of persons injured as result of the event.

Enter the number of deaths that resulted from the event.

Select the "J button to open the RISKMASTER Editor and enter additional event
information that is used in FROI.

If the injury occurred over a period of time, enter the beginning and end dates for the
period over which the injury occurred or select the button to select from a calendar.

Enter the time when the employee started working every day.

Select the check box if the claim is OSHA recordable.

Select the check box if the employee lost conscioushess because of injury.

Select the [J button to open the RISKMASTER Editor. Enter the OSHA accident
description and then select OK.
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6.

Regular Job at
Time of Event

Last Name

First Name

Middle Name

Initials

Also Known as

Address

Soc. Sec. No.

Date of Birth

Age

Office Phone

Home Phone

Fax

Sex

Title

Cost Center

Attorney

Employee Claim
History

Select the check box if the employee was working on a task associated with the
employee's regular job, when injured.

Select and complete the fields on the Employee Info tab, as shown below.

Displays the employee's last name based on the Employee No. you enter on the Claim
Info tab.

Displays the employee's first name.

Displays the employee's middle name.

Displays the initials of the employee's name.

Enter employee's nick name, or any other name that the employee was known by.

Enter the employee's address. Enter the City, State, Zip, County, and Country in the
appropriate fields.

Enter employee's social security number.

Enter employee's date of birth or select from the calendar.

Based on the date of birth you entered, RISKMASTER displays the employee's age at
the time of the event.

Enter the employee's office phone number.

Enter the employee's home phone number.

Enter the employee's fax number.

Enter the code for the employee's gender or select the button to select fromthe

Code Selection window.

Enter the employee's official title, if any.

Enter the employee's assigned accounting cost center or select the button to

select from a Codes Selection window.

Enter the employee's attorney or select the *** button to open the Standard Entity
Search window and select the attorney.

Select to open the Claim Involvement History window and view the previous claims
associated with the employee.
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MMSEA Data

Dependents

Select the button to open MMSEA Date window.

Select to open the Employee Involved Dependent window.

Select and complete the fields on the Employment Info tab, as shown below.

Date Hired

Termination Date

Position Code

Department

Supervisor

Pay Type

Monthly Rate

Work Week

Pay Amount

Hourly Rate

Hours Per Week

Weekly Rate

Compensation Rate

Date of Death

Enter the date of hiring of the employee or select the —Jﬂ button to select froma
calendar.

If the employee no longer works for your organization, enter the last day that the
employee worked or select from a calendar.

Enter the code that best describes the employees job or select the
select from the Code Selection window.

Enter the code for the department the employee worked for or select the
to select from the Org Hierarchy window.

Select the
name if the supervisor is not already in the database.

Enter the code that indicates whether an employee is salaried or is paid hourly or

select the button to select from the Code Selection window.

RISKMASTER calculates the employee's monthly rate based on the weekly rate.

Select the check boxes for all the days of the week that the employee works.
If the employee is salaried, enter the employee's salary.
If the employee is paid hourly, enter the employee's hourly pay.

Enter the employee's regularly scheduled number of work hours per week.

RISKMASTER calculates the employee's weekly rate based on the hourly rate and the

hours per week. You can enter a different hourly rate if you choose.

Displays the amount to be paid as compensation.

If the employee died as a result of the injury, enter the date of death orselect the —E

button to select from a calendar.

button to

button

*** button to search for the employee's supervisor, or enter the supervisor's
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Marital Status

Work Permit Date

Work Permit #

NCCI Class

Job Classification

Active

Full Time Employee

Exempt

Hired in
Jurisdiction

Disability Option

AWW Rate
Calculations

Indemnity Rate
Calculations

Leave Mgt

Enter the code that best describes the employees marital status orselect the
button to select from a Codes Selection window.

Enter the date the work permit was issued or select the —dﬂ button to selectfrom a
calendar.

Enter employee's work permit number.

Enter the code for the job class as determined by the National Council of

Compensation Insurers or select the button to select from the Code Selection
window.
Enter the job classification code or select the button to select from a Codes

Selection window.

Select the check box if the employee is currently employed by your organization.

Select the check box if the employee works at least 40 hours per week.

Select the check box if the employee is a salaried employee.

Select the check box if the employee was hired in the same OSHA jurisdiction as the
one you selected on the Claim Info tab.

Enter the code that best describes the disability option available to the employee or

select the button to select from the Code Selection window.

Select the button to open the Work Comp Average Weekly Wage window.

Note: This window is only available for a few jurisdictional states.

Select the button to open the Benefit Calculator window.

Select the button to open the Leave Management window.

Select and complete the fields on the Medical Info tab, as shown below.

Hospital

Select the """ button to open the Standard Entity Search window to search for and
select the hospital where the employee was treated.

Note: To remove an existing hospital from the Hospital field, selectthe

=
=
record and select = .
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Hospital Date Range

Disability Type

lliness Type

Injuries

(ICD9) Primary
Diagnosis

(ICD10) Primary
Diagnosis

Physicians

MDA Topic

Disability Guideline

MDA Factor

Treatment

Other Treatment

Diagnosis

Enter the date range for which the employee was hospitalized or select the —Jﬂ
button to select the date from the calender.

Enter the code for the employee's disability type or select the button toselect

from the Code Selection window.

Enter the code for the employee's iliness type or select the button toselect

from the Code Selection window.

Note: The field is active only when you select the Disability Type as
lliness.

Enter the code that best describes the injuries the employee sustained or select the

button to select from the Code Selection window.

Note: The field is active only when you select the Disability Type as Injury.

Select the ~ button to open the Primary Diagnosis window and select the IDC 9
codes.

Select the ~ button to open the Primary Diagnosis window and select the ICD 10
codes.

Select the *** button to open the Standard Entity Search window and select the

physician who made the primary diagnosis.

Select the [J button to open the RISKMASTER Editor and enter the Medical
Disability Advisor topic.

Select to open the disability guideline.
Displays the Medical Disability Advisor factor based on the MDA topic you select.

Enter the code that best describes the treatment for the injury or iliness orselect the

button to select from the Code Selection window.

Enter any other treatment other than those described by the codes orselect the

[‘J button to open the RISKMASTER Editor.

Enter the code that best describes the diagnosis or select the button to select

from the Code Selection window.
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Body Parts

Medical Conditions

Other Medical
Conditions

Major Hand

MMI Date

Case Managers

Treatment Plan

Medical Mgt Savings

Enter the code that best describes the limbs, bones, or organs involved in the injury

or select the button to select from the Code Selection window.

Enter the code that best describes any existing medical conditions or select the

button to select from the Code Selection window.

Select the [‘J button to open the RISKMASTER Editor and enter any other medical
conditions.

Enter whether the Right or the Left hand is the major hand or select the button to

select from the Code Selection

Enter the date on which the injured/ ill employee reached Maximum Medical
Improvement (MMI).

Select the button to open the Case Manager History window.

Select the button to open the Treatment Plan/Medical Chronology window.

Select the button to open the Medical Management Savings List window.

Select and complete the fields on the Case Mgt/RTW tab, as shown below.

Primary Case Manager Summary

Case Manager

Case Status

Referral Date

Days with Case Mgr

RTW Management

RTW Status

Restricted Work

Displays the primary case manager for this case. You select the primary case manager on
the Case Manager History window.

Displays the code for the case status. You enter this information on the Case Manager
History window.

Displays the date on which the referral was issued. You enter this date on the Case
Manager History window.

Displays the number of days the case was with the case manager, based on the Date
Closed.

Enter the code that best describes the return to work status for the claimant or select the

button to select from the Code Selection window.
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Current Restricted
Days?

Est. Release from Rst.

Actual Last Rst Day

Est. Len. of Disability

Total Restricted Days

MDA Duration -
Days/Date

Work Loss

Current Work Loss?

Est. RTW Date
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e  This check box is selected if you have not entered an actual last restricted day on
the Restricted Days window.

e  This check box is notselected if you entered an actual last day on the Restricted
Days window.

Enter the estimated date on which the claimant will be released from work restrictions.

Note: The minimum, optimum and maximum restricted work durations for the job
classification, ICD-9 code, MDA topic and MDA factor you selected are
displayed in the lower section of the window.

Displays the last day you entered on the Restricted Days window, if you set the RTW Status
as Released.

Displays the estimated number of days on disability.

This is calculated based on the First Day Restricted you entered on the Restricted Days
window, the Estimated Release from Restriction. date and the work week.

Displays the total number of restricted days based on the First Day Restricted and the Last
Day Restricted you entered on the Restricted Days window.

If there is no Last Day Restricted, then the total number of restricted days is based on
today's date. The previous durations on the Restricted Days window are also considered in
this calculation.

e Job Classification: displays the job classification you selected on the
Employment Info tab.

e  Minimum: displays the minimum number of restricted days and the relatedreturn
to work day based on the Medical Disability guidelines for the ICD9 code, MDA
topic and MDA factor you selected.

e  Optimum: displays the optimum number of restricted days and the related return
to work day based on the Medical Disability guidelines for the ICD9 code, MDA
topic and MDA factor you selected.

e  Maximum: displays the optimum number of restricted days and the relatedreturn
to work day based on the Medical Disability guidelines for the ICD9 code, MDA
topic and MDA factor you selected

e  This check box is selected if you have not entered a Return To Work day on the
Lost Days window.

e  This check box is not selected if you entered a Return To Work day on the Lost
Days window.

Enter the estimated date on which the claimant can return to work.

Note: The minimum, optimum and maximum work loss durations for the job
classification, ICD-9 code, MDA topic and MDA factor you selected are
displayed in the lower half of this section.
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Actual RTW Date

Est. Len. of Disability

Total Lost Days

MDA Durations-
Days/Date

Case Managers

Restrictions

Work Loss

Accommodation

Vocational Rehabilitation

Medical Disability

Displays the return to work date you entered on the Lost Days window, if you set the RTW
Status as released.

Displays the estimated number of days on disability. This is calculated based on the Last
Work Day you entered on the Lost Days window, the Estimated Return to Work date and
the work week.

Displays the total number of lost days based on the Last Work Day and the Return to Work
date you entered on the Lost Days window. If there is no Return to Work date, then the total
number of lost days is based on today's date. The previous durations on the Lost Days
window are also considered in this calculation.

e Job Classification: displays the job classification you selected onthe
Employment Info tab.

e  Minimum: displays the minimum number of lost days and the related return to
work day based on the Medical Disability guidelines for the ICD9 code, MDA topic
and MDA factor you selected.

e  Optimum: displays the optimum number of lost days and the related return to
Wgrk day base% oyn the M%dical Disabﬁity guideﬁineg for t?1e ICD9 code, MDA topic

and MDA factor you selected.

e  Maximum: displays the optimum number of lost days and the related return to
work day based on the Medical Disability guidelines for the ICD9 code, MDA topic
and MDA factor you selected

Select to open the Case Manager History window.

Select to open the Restricted Days window.

Select to open the Lost Days window.

Select to open the Accommodation window.

Select to open the Vocational Rehabilitation window.

Select to open the Medical Disability Advisor.

Guidelines
11. Select and complete the fields on the Jurisdictionals tab, as shown below.
Data entry fields RISKMASTER uses the information you enter into these fields along with other

information you entered into RISKMASTER to populate the First Report forms.

EDI History button  Select the button to open the EDI History window and view EDI extraction history for a

claim.
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FROI Select the button to open the Preparer Information window and enter preparer
information for the FROIs. After you enter preparer information you can view the First
Report forms available for the state you selected.

For example:
e  California: Employer's Report of Occupational Injury or lliness
e  Michigan: Employer's Basic Report of Injury

e  Alabama: Employer's First Report of Injury or Occupational Disease, and so
on.

Select a form to open the form in Adobe Acrobat.

WC PDF Forms Select to open the WC PDF Forms window and display the claim forms available for
this claim.

13. From the toolbar, select the Save button
14. To add adjuster information, from the navigation tree, select Adjuster under the Workers Compensation Claim
node and complete the Adjuster window.
15. To enter litigation information, from the navigation tree, select Litigation under the Workers Compensation
Claim node and complete the Litigation window.
16. To enter OSHA information, from the navigation tree, select OSHA under the Workers Compensation
Claim and complete the OSHA Information window.
17. To add defendant information, from the navigation tree, select Defendant under the Workers Compensation
Claim and complete the_Defendant window.
18. To add persons involved, from the navigation tree, select Persons Involved under the General claim node and
complete the Persons Involved window.
19. To set reserves or to add financial information, select the Financials button and complete the Reserves window,

as shown below.

Reserve Displays the reserve categories your organizationuses.

Note: To edit a reserve, select the reserve. This opens the Reserve for claim

window.
Balance Displays the reserve balance for each reserve category.
Paid Displays the payments entered against the claim or claimant. When you enter a
payment, you determine which reserve category to use by selecting a Transaction
Type code.
Collections Displays any income related to the claim for each reserve category. Also knownas

recoveries or subrogation.

Incurred Displays the balance (plus payments less collections) for each reserve category.
Status Displays whether the reserve category is open or closed.
Payment History Select to open the Payment History for claim window.

Time and Expense  Select to open the Time and Expense window.
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20.

21.

Note: You can only see this button if you activated the Time and Expense
module in RISKMASTER Utilities.

Add Payment Select to open the Funds Management window (Type: Payment).

Schedule Checks Select to open the Schedule Automatic Check Processing window.

Add Collection Select to open the Funds Management window (Type: Collection).
Back to Claim Select to return to the claims window.
Currency Type From the drop down list, select a currency type.

If your organization defined Supplemental data, complete the Supplemental tab.

From the toolbar, select the Save button| |

Note: Search for information in existing records, before you enter new data . This prevents duplicate
entries in the database. You can select the Display Claimant Name in MDI check box on the
General System Parameter Setup window: System Settings tab to view the Claimant Name
along with LOB and Claim Number in the navigation tree.

To Calculate Average Weekly Wage

1.

Search for the Workers' Compensation claim youwant.
The appropriate claim opens.

Select the Employment Info tab.
From the Employment Info tab, select the AWW Rates Calculations button.
The Work Comp Average Weekly Wage window opens.

Wk Days/Wk Daily Earn Constant Wage [Oinclude Zero Amts in Calc

‘S|292-5 | SetAll | | ast work Week: [-] Al Bonuses: |0

5.6 | xgs52.23

1
Uil
1

L
ot
L
u

i
5}
L
a

1
Uil
4
1

]
)
L
7]

i
5}
L
a

]
)
L
7]

i
5}
L
a

1
Uil
1
1

]
)
L
7]

i
il
L
i

T
T
T
0T

[ Calculate ] [Clear] [ Return AVVY ] [Close]

Last Avw:5|0 A 50

[
[

Note: The button is only available for certain jurisdictions.
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In the Last Work Week field, enter the last day that the employee worked. Based on the date, RISKMASTER
sets the weekly pay periods in the Select Week drop down list.

In the Wrk Days/Wk field, enter the number of 8 hour days the employee works in a week.
In the Daily Earn field, enter the dollar amount the employee earns in one day.

RISKMASTER calculates the amount the employee earns in one week an d enters it in the Constant Wage
field.

Do one of the following:

e  Select the Set All button to use the constant wage amount for all weeks included in the calculation.

e  Enter the amount the employee earned for each week individually in the fields for each week.

Note: The number of weeks included in the calculation depends on the jurisdiction you select on the Claim Info tab.

8.

10.

11.

12.

In the All Bonuses field, enter a total of all the bonuses the employee received during the weeks included in the
calculation.

Select the Include Zero Amts in Calc option to include zero-amount pay periods in the average weekly wage
calculation.

Select the Calculate button.
RISKMASTER enters the average weekly wage into the AWW field.

Select Return AWW.
RISKMASTER enters the average weekly wage into the Weekly Rate field on the Employment Info window.

From the toolbar, select the Save button

To View or Print First Report of Injury forms

Before you can print jurisdictional forms on a Workers’ Compensation claim your system administrator must activate the
appropriate forms. Different forms are available for different states and provinces.

To view or print jurisdictional forms
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1.

2.
3.

Search for the workers' compensation claim you want.
The Workers' Compensation window opens.

Select the Jurisdictionals tab.
Complete the fields on the Jurisdictionals tab , as shown below .

View FROI Select to open the Preparer Information window.

On the Preparer Information window, enter the preparer information and select Attach
form to Claim to attach the First Report form to the claim record.

View form Select to open the completed First Report form in Adobe Acrobat Reader. You can
then enter additional information into the form and print the form.
Data tab These fields will vary depending on the state of jurisdiction you selected in the Claim

Info tab.

RISKMASTER uses the information you enter into these fields along with other
information you entered into RISKMASTER to populate First Report forms.

From the toolbar, select the Save button
Select the View FROI button.
The Preparer Information window opens.

Enter the preparer information into the fields.
Select the Attach Form to Claim check box to save the form as an attachment for the claim.
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10.

Select the View Form button.

Adobe Acrobat opens, with the completed First Report of Injury form. RISKMASTER uses the information you
entered into the fields on the Jurisdictional window along with other information you entered into RISKMASTER
to populate First Report of Injury form.

Review the First Report of Injury form.
To print the form, from the Adobe Acrobat main menu, choose File > Print.

To Work with Employee Information

To view employee claim history

1.

From the Employee Info tab, select the Employee Claim History button.
The Claim Involvement History page opens and lists all associated claims.

To open a previously associated link, select the claim number link.
To go back to the Employee Info tab, close the Claim Involvement History window.
To print the Claim Involvement History, select the Print button.

To enter dependents
You can enter the details of the dependents for the employee.

1.

Search for the workers' compensation claim you want.
The appropriate claim opens.

Select the Employee Info tab.
From the Employee Info tab, select the Dependents button.
The Employee Involved Dependent window opens.

Complete the fields on the Employee Involved Dependent window , as shown below .

Dependant's Last Enter the dependent's last name.

Name

First Name Enter the dependent's first name.

Middle Name Enter the dependent's middle name.

Address Enter the dependent's address. Enter the City, State, Zip, and Country in the
appropriate fields.

Relation to Enter the code that best describes the relationship of the dependent with the

Employee employee or select the search button to open the Code Selection window.

Included in Select the check box if the dependent is covered in the employee's health plan.

Employee's health

plan

Soc. Sec No. Enter the dependent's Social Security Number (SSN).

Date of Birth Enter the employee's date of birth.

Age Enter the employee's current age.
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Sex Enter the employee's gender.

5.  From the toolbar, select the Save button
To Enter Medical Information

You can enter diagnosis and treatment information for the injured employee.

1. Search for the Workers' Compensation or Non-Occupational claim , you want to enter medical information for.

2. Onthe Workers' Compensation window or the Non-Occupational Claims window, select and complete the
fields on the Medical Info tab , as shown below .

Hospital
Select the """ button to open the Standard Entity Search window to search for and
select the hospital where the employee was treated.

To remove an existing hospital from the Hospital field, select the record and select

=
=

Hospital Date Range Enter the date range for which the employee was hospitalized.

Disability Type

Enter the code for the employee's disability type or select the button to select
from the Code Selection window.

lliness Type
Enter the code for the employee's illness type or select the button toselect
from the Code Selection window.
The field is active only when you select the Disability Type as lliness.
Injuries Enter the code that best describes the injuries the employee sustained or select the

button to select from the Code Selection window.

The field is active only when you select the Disability Type as Injury.

(ICD-9) Primary . . L
Diagnosis Select the button to open the Primary Diagnosis window .

Physicians ) )
Select the *** button to open the Standard Entity Search window and select the
physician who made the primary diagnosis.

MDA Topic [J
Select the button to open the RISKMASTER Editor and enter the Medical
Disability Advisor topic.
MDA Factor Displays the Medical Disability Advisor factor based on the MDA topic you select.
Treatment Enter the code that best describes the treatment for the injury or illness orselect the

button to select from the Code Selection window.
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Other Treatment

Diagnosis

Body Parts

Medical Conditions

Other Medical

Conditions

Major Hand

STD Disability Type

MMI Date

Enter any other treatment other than those described by the codes orselect the

[‘J button to open the RISKMASTER Editor.

Enter the code that best describes the diagnosis or select the button to select
from the Code Selection window.

Enter the code that best describes the limbs, bones, or organs involved in the injury

or select the button to select from the Code Selection window.

Enter the code that best describes any existing medical conditions or select the ***
button to select from the Code Selection window.

Enter the code that best describes any other medical conditions orselect the [J
button to open the RISKMASTER Editor.

Enter whether the Right or the Left hand is the major hand orselect the
button to select from the Code Selection window.

Enter the code that best describes the STD disability type orselect the
button to select from the Code Selection window.

Enter the date on which the injured/ ill employee reached Maximum Medical
Improvement (MMI).

To enter case manager information, select the Case Managers button, and complete the Case Manager History

window.

To enter treatment plan, select the Treatment Plan button, and complete the Treatment Plan/Utilization Review

window.

To enter medical management savings, select the Medical Mgt Savings button, and complete the Medical

Management Savings List window.

From the toolbar, select the Save button
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Events Overview

In RISKMASTER , every claim is associated with an event . When an incident is reported, you first enter event
information. You subsequently add claims to the event when claimants file claims related to the event. You can also

directly enter claims. When you directly enter a claim RISKMASTER creates an event for the claim, using the information

you enter into the claim.

CSC recommends that you enter event information before entering claim information.

You can add multiple claims to a single event. When you add a claim to an event, information you entered in the event is

automatically entered into the claim. This saves you time when you add multiple claims to a single event.

Processing Events

Open the Events window

A

Complete appro-
priate tabs
= Enter Event
Motes
Ferson
. [rwalved
Record another |
event S S
» Create a
Claim
Enter OS5HA
data
iedvatch
- data
Closethe
— - Event
Dialog
OSHA Information Window
Use the OSHA window to enter OSHA information for the event .
To open = Search for the claim or Event to which you want to add OSHA Information.
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Field definitions

Event OSHA
Recordable

Activity When Injured

How Accident
Occurred

Object/Subst that
Injured

Safeguards Provided

Failure to Use
Safeguards

Failure to Follow
Rules
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From the left navigation tree, under the Event node, select OSHA link.

Select the check box if you want to notify OSHA of the event.

Note: If you are not sure whether the event is OSHA recordable, select the OSHA
Recordability wizard button.

Select the (J button to open the RISKMASTER Editor and enter a description of the
employee's activities when the event occurred.

Select the “J button to open the RISKMASTER Editor and enter a description of how the
event occurred.

Note:Your description must meet OSHA reporting requirements.

Select the “J button to open the RISKMASTER Editor and enter a description of the item
(object or substance) that caused the injury.

Select button to open the Code Selection window and do one of the following:

=  Select Yes if the company provided safeguard equipment and set up protective
measures.

= Select No if the company did not provide safeguards.

= Select Unknown if you are not aware of whether the company provided safeguards
or not.

Select the button to open the Code Selection window and do one of the following:
= Select Yes if the employee did not take necessary precautions.

= Select No if the employee took the necessary precautions.

= Select Unknown if you are not aware of whether the employee took the necessary
precautions or not.

Select the button to open the Code Selection window and do one of the following:
= Select Yes if the employee did not follow OSHA rules.
= Select No if the employee did follow OSHA rules.

= Select Unknown if you are not aware of whether the employee followed OSHA rules
or not.




MMSEA

Privacy Case

Sharps Object

Sharps Brand/Make

OSHA Establishment

Print OSHA 301
Report

OSHA Recordability
wizard

Back

Select the check box if the case involves specific privacy issues, as outlined by OSHA
regulations.

If you select this option, the claimant 's name and social security number are withheld, when
OSHA is notified.

Note: If you select this option, this record is not included in the OSHA 300report.

If a needle, suture, blade, or any other sharp object, (collectively, called sharps), caused the

injury, then enter the code that most accurately describes the sharp object, or select the
button to select from the Code Selection window.

Note: This record is added to the Sharps log and reported to OSHA, only if the person involved
is recorded as an Employee.

If a sharp object caused the injury, enter the code that most accurately describes the company

that made the sharp object, or select the button to select from the Code Selection
window.
Selectthe *** button to open the Standard Entity Search window and select an OSHA

Establishment.

Select the button to print an OSHA 301 (Injury and lliness Incident) report.

Select button to open a wizard and complete the steps to decide whether the event is OSHA
recordable.

Note: Use the wizard only for recommendations, to manually mark the claim as
recordable.

Select to open the Event window or Workers' Compensation window.

MedWatch Window: Equipment Indicator Tab

Use the Equipment Indicator tab to enter detailed information about medical equipment related to the event .

To open From the MedWatch window, select the Equipment Indicator tab.

Field definitions

Manufacturer's Name

Address

Brand Name

Enter the name of the company that made the equipment or select the *** button to open the
Standard Entity Search window and search for the manufacturer.

Note: If you select a manufacturer from the Search window, fields on the window for
which informations exists are automatically populated.

Enter the manufacturing company's address. Enter the City, State, Zip, and Country in the
appropriate fields.

Enter the name the equipment is known by.
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Equipment Type ] )
Enter the code that best describes the type of equipment, or select *** button to select
from the Codes Selection window.

Age of Device Enter the age of the equipment, in years and months.

Device Available for Select the check box, if the equipment is available for evaluation.
Evaluation

Model Number Enter the equipment's model number.

Catalog Number Enter the equipment's catalog number.

Serial Number Enter the equipment's serial number.

Lot Number Enter the equipment's lot number.

Other Number Enter any other number that your organization may have assigned to the equipment.

Device Operator Type Enter the code that best describes the person who was operating the equipment, or select the

button to select from the Codes Selection window.

Expiration Date . o i
Enter the equipment's expiration date, or select the button to select from acalendar.

Implant Date ) . ) =
Enter the date on which the equipment was implanted, or select the button to select from

a calendar.

Explant Date . . . _ﬂ
Enter the date on which the implanted equipment was removed, orselect the button to

select from a calendar.

Device Return Date . . . . _Jﬂ
Enter the date on which the device will be returned after evaluation, or select the button

to select from a calendar.

MedWatch Window

Use to record and track medical treatment information for an event . Select the buttons on the MedWatch window to open
additional windows.

To open "  From the left navigation tree, select MedWatch under the Event node.

You can see the MedWatch button only if,

. In the Utilities module, you set up Occurrence/Event parameters to include the appropriate medication and
equipment codes.

" On the Event window, you selected a medication or equipment Event Indicator code.
Field definitions

MedWatch Info tab

134




MMSEA

Equipment Indicator tab

Medication Indicator tab

MedWatch Test Select the button to open the MedWatch Test window and enter test results related to the
event.

="  Test Date: Enter the date on which the test was performed, orselect the

—Jﬂ button to select from a calendar.

= Lab Test: Select the I“f to open the RISKMASTER Editor and enter a description
of the type of test administered.

®  Result: Select the Fall Information window to open the RISKMASTER Editorand
enter a description of the results of the test.

Concomitant Select to open the Concomitant Products window and enter information about products related
Products to the event.

®  Concomitant Product Number: Enter the manufacturer's product number.

"  From Date; To Date: Enter the time period for the product usage orselect the —Jﬂ
button to select from a calendar.

®  Concomitant Product Description: Select the Fall Information window to open the
RISKMASTER Editor and enter a product description.

Back to MedWatch Select to open the MedWatch window.

Print MedWatch Select to print the MedWatch window.

Back to Event Select to open the Event window.

MedWatch Window: MedWatch Info Tab

Use the MedWatch Info tab to enter general medical treatment information for the event .

To open From the MED Watch window, select the MedWatch Info tab.

Field definitions

Reporter's Last Name )
Enter the reporter's last name or select the *** button to open the Standard Entity Search
window and search for the entity who reported the event.

Note: If you select a reporter from the Search window, fields on the window for
which informations exists are automatically populated.

First Name Enter the reporter's first name.
Address Enter the reporter's home address. Enter the City, State, Zip, and Country in the appropriate
fields.
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Soc. Sec. No.

Occupation

Office Phone

Home Phone

Health Professional

Relevant History

Date Reported to
Manufacturer

Date Reported to
FDA

Last Reported Date

Follow Up Count

Product Problem

Hospitalized

Required Intervention

Mandatory Report

Adverse Event

Life Threatening

Congenital

Disability
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Enter the reporter's social security number (SSN).

Enter the reporter's job position or select the button to select from the Code Selection
window.

Enter the reporter's office phone number.
Enter the reporter's home phone number.

Select the check box if the reporter is a health professional.

Select [J button to open the RISKMASTER Editor and enter any additional information
about the medical history behind the event.

Enter the date on which you reported the event to the medicationmanufacturer, or select the

—Jﬂ button to select from a calendar.

Enter the date on which you reported the event to FDA or select the i button to select from
a calendar.

Enter the date on which the event was previously reported.

Enter the number of times you have followed up on this event.

Select the check box if the product (medication) caused the event.

Select the check box if the event resulted in hospitalization.

Select the check box if additional medical staff was required to resolve the problem.
Select the check box if a report must be filed with an outside organization.

Select the check box if the event can potentially result in a claim or a lawsuit.
Select the check box if the injury resulting from the event was life threatening.

Select the check box if a congenital problem caused the event.

Select the check box if the event resulted in a disability.
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Event Window

Use the Event window to enter detailed information about an event. Select the buttons on the Event window to open
additional windows.

To open =  From the main menu, select Document.
- From the Document menu select Event.
Field definitions
Event Info tab
Event Detail tab

Reported Info tab

Follow Up tab

Quality Management tab

Persons Involved  From the left navigation tree, select Persons Involved under the Event node to open Persons
Involved window.

OSHA From the left navigation tree, select OSHA under the Event node to open the OSHA Information
window.

Claims From the left navigation tree, select Claim under the Event node to open the required Claim.

Claimant From the left navigation tree, select Claimant under the Event node to open the Claimant
window.

Fall Info From the left navigation tree, select Fall under the Event node to open the Fall Information
window.

Note: You can see this button only if, in the Event Info tab, you selected a slip and fall
Event Indicator code.

MedWatch From the left navigation tree, select MedWatch under the Event node to open MedWatch
window.

MedWatch Window: Medication Indicator Tab

Use the Medication Indicator tab to enter detailed information about medication related to the event .

To open From the MedWatch window, select the Medication Indicator tab.

Field definitions

Medication Type

Enter the medication's major classification or select the button to select from the Code
Selection window.

Medication Name Enter the medication's trade name.
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Dose Enter the dosage administered.
Frequency Enter how often the dosage was administered.
Route Enter the method by which the medication was administered.

Therapy From ] o )
Enter the date on which the medication was started, or select the button to select from a

calendar.

Therapy To _ﬁ
Enter the date on which the medication was stopped, or select the button to select from a
calendar.
Duration Enter the time span over which the dosage was administered. Enter Duration if you do not
know the exact Therapy From and To dates or to specify a time span of less than one day.
Lot Number Enter the manufacturer's lot number.
Use this information for adverse event reports or therapeutic lack of effect reports.
NDC Number Enter the National Drug Code number for the administered drug.

Expiration date o o A
Enter the medication's expiration date, or select the button to select from acalendar.

Event Abated After Select the check box if the event subsided when the medication was stopped or reduced.
Dose Stopped

Event Reappeared Select the check box if the event reappeared after the dosage was started again.
After Re-Introduction

Intervention/Evaluation Window: Time & Expense Tab
Use to enter time and expense information related to the intervention.

To open u On the Event window: Follow Up tab, select the Intervention button.

= On the Intervention/Evaluation window, select the Time & Expense tab.

Field definitions

Rate Enter the rate for the proposed intervention.
Time (hours) Enter the time for intervention in hours.
Total/ Flat fee Displays the total calculated amount for the intervention.
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Intervention/Evaluation Window: Evaluation/Intervention Tab

Use to enter intervention information.

To open

Field definitions

Status

Evaluator

Referral Source

Request Received

Evaluation Completed

Interventions

Anticipated Cost

Recommendation
Sent

Recommendation
Response

Non-compliance
Reason

Intervention
Description

On the Event window: Follow Up tab, select the Intervention button.

On the Intervention/Evaluation window, select the Evaluation/Intervention tab.

Enter the code that best describes the evaluation/intervention status or select the
button to select from the Code Selection window.

Enter the name of the entity conducting evaluation or select the *** button to open the
Standard Entity Search window and search for the evaluator.

Enter the code that best describes the entity who referred the employee for evaluation or

select the button to select from the Code Selection window.

Enter the date of receipt of an evaluation/intervention request or select il button to
select from the calendar.

Enter the date on which the evaluation was completed and recommendations were made or
select the button to select from the calendar.
Enter the code that best describes the intervention type or select the button to select

from the Code Selection window.

Enter the expected cost of the proposed intervention.

Enter the date on which the intervention recommendation was sent to the recipient or select

the —Jﬂ button to select from the calendar.

Enter the date of response to the recommended intervention or select the —ﬂ button to
select from the calendar.

Enter the code that best describes the reason for non-compliance with the proposed

intervention or select the button to select from the Code Selectionwindow.

Select the [‘J button to open the RISKMASTER Editor and enter a description of the
proposed intervention.
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Intervention/Evaluation Window: Employee Tab
Use to enter information for the employee with whom the event isassociated.

To open . On the Event window: Follow Up tab, select the Intervention button.

"  On the Intervention/Evaluation window, select the Employee tab.

Field definitions

Name
Enter the name of the employee associated with the intervention or select the *** button to
open the Standard Entity Search window and search for an employee.

Department
Enter the employee's department name or select the button to select from the Org.
Hierarchy window.

Supervisor

Enter the employee's supervisor or select the *** button to open the Standard Entity
Search window and search for the supervisor.

Chief Complaint

Enter the code that best describes the employee's complaint type or select button
to select from the Code Selection window.

Event Window: Follow Up Tab

Use the Follow Up tab to record medical treatments relating to an event . You add this information to an existing event
when it becomes available.

To open From the Event window, select the Follow Up tab.
Field definitions

Follow Up Date ) o ] =
Enter the date on which other activities occurred in response to the event or select the

button to select from a calendar.

Date Physician ) o ) =
Advised Enter the date on which the physician was advised of the event or select the button to

select from a calendar.

Time Physician Enter the time when the physician was advised of the event.
Advised
Note: You must enter time in the format xx:xx, with a colon : between the hours and
minutes. The time you enter defaults to AM unless you specify PM.

Carrier Notified Date ) o ) ) - =
Enter the date on which your organization’s insurance carrier was notified or select the

button to select from a calendar.

Physician Notes [J
Select the button to open the RISKMASTER Editor. In the RISKMASTER Editor enter

any comments the physician made and then select OK.

Treatment Given Select the check box if a patient received medical treatment.
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Release Signed

Department Head
Advised

Actions

Outcome

Interventions

Select the check box if the patient signed a release.

Select the check box if the department head was notified.

Enter the code that best describes how your organization responded to the event, or select the

button to select from the Code Selection window.

You can select multiple codes. To remove a code from the field, select the code and select the

=¥ putton.

Enter the code that best describes the impact of the event and the actions taken, or select the

button to select from the Code Selection window.
You can select multiple codes. To remove a code from the field, select the code and select the

button.

Select the button to open the Evaluation/Intervention window.

Quality Management Level: Physical Advisor Review Window

Use the Quality Management : Level Physical Advisor Review window to enter the details about the physical advisor

review.

To open

Field definitions

Status

Physician

Determination

Review Date

Follow Up Date

Comments

From the Event window, select the Quality Management tab.

On the Quality Management tab, select the Physician Advisor Review link.

Enter the code that best describes the status of the case or select the to select

from the Code Selection window.

Selectthe *** button to open the Standard Entity Search window and select the
physician whom you want to assign as reviewer.

Enter the code that best describes the review decision on the case orselect the
to select from the Codes Selection window.

Enter date on which the physician conducted the review.

Enter date on which the follow up is scheduled.

Select the “J button to open the RISKMASTER Editor and enter any additional
comments on the initial review of the case.
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Recommendations/Actions

Back to Event

Select the ‘J button to open the RISKMASTER Editor and enter any
recommendations for the case.

Select to go back to the event.

Event Window: Event Info Tab

Use the Event Info tab to enter general information about an event.

To open From the Event window, select the Event Info tab.

Field definitions

Event Number

Event Type

Date of Event

Time of Event

Event Status

Event Indicator

Event Category

Department

Department Involved

Date Reported
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Leave this field blank, so that RISKMASTER can generate a system-configured event number
when you save the event. However, if your organization set it up, you can enter an event
number manually.

Enter the code that best describes the event or select the button to select from the
Code Selection window.

Enter the date on which the event occurred or select the —Jﬂ button to select from acalendar.

Enter the time when the event occurred.

Note: You must enter time in the format xx:xx, with a colon (:) between the hours and
minutes. The time you enter defaults to AM unless you specify PM.

Enter the code that best describes the event status, select the button to select from the
Code Selection window.

Enter the code that best describes the event indicator or select the button to select from
the Code Selection window.

When you enter the Event Indicator, the Event Category field automatically updates after you
save.

Enter the department, the individual or equipment involved in the event or select the
button to select from the Org Hierarchy window.

Enter the department against which the claim is filed or select the button to select from
the Org Hierarchy window.

Enter date on which the claim was reported or select the —Jﬂ button to select from acalendar.




MMSEA

Time Reported Enter the time the claim was reported.

Note: You must enter time in the format xx:xx, with a colon (:) between the hours and
minutes. The time you enter defaults to AM unless you specify PM.

Injury From _ﬁ
Enter the beginning date on which the injury occurred or select the button to select from a
calendar.

Injury To . - - ; _.Jﬂ
Enter the date after which the injury stopped being an issue or select the button to select

from a calendar.

Intervention/Evaluation Window

Use the Intervention/Evaluation window to add ergonomic intervention information to events. Ergonomic intervention
involves the application of ergonomics to select or design tools, machines, systems, tasks, jobs and work environments,
for maximizing human performance without causing injuries or detrimentally affecting performance. Ergonomic
interventions are primarily implemented to offset the cost of occupational injuries by reducing the risk of injuries occurring
in the first place. The other major benefits of economic intervention are:

. Reduction in work related injuries and illnesses
"  Reduction in absenteeism

"  Reduction in errors

. Increased productivity and quality

®  Maintaining high employee retention and morale

To open On the Event window: Follow Up tab, select the Intervention button.

Field definitions

Employee tab

Evaluation/ Intervention tab

Time & Expense tab

Supplementals tab

Back to Event Select to open the Event window.

Fall Information Window
Use the Fall Information window to record and track information about a slip and fall event .

To open "  From the left navigation tree, select Fall under the Event node.

You can see the Fall Info button only if,
. In the Utilities module, you set up Occurrence/Event parameters to include the appropriate slip and fall codes.

=  On the Event Info tab, you selected a slip and fall Event Indicator code.

Field definitions
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Condition Prior Enter the code that best describes the patient's condition at the time of the event, or select the

button to select from the Code Selection window.

Side Rail Position

Enter the code that best describes the rail position on the facility bed, or select the
button to select from the Code Selection window.

Restraints
Enter the code that best describes the restraints used, if any, or select the button to
select from the Code Selection window.

Bed Position
Enter the code that best describes the bed position at the time of the event, or select the
button to select from the Code Selection window.

Call Light Within Select the check box if the patient can reach the call light.

Reach

Back to Event Select to open the Event window.

Event Window: Reported Info Tab
Use the Reported Info tab to enter contact information for a person who reports an event .

To open From the Event window, select the Reported Info tab.

Field definitions

Reporter's Last Name .
Enter the reporter's last name or select the *** button to open the Standard Entity Search

window and search for a reporter.

Note: If you select a reporter from the Search window, fields on the window for
which informations exists are automatically populated.

First Name Enter the reporter’s first name.

Address Enter the reporter's address. Enter the City, State, Zip, and Country in the appropriate fields.
Soc. Sec. No. Enter the reporter's social security number (SSN).

Office Phone Enter the reporter’s work telephone number.

Home Phone Enter the reporter’s home telephone number.

Fax Enter the reporter’s fax number.

Email Enter the reporter’'s email.
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Event Window: Event Detail Tab

Use the Event Detail tab to enter details about an event such as, location of incident, cause of injury, number of injuries,

and so on.

To open From the Event window, select the Event Detail tab.

Field definitions

Location Description

Event Description

Event On Premise

Location Address

County of Injury

Primary Location

Location Type

Cause Code

Number of Injuries

Number of Fatalities

Confidential Record

Enter a description for the location where the event occurred or select the LJ button to open
the RISKMASTER Editor. In the RISKMASTER Editor, enter the description and then select

the button.

Enter a description for the event or select the "J button to open the RISKMASTER Editor. In

the RISKMASTER Editor, enter the description and then select the button.

Select the check box if the event occurred,
"  on your organization's property (if you are self-insured).

®  on the insured organization's property (if you are a TPA).

Enter the address where the event occurred. Enter the City, State, Zip, and Country in the
appropriate fields.

Enter the county where the event occurred.

Enter the code that best describes the exact location where the event occurred or select the

button to select from the Code Selection window.

Enter the code that best describes the location type where the event occurred or select the

button to select from the Code Selection window.

Enter the code that best describes the event cause or select the button to select from
the Code Selection window.

Enter the number of persons injured as a result of the event.

Enter the number of deaths that resulted from the event.
Select the check box to mark the record as confidential. When you mark a record as
confidential, only a specific set of selected users can then view it.

Note: When you select the check box, a window opens. You can select users you
want to grant access for the selected event. The user and his supervisor
would be able to access the record.
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When you mark an event as confidential all the associated claims are also marked as
confidential.

Event Window: Quality Management Tab

TO 0 pen On the Event window, select the Quality Management tab.

Field definitions

Case Number Enter the medical case number.

Med. File Category

Enter the code that best describes the medical category for the case or select the to
select from the Code Selection window.

Med. Indicator

Enter the code that best describes the medical indicator for the case or select the to
select from the Code Selection window.

Initial Review Select the link to open the Quality Management Level: Initial Review window.

Physical Advisor Select the link to open the Quality Management Level: Physical Advisor Review window.
Review

Committee\ Select the link to open the Quality Management Level: Committee\ Department Review

Department Review window.

Quality Manager Select the link to open the Quality Management Level: Quality Manager Review window.
Review

Quality Management Level: Initial Review Window
Use the Quality Management: Level Initial Review window to enter the details about the quality management initial review.
To open "  From the Event window, select the Quality Management tab.
" On the Quality Management tab, select the Initial Review link.

Field definitions

Status

Enter the code that best describes the status of the case or select the to select
from the Code Selection window.

Reviewer

Select the button to open the Code Selection windowand select the system user
whom you want to assign as reviewer.
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Determination

Enter the code that best describes the review decision on the case orselect the
to select from the Codes Selection window.

Review Date Enter date on which the reviewer conducted the initial review .
Follow Up Date Enter date on which the follow up is scheduled.
Comments

Select the “J button to open the RISKMASTER Editor and enter anyadditional
comments on the initial review of the case.

Recommendations/Actions [J
Select the button to open the RISKMASTER Editor and enter any

recommendations for the case.

Back to Event Select to open the Event window.

Event Dated Text Window

Use the Event Dated Text window to add any additional comments to the event record.

To open "  From the left navigation tree, select Dated Text link under the Event node
Field definitions

Date Entered ) ) =
Enter the date on which you are entering comments or select the button to select from a

calendar.

Time Entered Enter the time when you are entering comments.

Note: You must enter time in the format xx:xx, with a colon (:) between the hours and
minutes. The time you enter defaults to AM unless you specify PM.

Entered by User Enter your name, if you are entering comments.

Dated Text [J ) -
Select the button to open the RISKMASTER Editor and enter additional notes.

Back to Event Select to return to the Event window.

How To

To Enter OSHA Information
You can also enter data to generate OSHA reports. Occupational Safety and Health Administration (OSHA) is the main
federal agency that enforces workplace safety and health legislation. General Liability and Workers' Compensation claim ,

and event data, is merged to create an OSHA report.

1. Search for the event you want to enter fall information for.

147




RISKMASTER User Help Guide

148

The Event window opens.

From the left navigation tree, select OSHA under the Event Node.
The OSHA window: OSHA Information tab opens.

Complete the fields on the OSHA window: OSHA Information tab , as shown below .

Event OSHA
Recordable

Activity When
Injured

How Accident
Occurred

Object/Subst that
Injured

Safeguards
Provided

Failure to Use
Safeguards

Select the check box if you want to notify OSHA of the event.

If you are not sure whether the event is OSHA recordable, select the OSHA
Recordability wizard button.

Select the [J button to open the RISKMASTER Editor and enter a description of the
employee's activities when the event occurred.

Select the lJ button to open the RISKMASTER Editor and enter a description of
how the event occurred.

your description must meet OSHA reporting requirements.

Select the ’J button to open the RISKMASTER Editor and enter a description
of the item (object or substance) that caused the injury.

Select the button to open the Code Selection window and do one of the
following:

e  Select Yes if the company provided safeguard equipment and set up
protective measures.

e  Select No if the company did not provide safeguards.

e  Select Unknown if you are not aware of whether the company provided
safeguards or not.

Select the button to open the Code Selection window and do one of the
following:

e  Select Yes if the employee did not take necessary precautions.
e  Select No if the employee took the necessary precautions.

e  Select Unknown if you are not aware of whether the employee took the
necessary precautions or not.




MMSEA

Failure to Follow
Rules

Privacy Case

Sharps Object

Select the button to open the Code Selection window and do one of the
following:

e  Select Yes if the employee did not follow OSHA rules.
e  Select No if the employee did follow OSHA rules.

e  Select Unknown if you are not aware of whether the employee followed
OSHA rules or not.

Select the check box if the case involves specific privacy issues, as outlined by OSHA
regulations.

If you select this option, the claimant 's name and social security number are withheld,
when OSHA is notified.

If you select this option, this record is not included in the OSHA 300report.

If a needle, suture, blade, or any other sharp object, (collectively, called sharps),
caused the injury, then enter the code that most accurately describes the sharp object,

or select the button to select from the Code Selection window.

This record is added to the Sharps log and reported to OSHA, only if the person

involved is recorded as an Employee.

Sharps Brand/Make If a sharp object caused the injury, enter the code that most accurately describes the

OSHA
Establishment

Print OSHA 301

company that made the sharp object, or select the button to select from the
Code Selection window.

Selectthe ~~~ button to open the Standard Entity Search window and select an
OSHA Establishment.

Select the button to print an OSHA 301(Injury and lliness Incident) report.

Report
OSHA Select button to open a wizard and complete the steps to decide whether the event is
Recordability OSHA recordable.
wizard
Use the wizard only for recommendations, to manually mark the claim as recordable.
3.
4. From the toolbar, select the Save button.
5. To open the Event window or Workers' Compensation window, select the Back button.

To Enter Evaluation/Intervention Information

You can add ergonomic intervention information to events.

To enter evaluation/intervention information
1. Search for the event you want to enter intervention information for.
The Event window opens.
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2. Select the Follow Up tab.

3. Select the Intervention Requested/Required check box, if you want to record or request for ergonomic
intervention details related to an event.

Note: You can enter an intervention record even if you do not select the check box.

4. To enter evaluation/intervention information, select the Intervention button.
The Intervention/Evaluation window opens.

5. Select and complete the fields on the Employee tab.

Name
Enter the name of the employee associated with the intervention orselect the ***
button to open the Standard Entity Search window and search for anemployee.
Department
Enter the employee's department hame or select the button to select fromthe
Org Hierarchy window.
Supervisor

Enter the employee's supervisor of the employee or select the *** button toopen
the Standard Entity Search window and search for the supervisor.

Chief Complaint

Enter the code that best describes the employee's complaint type or select the
button to select from the Code Selection window.

6. Select and complete the fields on the Evaluation/ Intervention tab.

Status Enter the code that best describes the evaluation/intervention status or select the

button to select from the Code Selection window.

Evaluator ) ) )
Enter the name of the entity conducting evaluation or select the *** button toopen
the Standard Entity Search window and search for the evaluator.

Referral Source Enter the code that best describes the entity who referred the employee for evaluation
or select the button to select from the Code Selection window.

Request Received Enter the date of receipt of an evaluation/intervention request or select the button to
select from the calendar.

Evaluation Enter the date on which the evaluation was completed and recommendations made

Completed or select the button to select from the calendar.

Interventions

Enter the code that best describes the intervention type or select the button to
select from the Code Selection window.

Anticipated Cost Enter the expected cost of the proposed intervention.
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7.

8.

Recommendation Enter the date on which the intervention recommendation was sent to the recipient or
Sent select the button to select from the calendar.
Recommendation Enter the date of response to the recommended intervention or select the button to
Response select from the calendar.
Non-compliance Enter the code that best describes the reason for non-compliance with the proposed
Reason

intervention or select the button to select from the Code Selectionwindow.

Intervention [J
Description Select the button to open the RISKMASTER Editor and enter a description of

the proposed intervention.

Select and complete the fields on the Time & Expense tab.

Rate Enter the rate for the proposed intervention.
Time (hours) Enter the time for intervention in hours.
Total/ Flat fee Displays the total calculated amount for the intervention.

From the toolbar, select the Save button

To Enter MedWatch Information

Before you can track MedWatch data, you must set up Occurrence Parameters in RISKMASTER Uitilities , so that the
Medication Event Categories are configured to include the appropriate event category codes.

To enter MedWatch information

1.

Search for the event you want to enter MedWatch information for.
The Event window opens.

From the Event Indicator field, select the search button.
A Code Selection window opens.

Select a code for an indicator that is associated with medication event category.
From the toolbar, select the Save button
RISKMASTER displays the associated Event Category and also displays the MedWatch button.

Select the MedWatch button.
The MedWatch window opens.

Select and complete the fields in the MedWatch Info tab , as shown below.
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Reporter's Last
Name

First Name

Address

Soc. Sec. No.

Occupation

Office Phone

Home Phone

Enter the reporter's last name or select the ~ button to open the Standard Entity
Search window and search for the entity who reported the event.

If you select a reporter from the Search window, fields on the window for which

informations exists are automatically populated.

Enter the reporter's first name.

Enter the reporter's home address. Enter the City, State, Zip, and Country in the
appropriate fields.

Enter the reporter's social security number (SSN).

Enter the reporter's job position or select the button to select from the Code

Selection window.

Enter the reporter's office phone number.

Enter the reporter's home phone number.

Health Professional Select the check box if the reporter is a health professional.

Relevant History

Date Reported to
Manufacturer

Date Reported to
FDA

Last Reported Date

Follow Up Count

Product Problem

Hospitalized

Required
Intervention

Mandatory Report

Select l“{ button to open the RISKMASTER Editor and enter any additional
information about the medical history behind the event.

Enter the date on which you reported the event to the medication manufacturer, or
select the button to select from a calendar.

Enter the date on which you reported the event to FDA or select the button to select
from a calendar.

Enter the date on which the event was previously reported.

Enter the number of times you have followed up on this event.
Select the check box if the product (medication) caused the event.
Select the check box if the event resulted in hospitalization.

Select the check box if additional medical staff was required to resolve the problem.

Select the check box if a report must be filed with an outside organization.
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Adverse Event

Life Threatening

Congenital

Disability

Select the check box if the event can potentially result in a claim or a lawsuit.

Select the check box if the injury resulting from the event was life threatening.

Select the check box if a congenital problem caused the event.

Select the check box if the event resulted in a disability.

Select and complete the fields in the Equipment Indicator tab , as shown below.

Manufacturer's
Name

Address

Brand Name

Equipment Type

Age of Device

Device Available
for Evaluation

Model Number

Catalog Number

Serial Number

Lot Number

Other Number

Device Operator
Type

Expiration Date

Implant Date

Enter the name of the company that made the equipment orselect the button to

open the Standard Entity Search window and search for the manufacturer.
If you select a manufacturer from the Search window, fields on the window for which

informations exists are automatically populated.

Enter the manufacturing company's address. Enter the City, State, Zip, and Country in
the appropriate fields.

Enter the name the equipment is known by.

Enter the code that best describes the type of equipment, or select button to

select from the Code Selection window.

Enter the age of the equipment, in years and months.

Select the check box, if the equipment is available for evaluation.

Enter the equipment's model number.

Enter the equipment's catalog number.

Enter the equipment's serial number.

Enter the equipment's lot number.

Enter any other number that your organization may have assigned to the equipment.

Enter the code that best describes the person who was operating the equipment, or

select the button to select from the Code Selection window.
Enter the equipment's expiration date, or select the button to select from a calendar.

Enter the date on which the equipment was implanted, or select the button toselect
from a calendar.
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Explant Date Enter the date on which the implanted equipment was removed, or select the button to
select from a calendar.

Device Return Date  Enter the date on which the device will be returned after evaluation, or select the
button to select from a calendar.

8. Select and complete the fields in the Medication Indicator tab , as shown below.

Medication Type

Enter the medication's major classification or select the button to select from the
Code Selection window.

Medication Name Enter the medication's trade name.

Dose Enter the dosage administered.

Frequency Enter how often the dosage was administered.

Route Enter the method by which the medication was administered.

Therapy From Enter the date on which the medication was started, or select the button to select from
a calendar.

Therapy To Enter the date on which the medication was stopped, or select the button to select

from a calendar.

Duration Enter the time span over which the dosage was administered. Enter Duration if you do
not know the exact Therapy From and To dates or to specify a time span of less than
one day.

Lot Number Enter the manufacturer's lot number.

Use this information for adverse event reports or therapeutic lack of effect reports.

NDC Number Enter the National Drug Code number for the administered drug.

Expiration date Enter the medication's expiration date, or select the button to select from a calendar.

Event Abated After  Select the check box if the event subsided when the medication was stopped or
Dose Stopped reduced.

Event Reappeared Select the check box if the event reappeared after the dosage was started again.
After Re-
Introduction

9. From the toolbar, select the Save button
10. To enter test results related to the event, select the MedWatch Testbutton.
The MedWatch Test window opens.

11. Inthe Test Date window, enter the date on which the test was performed, or select the button to select from a
calendar.
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12.

13.
14.
15.

16.
17.

18.

19.
20.

From the Lab Test field, select the [‘J to open the RISKMASTER Editor and enter a description of the type of
test administered.

From the Result field, select the l‘{ to open the RISKMASTER Editor and enter a description of the results of
the test.

Select the Back to MedWatch button.
To enter information about products related to the event, select the Concomitant Products button.
The Concomitant Products window opens.

In the Concomitant Product Number field, enter the manufacturer's product number.

In the From Date and To Date fields, enter the time period for the product usage or select the button to select
from a calendar.

From the Concomitant Product Description field, select the [‘J to open the RISKMASTER Editor and enter a
product description.

Select the Back to MedWatch button.
On the MedWatch window, select the Back to Event button.

To Enter Fall Information

Before you can track fall data, you must set up Occurrence Parameters in RISKMASTER Uitilities , such that the Fall
Event Categories and the Equipment Event Categories are configured to include the appropriate event category codes.

To enter fall information

1.

Search for the event you want to enter fall information for.
The Event window opens.

From the Event Indicator field, select the button.
A Code Selection window opens.

Select a code for an indicator that you want to associate with a fall-related Event Category.
From the toolbar, select the Save button
RISKMASTER displays the associated Event Category and also displays the Fall Info button.

Select the Fall Info button.
The Fall Information window opens.

Complete the fields on the Fall Information window , as shown below .

Condition Prior Enter the code that best describes the patient's condition at the time of the event, or

select the button to select from the Code Selection window.

Side Rail Position  Enter the code that best describes the rail position on the facility bed, or select the

button to select from the Code Selection window.

Restraints

Enter the code that best describes the restraints used, if any, or select the button
to select from the Code Selection window.
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Bed Position Enter the code that best describes the bed position at the time of the event, or select

the button to select from the Code Selection window.

Call Light Within Select the check box if the patient can reach the call light.
Reach

Back to Event Select to open the Event window.

7. From the toolbar, select the Save button
8. Select the Back to Event button.
The Event window opens.

9. Save and close the Event window.

To Enter Quality Management Information

You can enter quality management details and initial review details for a medical case. In RISKMASTER you can use this
consolidated data along with patient demographic and clinical treatment information to review a patient's medical care
information. Medical care providers can use this information to identify best possible treatments and monitor patient's
recovery.

To enter quality management information
1. Search for the event you want to enter quality management information for.
The Event window opens.

2. Select the Quality Management tab.
3. Complete the fields on the Quality Management tab , as shown below .

Case Number Enter the medical case number.

Med. File Category  Enter the code that best describes the medical category for the case orselect the
to select from the Code Selection window.

Med. Indicator Entar the code that best describes the medical indicator for the case or select the

to select from the Code Selection window.

From the toolbar, select the Save button
5. To enter initial review information, select the Initial Review link.
The Quality Management Level: Initial Review window opens.

6. Complete the fields on the Quality Management Level: Initial Review window , as shown below .

Status

Enter the code that best describes the status of the case or select the
to select from the Codes Selection window.
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Reviewer
Select the button to open the Code Selection window and selectthe
system user whom you want to assign as reviewer.

Determination Enter the code that best describes the review decision on the case orselect
the to select from the Code Selection window.

Review Date Enter date on which the reviewer conducted the initial review .

Follow Up Date Enter date on which the follow up is scheduled.

Comments

Select the [‘J button to open the RISKMASTER Editor and enter any
additional comments on the initial review of the case.

Recommendations/Actions [J )
Select the button to open the RISKMASTER Editor and enter any

recommendations for the case.

From the toolbar, select the Save button
To enter physical advisor review information, select the Physical Advisor Reviewlink.
The Quality Management Level: Physical Advisor Review window opens.

9. Complete the fields on the Quality Management Level: Physical Advisor Review window , as shown below .

Status
Enter the code that best describes the status of the case or select the
to select from the Codes Selection window.

Physician ) ]
Select the *** button to open the Standard Entity Search window and select
the physician whom you want to assign as reviewer.

Determination Enter the code that best describes the review decision on the case or select
the to select from the Code Selection window.

Review Date Enter date on which the physician conducted the review.

Follow Up Date Enter date on which the follow up is scheduled.

Comments

Select the [‘J button to open the RISKMASTER Editor and enter any
additional comments on the initial review of the case.

Recommendations/Actions (J ]
Select the button to open the RISKMASTER Editor and enter any

recommendations for the case.

Back to Event Select to go back to the event.

10. From the toolbar, select the Save button
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To Enter an Event
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11. To open the Events window, select the Back To Event button.
Note: Based on the levels of review undertaken, you can conduct a Committee Department Review, and a Quality

Manager Review.

1. From the main menu, select Document.

The Document menu opens.

2. From the Document menu, choose Event.
The Event window opens and an Event node displays in the navigation tree.

3. Select and complete the fields in the Event Info tab , as shown below.

Event Number

Event Type

Date of Event

Time of Event

Event Status

Event Indicator

Event Category

Department

Department
Involved

Date Reported

Leave this field blank, so that RISKMASTER can generate a system-configured event
number when you save the event. However, if your organization set it up, you can
enter an event number manually.

Enter the code that best describes the event or select the button to select from
the Code Selection window.

Enter the date on which the event occurred or select the search button to select from a
calendar.

Enter the time when the event occurred.

You must enter time in the format xx:xx, with a colon (;) between the hours and
minutes. The time you enter defaults to AM unless you specify PM.

Enter the code that best describes the event status, select the button to select
from the Code Selection window.

Enter the code that best describes the event indicator or select the button to
select from the Code Selection window.

When you enter the Event Indicator, the Event Category field automatically updates
after you save.

Enter the department, the individuals or equipment involved in the event belonged to

or select the button to select from the Org Hierarchy window.

Enter the department against which the claim is filed or select the button to
select from the Org Hierarchy window.

Enter date on which the claim was reported or select the button to select from a
calendar.
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4.

Time Reported

Injury From

Injury To

Enter the time the claim was reported.

You must enter time in the format xx:xx, with a colon (:) between the hours and

minutes. The time you enter defaults to AM unless you specify PM.

Enter the beginning date on which the injury occurred or select the button toselect
from a calendar.

Enter the date after which the injury stopped beingan issue or select the button to
select from a calendar.

Select and complete the fields in the Event Detail tab , as shown below.

Location
Description

Event Description

Event On Premise

Location Address

County of Injury

Primary Location

Location Type

Cause Code

Number of Injuries

Number of
Fatalities

Enter a description for the location where the event occurred or select the [‘J button
to open the RISKMASTER Editor . In the RISKMASTER Editor, enter the description
and then select OK .

Enter a description for the event or select the [‘J button to open the RISKMASTER
Editor . In the RISKMASTER Editor, enter the description and then select OK.

Select the check box if the event occurred,
®  0n your organization's property (if you are self-insured).

e  on the insured organization's property (if you are a TPA).

Enter the address where the event occurred. Enter the City, State, Zip, and Country in
the appropriate fields.

Enter the county where the event occurred.

Enter the code that best describes the exact location where the event occurred or

select the button to select from the Code Selection window.

Enter the code that best describes the location type where the event occurred or

select the button to select from the Code Selection window.

Enter the code that best describes the event cause or select the button to

select from the Codes Selection window.

Enter the number of persons injured as a result of the event.

Enter the number of deaths that resulted from the event.
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Confidential
Record

Select the check box to mark the record as confidential. When you mark a record as
confidential, only a specific set of selected users can then view it.

Select and complete the fields in the Reported Info tab , as shown below.

Reporter's Last
Name

First Name

Address

Soc. Sec. No.

Office Phone

Home Phone

Fax

rd

Enter the reporter's last name or select the button to open the Standard Entity
Search window and search for a reporter.

If you select a reporter from the Search window, fields on the window for which
informations exists are automatically populated.

Enter the reporter’s first name.

Enter the reporter's address. Enter the City, State, Zip, and Country in the appropriate
fields.

Enter the reporter's social security number (SSN).

Enter the reporter’s work telephone number.

Enter the reporter's home telephone number.

Enter the reporter’s fax number.

Select and complete the fields in the Follow Up tab , as shown below.

Follow Up Date

Date Physician
Advised

Time Physician
Advised

Carrier Notified
Date

Physician Notes

Treatment Given

Release Signed

Department Head
Advised

Enter the date on which other activities occurred in response to the event or select the
button to select from a calendar.

Enter the date on which the physician was advised of the event or select the button to
select from a calendar.

Enter the time when the physician was advised of the event or select the button to
select from a calendar.

You must enter time in the format xx:xx, with a colon : between the hours and minutes.
The time you enter defaults to AM unless you specify PM.

Enter the date on which your organization’s insurance carrier was notified or select the
button to select from a calendar.

Select the [‘d button to open the RISKMASTER Editor. In the RISKMASTEREditor
enter any comments the physician made and then select OK.

Select the check box if a patient received medical treatment.
Select the check box if the patient signed a release.

Select the check box if the department head was notified.
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Actions Enter the code that best describes how your organization responded to the event,or

select the button to select from the Code Selection window.

You can select multiple codes. Toremove a code from the field, select the code and

select the button.
Outcome Enter the code that best describes the impact of the event and the actions taken, or
select the button to select from the Code Selection window.

You can select multiple codes. Toremove a code from the field, select the code and

select the button.
Interventions Select the button to open the Evaluation/Intervention window .
7. Select and complete the fields on the Quality Management tab , as shown below.
Case Number Enter the medical case number.

Med. File Category  Enter the code that best describes the medical category for the caseor select the

to select from the Code Selection window.

Med. Indicator Entar the code that best describes the medical indicator for the case or select the

to select from the Code Selection window.

8. From the toolbar, select the Save button

9. To add information about persons involved, from the left navigation tree, select Persons Involved under Event
node and complete the Persons Involved window.

10. To enter OSHA information, from the left navigation tree, select OSHA Information under Event nodeand
complete the OSHA Information window.

11. To add claims to the event, right click on the Event node and select the required claim type and complete the
Claims for event window to add claims.

12. If your organization defined Supplemental data, complete the Supplementals tab.

13. From the toolbar, select the Save button

Note: Search for information in existing records, before you enter new data . This prevents duplicate entries in the

database .
T ipsl

To Delete an Event

1. Search for the event you want to delete.
The event opens in the Event window.

2. From the toolbar, select the Delete Record button

A window opens and displays a warning message.
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3. Select OK.
RISKMASTER deletes the event and all attached records.
Tipsl

To Edit an Event

1. Search for the event you want to edit.
The event opens in the Event window.

2. On the Events window, change the fields you want to edit.

3. From the toolbar, select the Save button

To Enter Exposure Information

1.  On the Entity Maintenance, from the drop down list, select OSHA Establishment.
2. Do one of the following:

(] Enter a new record.

e  From the toolbar, select the L to open the LookUp Data window, and select the record forwhich
you want to enter exposure information.

3. Select the Exposure Information button.
The Exposure Information window opens.

4. Complete the fields on the Exposure Information window , as shown below .

Exposure Dates Enter the from and to dates for the date range during which you want to calculate
exposure information.

No of Employees  Enter the number of employees that work at this site.

No of Work Hours  Enter the total number of hours all the employees at this site worked during the date
range you specified.

Payroll Amount Enter the total payroll amount for all the employees at this site during the date range
you specified.

Asset Value Enter the total value of the site’s tangible assets.

Square Footage Enter the total office floor space used by this site.

Vehicle Count Enter the number of vehicles allocated to this site.
Total Revenue Enter the site's total revenue.
Other Base Enter a base amount in dollars.
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RM Overhead Enter the cost of using RISKMASTER during the date range.

5.  Select the Roll Up button.
The Exposure Roll Up log opens in Adobe Acrobat.

MMSEA

Field Help
MMSEA Data Window

From the Organization Hierarchy window: Department Info tab, select the MMSEA Section 111

To open button.

Field definitions

Line Of Business Displays the line of business for the MMSEA record.
MMSEA Reporter ID Displays MMSEA reporter identification number.

MMSEA Office Code/Site ID Displays MMSEA office code or site Identification number.

Medicare Filing Schedule Displays the medicare filing schedule for the MMSEA record.

|:| Select the button to create a new MMSEA record.

T Select the option for the desired record edit and then select the button to modify the

; record.

i Select the option for the desired record and then select the button to delete the record.
Back Select the button to navigate to Organization Hierarchy window.

Claimant MMSEA Data Window: Diagnosis/Parties to Claim Tab

To open On the Claimant MMSEA Data window, select the Diagnosis/Parties to Claim tab.

Field definitions

CDC ICD-9 Diagnosis Codes  Selectthe *** button to enter the diagnosis codes defined by the Center for Disease
Control and not by any jurisdiction or Ingenix.

CDC ICD-10 Diagnosis Codes Selectthe *** button to enter the diagnosis codes defined by the Center for Disease

Control.

MMSEA Parties to the Claim Displays the MMSEA party to claim record details.
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TPOC Data Window

On the Claimant MMSEA Data window: Beneficiary/Award/TPOC tab, from the TPOC (Total

To open

Payment Obligation to the Claimant) Date field, select the button.

Field definitions

Funding Delayed Beyond
TPOC Start Date’

TPOC Amount

Date of Written Agreement
Date of Court Approval
Date of Payment Issue
Mark As Deleted

OK

Cancel

Enter the total payment obligation to the claimant start date beyond which funding will be
delayed.

Enter the total payment obligation to the claimant amount.

Enter the date on which the agreement was written or select date from the calendar.
Enter the date on which court approved the agreement or select date from the calendar.
Enter the date on which the payment was issued or select date from the calendar.
Select the check box if you want to mark TPOC entry as deleted for reporting purposes.
Select the button to save the record.

Select the button to close the window.

MMSEA Data Details Window

To open

Field definitions
Line Of Business
MMSEA Reporter ID

MMSEA Office Code/Site ID

Medicare Filing Schedule

OK
Cancel

Recovery Agent Details
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=  From the Organization Hierarchy window: Department Info tab, select the MMSEA
Section 111 button.

=  Onthe MMSEA Data window, select the button or select option for an

Fd
MMSEA record and then select the button.

From the drop down, select the line of business for the MMSEA record.
Enter the MMSEA reporter identification number.

Enter the MMSEA office code or site Identification number.

Select the button to open Code Selection window and then select the medicare
filing schedule.

Select the button to save the record.
Select the button to close the window without saving the changes.

Select to submit recovery agent information in MMSEA.
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MMSEA Party to Claim Window

On the Claimant MMSEA Data window: Diagnosis/Parties to Claim tab, from the MMSEA

To open
Parties to the Claim tab, select the button.
Field definitions
Relationship to Beneficiary Enter the code for relationship to beneficiary type or select the button to open

the Code Selection window and select the code.

Type of Representative Type of Representative’ field, enter the representative type orselect the
button to open the Code Selection window and select the representative type.

Person/Entity Name Enter the person or entity name or select the button to open the Code
Selection window and select the entity name.

Party to Claim Representative Enter the party to claim representative code or select the button to open the
Code Selection window and select the code.

Claimant MMSEA Data Window: Product Liab/MMSEA Returned Tab

To open From the Claimant MMSEA Data window, select Product Liab/MMSEA Returned tab.

Field definitions

Product Liability Data

Product Liability Indicator

Select the button to search for the product liability indicator.
Product Generic Name Enter the generic name of the product.
Product Brand Name Enter the brand name of the product.
Product Manufacturer Enter the product manufacturer name.
Product Alleged Harm Selectthe *** button to enter the alleged harms which the product may cause.

MMSEA Retuned — Applied

MSP (Medicare Secondary

Payer . .
yer) Enter the Medicare secondary payer effective date or select date from the calendar.

Effective Date

MSP Termination Date Enter the Medicare secondary payer termination date or select the date from the calendar.
Enter the Medicare secondary payer indicator type.

MSP Type Indicator Note: The value in the Disposition Code field will be set only by the extraction

application’s returned file(s). This data element is the disposition code
returned by Medicare.
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Claimant MMSEA Data Window: Beneficiary/Award/TPOC Tab

To open From the Workers’ Compensation window: Employee Info tab, select the MMSEA Data

button.
Field definitions
Is Claimant a Medicare . . . .
Beneficiary’ Select the button to select whether the claimant is a Medicare beneficiary or
not.
Are all Payments For This . . .
Claimant Non-Medical’ Select the button to select whether payments for this claimant are non-medical
or not.
Claimant’s Medicare Health
Insurance Claim Number, if Enter the claimant Medicare health insurance claim number.

known’

Date Medicare Confirmed as

Beneficiary Displays the date when Medicare confirmed as beneficiary.

Alleged Cause of Injury,

Incident, or lliness (CD ICD-9  gelect the button to select the ICD-9 event code for Injury, Incident or lliness
Event Code) as defined by the Center for Disease Control.

Alleged Cause of Injury,

Incident, or lliness (CD ICD-10  select the button to select thelCD-10 event code for Injury, Incident or lliness
Event Code) as defined by the Center for Disease Control.
Last Reporting Date Displays the last reporting date of medicare.

If Filed With Medicare, Delete  From the drop down list, select whether you want the Medicare record to be deleted if
This Record the record has all the information or not.

Award, Judgment, Settlement or Other Payment

ORM (Ongoing Responsibility
for Medicals) Indicator field Select the button to select the ORM indicator.

ORM Termination Date Enter the ORM termination date or select the date from the calendar.

Client Information Setup Window: MMSEA Medicare Tab

®"  From the main menu, select Utilities.
To open . From the Utilities menu, choose Managers.
"  From the Managers menu, choose Client Information Setup.
" On the Client Information Setup window, select the MMSEA Medicare tab.

Field definitions
Doing Business As Enter the name on which the user is carrying out it's operations.

Legal Name, if no Doing

. Enter the legal name of the user if there is no business name.
Business
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MMSEA DATA
Line of Business
Reporter ID

Office Code/Site ID

Medicare Filing Schedule

&
Fe
b <

How To

Displays the line of business for the client.
Displays the reporter Identification number.
Displays the code of the office or the site identification number for the client.

Displays the schedule of filing the Medicare.

Select the button to create a new MMSEA data record for the client.

Select the button to edit the MMSEA data record.

Select the button to delete the MMSEA data record.

To Add an MMSEA Responsible Reporting Entity

You can set the MMSEA Responsible Reporting Entity (RRE) for tracking claimants to be reported. This applies to
Insurers, Self Insured’s and Liability Self-Insured pools. The ‘Liability Self-Insured pools’ function as Insurers, but cannot

use policies.

Note: The existing CSC EDI Extract System does not function without policies for ‘Liability Self-Insured pools’. Any entity
working as a RRE can have one or more Line of Business per ID and the entity can have an ID per Line of Business.

For Self Insured, the RRE is set up in the Organization Hierarchy as shown next:

1.  From the main menu select Maintenance.
The Maintenance menu opens.

2. From the Maintenance menu, choose Org. Hierarchy.
The Org. Hierarchy window opens.

3. From the ‘Default Expansion Level for List’ drop down list, select Facility.
Select an existing Organization Hierarchy facility and select the Editbutton.
The Facility window: Facility tab opens.

167




RISKMASTER User Help Guide

168

5.

' Document Diaries Funds Maintenance My Work Reports Search Security User Documents  Utilities Help

Maintenance == Qrg. Hierarchy
= | X
Organization Hierarchy

Eacility Facility Info Client Limits Operating As Contact Info Supplementals

Hame | | Abbreviation | |
DBA | | City | |
Address 1 | | State | |’ 1
Address 2 | | Zip/Postal Code | |
County | | Country | |’ 1
SIC Code | |’1‘ Freeze Payments F

MAICS Code | |’1‘ Business Type | |’]‘
Parent r= Nature Of Business | |
Effective Date v| Organization Type | |’l
Trigger

Effective Date Range

From |@ To | |‘@

l[Ela{:k][ Exposure Information ][ Self Insured ][ MMSEA Section 111 ]

Select the MMSEA Section 111 button.
The MMSEA DATA window opens.

I Document Diaries Fund= Maintenance My Work Reports Search Security User Documents  Uliities  Help

Maintenance == Entity m
MMSEA DATA
Line Of Business Reporter ID Office Code/Site ID Medicare Fling Schedule

D

The MMSEA Data field displays the Line of Business, Reporter ID and Office Code or Site ID.

Note: The Organization Hierarchy Entity can be registered with a different reporter ID and site ID for each Line
of Business. The registration will be based on the FEIN of the Organization Hierarchy entity at or above the Self
Insured.

To add new MMSEA data, select the New ‘—Ibutton.
The MMSEA Data Details window opens.




MMSEA

/" MMSEA Data Details - Windows Internet Explorer

Line Of Business: v |
MMSEA Reporter 1ID:

MMSEA Office Code/Site ID:
Medicare Filing Schedule: | |'q

[ ok || cancel |

= Ll ]i|

Note: You cannot duplicate a LOB. For example, if you selected Workers Compensation as the LOB
and entered a Reporter ID and Office Code / Site ID and saved the record, then, you cannot
use the Workers Compensation LOB for another Reporter ID and Office Code. Each LOB is
unique. If you select 'All' as the LOB, then you cannot add any other LOB.

7. Inthe Add/Edit section, from the Line of Business drop down list, select a line of business.

8. Inthe MMSEA Reporter ID field, enter the MMSEA reporter identification number.

9. Inthe MMSEA Office Code/Site ID field, enter the MMSEA office code or site identification number.
10. Select the OK button.

To Access the MMSEA Data Fields

1. Onthe Workers’ Compensation window: Employee Info tab, select the MMSEA Data button.
The Claimant MMSEA Data window: Beneficiary/Award/TPOC tab opens.

Note: The same Claimant MMSEA Data window opens with or without Case Management.

Cl
Beneficiary/ Award/TPoC Diagnosis/Parties to Claim Product Liab/ MMSEA Returned

Is Claimant a Medicare Benificiary: | oy
Are All Q‘:ayments For This Claimant Mon-Medical: ey

Date Medicare Confirmed as Benificiary: 5=

Claimant's Medicare Health Insurance Claim Mumber, if known:

Alleged Cause of Injury, Incident, or Iiness (CDC ICD-9 Event Code): |q

Last Reporting Date: E
If Filed With Medicare, Delete This Record: No W

Award, Judgement, Settlement or Other Payment

ORM (On-going Responsibility for Medicals) Indicator: |Q

ORM Termination Date: =

TPOC(Total Payment Obligation to the Claimant) Date
Funding Delayed Beyond TPOC  TPOC Date Of Date Of Court Date Of Payment Deleted Date | b
Start Date Amount Agreement Approval Issue Filed
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From the ‘Is Claimant a Medicare Beneficiary’ field, select the button to select whether the claimant is a
Medicare beneficiary or not.

From the ‘Are all Payments For This Claimant Non-Medical’ field, select button to select whether
payments for this claimant are non-medical or not.

In the ‘Claimant’s Medicare Health Insurance Claim Number, if known’ field, enter the claimant Medicare health
insurance claim number.

Note: The ‘Date Medicare Confirmed as Beneficiary’ field is disabled.

From ‘Alleged Cause of Injury, Incident, or lliness (CD ICD-9 Event Code) field, select the button to select
the event code for Injury, Incident or lliness as defined by the Center for Disease Control, not by NCCI.

Note: The ‘Last Reporting Date’ field is also disabled as another application uses this field.

From the ‘If Filed With Medicare, Delete This Record’ drop down list, select whether you want the Medicare
record to be deleted if the record has all the information or not.

Note: The record gets deleted only for reporting purposes and does not get deleted from the
database.

In the Award, Judgment, Settlement or Other Payment section, from the ORM (Ongoing Responsibility for

Medicals)Indicator field, select the button to select the ORMindicator.
In the ORM Termination Date field, enter the ORM termination date or select the date from the calendar.

Create MMSEA Claim Party Entities

1.

© © N O ,A®

11.
12.
13.
14.
15.
16.

17.
18.
19.

20.
21.

From the main menu, select Maintenance.
The Maintenance menu opens.

From the Maintenance menu, choose People.
The People Maintenance window opens.

From the Type of Person drop down list, select the people type as ‘MMSEA Claim Party Entity’.
In the Last Name field, enter the persons’ last name.

In the Middle Name field, enter the person's middle name.

In the First Name field, enter the person's first name.

In the Date of Birth field, enter the person's date of birth or select date from the calendar.

In the Also Known As field, enter any other name that the person may be known by.

In the Initials field, enter the person's initials.

In the Address field, enter the person's address. Enter the City, State, Zip, County and Country in the
appropriate fields.

In the Soc. Sec No. field, enter the person's social security number.

In the Office Phone field, enter the person's office phone number.

In the Home Phone field, enter the person's home phone number.

In the Fax field, enter the person's fax number.

In the Sex field, enter the employee's gender or select the button to select from the Code Selectionwindow.

In the EMail Type field, enter the type of email system the person uses or select the button to select from the
Code Selection window.

In the EMail Address field, enter the person’s email address.
Select the 1099 Reportable check box, if you have to issue a 1099 report for the entity.

Select the 1099 Parent button to open the Standard Entity Search page and search for the 1099 reportable
parent entity.

Select the Freeze Payment check box if you want to freeze the payments for the people.
In the NPI Number field, enter the national provider identifier number.
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22. Select the Save button.

To Set Client Information Parameters

1.

2.

© 0o N oA

11.
12.
13.
14.

15.
16.
17.

18.

From the main menu select Utilities.
The Utilities menu opens.

From the Utilities menu, choose Manager.
The Managers menu opens.

From the Managers menu, choose Client Information Set Up.
The Client Information Setup window opens.

Document Diaries Funds Maintenance My Work Reports Search Security User Documents Utilities Help

Utilitiezs == Client Information Setup

Ll

Client Information Contact Information MMSEA Medicare

Client Name: | | Tax ID: | |

ESSP #: | | Hardvsare: | |

Address: | | Installation Date: | |ﬂ
Fhane:

City: Fax:

State: | | Distribution Media: | I

Zip: | | Client Status: | |

Product: Version:

Printer: C5C Support #:

In the Client Name field, enter the name of your organization.

In the ESSP # field, enter the ESSP number of your organization.

In the Address field, enter the organization address. Enter the city, state and zip in the appropriate fields.
In the Product field, enter the RISKMASTER products your organization has purchased and installed.

In the Printer field, enter the printer type you use.

In the Hardware field, enter the brand, processor and memory for the computers on which your organization
runs RISKMASTER.

In the Tax ID field, enter the tax ID as it is required to be a responsible reporting entity.

In the Installation Date field, enter the date on which CSC installed RISKMASTER in your organization.
In the Phone field, enter your organization's phone number.

In the Fax field, enter your organization's fax number.

In the Distribution Media field, enter the diskette size for the computers on which your organization runs

4 | o
RISKMASTER or select the [ button to search from the Code Selection window.
In the Client Status field, enter the client status.
In the Version field, enter the latest RISKMASTER release number that your organization uses.

In the CSC Support # field, enter the phone number your organization uses to call RISKMASTER Customer
Support.

Complete the fields on the

e  Contact Information tab
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. MMSEA Medicare tab

19. Select the button.

To Add a New TPOC Date Record

1. On the Claimant MMSEA Data window: Beneficiary/Award/TPOC tab, from the TPOC (Total Payment

Obligation to the Claimant) Date field, select the button.
The TPOC Data window opens.

Funding Delayed Beyond TPOC Start Date: T
TROC Amount:
Date of Written Agreement:

Date of Court Approval:

ol Bl [l

Date of Payment Issue:
Mark as Deleted: Fi

[ Ok ][ Cancel ]

2. Inthe ‘Funding Delayed Beyond TPOC Start Date’ field, enter the total payment obligation to the claimant start
date beyond which funding will be delayed.

3. Inthe ‘TPOC Amount’ field, enter the total payment obligation to the claimantamount.

In the ‘Date of Written Agreement’ field, enter the date on which the agreement was written or select date from
the calendar.

5. In the ‘Date of Court Approval’ field, enter the date on which court approved the agreement or select date from
the calendar.

6. In‘Date of Payment Issue’ field, enter the date on which the payment was issued or select date from the
calendar.

7.  Select the ‘Mark As Deleted’ check box if you want to mark TPOC entry as deleted for reporting purposes.

Note: The TPOC entry record gets deleted only for reporting purposes and does not get deleted from
the database.

8. Select the OK button.

9. The Delete x is enabled only when a TPOC entry with no date in the ‘Date Received’ column is
selected.

Note: The MMSEA Medicare does not allow you to delete a TPOC record that has been filed. The
MMSEA Filed Date database value will be updated by the extract application. The Delete

X

button will physically delete a selected TPOC from your database.

10. From the Claimant MMSEA Data window, select the Diagnosis/Parties to Claimtab.
The Claimant MMSEA Data window: Diagnosis/Parties to Claim tab opens.
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11.

L}

Claimant MMSEA Data

Beneficiary f Award / TPOC Diagnosis/ Parties to Claim Product Liab/ MMSEA Returned

CDC ICD-9 Diagnosis Codes

CDC ICD-9 Dingnasis Codes

MMSEA Parties to the Claim

) Intekhab's & sons, Mohd

Mason, Perry

In the ‘CDC ICD-9 Diagnosis Codes’ field, select the ellipsis button to enter the diagnosis codes defined by the

Center for Disease Control, not by any jurisdiction or Ingenix.

The ‘MMSEA Parties to the Claim’ field displays the MMSEA party to claim record. Customer is responsible for
securing the codes and either entering or importing into them into RISKMASTER. More detail on these codes

are available at the following Us

To Add New MMSEA Parties to the Claim Record

Before you can add New MMSEA Parties to the claim, you must first create MMSEA Claim Party Entities in People

maintenance.

1.

On the Claimant MMSEA Data window: Diagnosis/Parties to Claim tab, from the MMSEA Parties to the Claim

tab, select the \—/button.

The_MMSEA Party to Claim window opens.

(= MMSEA Party to Claim - Windows Internet Explorer

Farty to Claim Representative:

Relationship to Beneficiary: | |Ff-'{
Person/Entity Name: |
Type of Representative: | |Ff-'{

| oK || cancel |

£ | i

173




RISKMASTER User Help Guide

174

10.
11.

12.

13.

14.

In the Relationship to Beneficiary field, enter the code for relationship to beneficiary type or select | * the
button to search for code.

In the ‘Type of Representative’ field, enter the representative type or select the | * | button to search for
representative type.

In the Party to Claim Representative field, enter the party to claim representative code or the ! * | button to
search for code.

Select the OK button.
From the Claimant MMSEA Data window, select Product Liab/MMSEA Returnedtab.
The Claimant MMSEA Data window: Product Liab/MMSEA Returned tab opens.

Beneficiary/ Award /TPOC Diagnosis/Parties to Claim product Liab/ MMSEA Returned

Product Liability Data

Product Liability Indicator:
Product Generic Name:
Product Brand Name:
Product Manufacturer:

Product Alleged Harm:

MMSEA Returned - Applied

MSP{Medicare Secondary Payer) Effective Date: i
MSF Termination Date: T

MSP Type Indicator: [

Disposition Code: |

In Product Liability Data section, from Product Liability Indicator field, select the | * | button to search for the
product liability indicator.

In the Product Generic Name field, enter the generic name of the product.
In the Product Brand Name field, enter the brand name of the product.
In the Product Manufacturer field, enter the product manufacturer name.

In the Product Alleged Harm field, select the ellipsis button to enter the alleged harms which the product may
cause.

From the MMSEA Retuned — Applied section, in MSP (Medicare Secondary Payer) Effective Date field, enter
the Medicare secondary payer effective date or select date from the calendar.

Note: The MMSEA Retuned — Applied section will display only by the extraction application’s returned
file.

In the MSP Termination Date field, enter the Medicare secondary payer termination date or select the date
from the calendar.

In the MSP Type Indicator field, enter the Medicare secondary payer indicator type.

Note : The value in the Disposition Code field will be set only by the extraction application’s returned
file(s). This data element is the disposition code returned by Medicare.
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15. From the toolbar, select the \E/button.

To Update Self Insured Details in the Organization Hierarchy

1.

6.

From the main menu, select Maintenance.
The Maintenance menu opens.

From the Maintenance menu, choose Org. Hierarchy.
The Org. Hierarchy window opens.

From the ‘Default Expansion Level for List' drop down list, select Facility.

Select an existing Organization Hierarchy facility and select the\_/l;;:’ button.
The Facility window: Facility tab opens.

On the Facility window: Facility tab, select the Self Insured button.
The Self Insured Info List window opens.

Document Diariez Funds Maintenance My Work Reportz Search Security User Documents Utiities Help
Maintenance == Qrg. Hierarchy m

Self Insured Info List

Certificate Effective Expiration S . . Line Of Different :
te te Authorization Organization Busi Certificate? Certificate

Jurisdiction

BEE

To add a new Self Insured Jurisdiction, select the New \—/ button.
The Self Insured Details window opens.
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10.

11.

12.

13.

14.
15.

16.

/" Self Insured Details - Windows Internet Explorer

1

s

Jurisdiction:

Certificate Mumber:

Organization Type:

| |
| |
Autheorization Type: | |
| |
| |

Effective Date:

B g ~ ~

Expiration Date:

Line Of Business: v

Is certificate name diff. from Org-Hierarchy Name? []

[ 0K ][ Cancel ]

4 | 1} ] l|

I" .1
In the Jurisdiction field, select the \_t/ button to select a jurisdiction.
In the Certificate Number field, enter the certificate number.

™Y
In the Authorization Type field, enter the type of authorization or select the \_/ button to search for it from the
Code Selection window.

P
In the Organization Type field, enter the type of organization of the self Insured or select the \_/ button to
search for it.

In the Effective and Expiration Date fields, enter the effective and expiration dates or select from the calendar.

I" Y
In the Self Insured Authorization Type field, enter the authorization type code or select the \_/«\ button to
select it from the Code Selection window.

P
In the Self Insured Organization Type field, enter the Self Insured organization type or select the \_t/ button
to select for a code type.

From the Line Of Business drop down list, select the Line of Business as All.

Select the ‘Is certificate name different from Org-Hierarchy Name?’ check box, if certificate name is different
from Organization Hierarchy name.

Select the OK button.

To Add MMSEA Data in the Entity Window

For Insurers, the change for MMSEA Medicare is on the Entity Maintenance window.
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1.

From the main menu select Maintenance.
The Maintenance menu opens.

From the Maintenance menu, choose Entity.
The Entity Maintenance window opens.
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© No O, w

10.
11.
12.

13.

14.

15.
16.
17.
18.
19.

20.
21.

Document Diarie2 Funds Maintenance My Work Reporte Search Security User Documentz Utilitiee Help

Maintenance == Entity m

CIEICVCIEN S

Entity Operating As Contact Info Supplementals

Type Of Entity | Insurers v 2
Hame | Tax Id |

Contact | Office Phone |

DBA | Alt. Phone |

Abbreviation | Fax |

Address 1 | EMail Type | o)

Address 2 | EMail |

City ||_|{0 Parent |

State |1 Tlincis q L
Zip/Postal Code |

County | 1099 Reportable F

Country | Q 1099 Parent | v
[ contractsio) || Jurisdictional License Or Code ][ mMmsEA Data |

From the Type of Entity drop down list, select the entity type as Insurers.
In the Name field, enter the entity’s name.

In the Contact field, enter the entity contact details.

In the DBA field, enter the business entity's database administrator's name.
In the Abbreviation field, enter short identifying name for the entity.

In the Address field, enter the person's address. Enter the City, State, Zip, County and Country in the
appropriate fields.

In the Tax ID field, enter the business entity's tax identification number.
In the Office Phone field, enter the entity's office phone number.

In the Alt. Phone field, enter the entity’s alternate phone number.

In the Fax field, enter the entity’s fax number.

In the Sex field, enter the employee's gender or select the| s | button to select from the Code Selection
window.

In the EMail Type field, enter the type of email system the business entity uses or select the| E | button to
select from the Code Selection window.

In the EMail field, enter the business entity’s email address.

Select the 1099 Reportable check box, if you have to issue a 1099 report for the entity.
Select the 1099 Parent check box, if you want 1099 reportable parent entity.

Select the Freeze Payments check box if you want to freeze the payments for the people.
In the NPI Number field, enter the national provider identifier number.

Select the | | button.
Select the MMSEA Data button.

The MMSEA DATA window opens and displays the Line of Business, Reporter ID, Office Code/Site ID and
Medicare Filing Schedule.

Note: The Organization Hierarchy Entity can be registered with a different reporter ID and site ID for
each Line of Business. The registration will be based on the FEIN of the Organization
Hierarchy entity at or above the Self Insured.
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Document Diaries Fund= Maintenance MWy Work Reports Search Security User Documents Utiities Help

Maintenance =* Entity m
MMSEA DATA
I | o
04
%]
Back

22. To add a new MMSEA data, select the button.
The MMSEA Data Details window opens.

Note: You cannot duplicate a Line Of Business. For example, if you selected Workers Compensation
as the LOB and entered a Reporter ID and Office Code / Site ID and saved the record, then,
you cannot use the Workers Compensation LOB for another Reporter ID and Office Code.
Each LOB is unique. If you select 'All' as the LOB, then you cannot add any other LOB.

23. From the Line Of Business drop down list, select a Line of Business.
24. Inthe MMSEA Reporter ID field, enter the MMSEA reporter Identification number.
25. In the MMSEA Office Code/Site ID field, enter the MMSEA office code or site identification number.

26. From the Medicare Filing Schedule field, enter the filing schedule for medicare or select the button to select
from the Code Selection window.

27. Select the OK button to save and close the window.
28. On the Entity Maintenance window, from the toolbar, select the button.
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Diaries

Diaries Overview

Work Process Administration (WPA ) in RISKMASTER refers to the diary system. The RISKMASTER diary system offers
strong work management capabilities. The diary system messaging function upgrades communication between system
users and enables you to send messages and diaries to other users. You can use diaries to create reminders, and to
assign, track, and prioritize tasks.

You can use a diary in three typical work scenarios:
®  Book marking records or windows for later review or work tasks.
®"  Routing work in a group based on pre-determined thresholds of time or any other criteria.

= Automatic, best practice business rule checking and diary creation. Best practices provide the business rules
and templates with benefits and pro-active triggers.

You can use different types of diaries in RISKMASTER:

=  Referenced diary/ To Do List: A readily accessible, organized list of diary tasks and the due dates for these
tasks.

e  Book marking records or windows for later review or work tasks.
e Routing wo

®  Quick diary/ Book marking: A quick and easy method of book marking claims, by attaching a claim to the diary
To Do List. The Quick diary enables the easy retrieval of a claim record.

=  Auto diary/ Best Business Practices: A tool that enables you to choose a pre-designed task option for frequently
used claim types, and to automatically assign common tasks.

=  Diary Routing: A quick and easy method of sending or assigning a diary task to another user.

=  Referenced Email: A simple messaging system between system users.

The main processes in Work Process Administration are:

=  Documentation: You can document events, claims, policies and funds using various software products, such as,
smart system functions built into business rules, auto diaries and system utilities.

= Administration: You can process and forward records by role and function and use instructions and procedures
to further organize work. Use time and event triggers to assist in keeping work on schedule.

=  Billing and Forecast: You can provide billing information and forecast using Time on Task. Time on Task
enables you to assign the time you want to spend on a diary, or to process bills, or forecast reports using
SORTMASTER .

- Reporting: You can generate reports using SORTMASTER.
Dialog

Diary List (Calendar) Window

Use to print a calendar with diaries marked on it. You can filter the diaries to include in the calendar. You can also set up
the appearance of the calendar.

To open ®"  From the main menu, select Diaries.
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Field definitions

Diary List Style

Sort Order

Diary Date Range

Print

Cancel

®"  From the Diaries menu, choose Diary Calendar.

= Select Daily to print a calendar with only one day per window.
= Select Weekly to print a calendar with one week per window.

=  Select Monthly to print a calendar with only one month per window.

Select the order that you want to sort the diaries by.

= Select Today to include diaries that are due today.
= Select Current Week to include diaries that are due during the current week.

= Select Special Date(s) to include only the diaries that are due between the dates
you specify in the From and To fields.

= Select Month/Year to include diaries that are due during the month and year that
you specify.

Select to open the Print Preview window. View your calendar and then choose Print to print the
calendar to your default printer.

Select to close the window without printing.

(User's) Diaries Window

Use to review, create and manage diaries.

Note: You can click on a column title to sort the diary list by thatcolumn.

To open

Tool Bar Buttons

Create Diary

N

Edit Diary

4]

Complete

H
»

Route

2]

Roll
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. From the main menu, select Diaries.

®"  From the Diaries menu, choose Diary List.

Select to create a new Diary.

Select to edit a new/existing diary.

Select to complete the diary task.

Select to route the diary to another user.

Select to choose the date to roll the diary.




Diaries

Allows the manager to view the diaries of other users

Peek

Select to see the diary history.

[©]

History

Choose to void the selected diary.

<
o,
o

— Choose to print the selected diary.
L= I
Print
Select to reload the diary page.
Reload

Field definitions

First|Prev| If your diary list extends to several windows, select these buttons to navigate to the appropriate
diary.
Next|Last
Priority Displays the level of importance for the task, such as:
This icon.. Indicates that...
‘ The task is Important
R The task is Required
o The task is Optional
Due Displays the date on which the task must be completed.
This icon.. Indicates that...
& The task is due in the future.
m The task is overdue.
- The task was assigned by a different user. Displays as red when
a7 overdue.
D The task was generated using Auto diary . Displays as red when
overdue.
Text Displays information about the task. Also displays whether the task is a quick diary .
Task Name Displays a description of the diary task.
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Attached Record

Parent Record

Work Activity

Claimant

Department

Claim Status

Assigned User

Assigning User

<text boxes>

Created On

Status

Regarding

Notes

To

From

Show All Active
Diaries

Show Active Diaries
Due

Show all Diaries
Related to the Claim

182

Displays the record the diary is attached to.

Displays the parent record of the diary. If the diary is created from a child record of a claim,
policy or event, this column displays the name of the parent claim, policy or event.

Note: You can open the parent record directly by selecting the link.

Displays the diary work activities.

Displays the claimant name.

Displays the department with which the claim is associated.

Displays the status of the claim.

Displays the name of the user to whom the diary is assigned.

Displays the name of the user who assigns the diary to another user.

Enter the object in the text field to filter required data.

Select a diary to display the date on which the diary was created.

Select a diary to display the diary status.

Select a diary to display the subject of the diary. The subject displays the claim number,
claimant name and the organizational level that displays on the event or claim window title bar.

Select a diary to display any additional notes related to the diary.

Select a diary to display the user to whom the diary is sent.

Select a diary to display the user from whom the diary is sent.

Select the check box to display all diaries not marked as completed.

Enter a date to display only the diaries that are due on or before that date.

Select the check box to display all diaries not marked as completed.




Diaries

Active Diaries

Diaries Due

Refresh

Show Notes

Show Regarding

4
2] (&

ﬁ

5 [

@] [i]

Select the check box to display all diaries not marked as completed.

Enter a date to display only the diaries that are due on or before that date.
Select to refresh the diary list to reflect any changes you made.

Select the check box to display the notes related to the diary under the Task Name.

Note: The Show Notes check box remains checked even after you close and open the Diary
List window as the same user.

Select the check box to display the subject of the diary under the Task Name. The subject
displays the claim number, claimant name and the organizational level that displays on the
event or claim window title bar.

Note: The Show Regarding check box remains checked even after you close and open the
Diary List window as the same user.

Select a diary and then select this button to open the Edit Diary window and edit the selected
diary.

Select a diary from this window and then select this button to open the Route Diary window.
From the list of users, select a user to assign the selected diary task to, and then select the

Route button. RISKMASTER will notify the selected user about the diaryassignment.

Note: On the Route Diary window, the check box Notify by Email is checked by default,
although you can uncheck it. This automatically sends an email notification to the
routed user as soon the user is selected to assign the selected diary task to.

Select a diary from the list and then select this button to open the Roll Diary window. On the
Roll Diary window, enter a new due date for the task and then select the Roll button.

Select to open Create Diary window and create a new diary entry.

Select to view another user's diary list. Select the Peek button to open the Diary Peek Target
Selection window and select the user whose diaries you want to view and then select the Save
button.

Select a diary from the list and then select this button to open the Void Diary window. On the
Void diary window,

= Select From and To dates to delete all diaries with due dates that fall betweenthe
dates you entered.

= Select the Void button to delete the selected diaries, or the Cancel buttonto
close the window without deleting diaries.

Select to open the Diary History window.
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Create Diary Window

Use the Create Diary window to create a new diary task.

To open

Tool Bar Buttons

E-Save
@Cancel

Field definitions

Assign Diary To

Task Name

Attach To

Due Date/Time

Work Activities

Estimate Time
(Hours)

Issue only on
Completion Date

Issue Every

Priority

Notes

Automatic
Notification When
Completed
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+
On the (User's) Diaries window, select the m button.

Select Save Button to save a diary.

Select cancel button to cancel a diary without saving the changes.

Select the user you want to assign this diary to.

Enter a descriptive name for the diary task. If you open the Create Diary window from a claim
or event, this field is automatically populated.

Select the search button to open the Search window and select the claim for which you want to
create a diary.

Enter the date and the time when you want the task to be completed or select the calender
button to enter date from a calendar.

Note: You must enter time in the format xx:xx, with a colon : between the hours and
minutes. The time you enter defaults to AM.

Select the search button to open the Create Diary window and from the drop down list select a
work activity description.

You can add multiple work activities.

Enter an approximate time in hours to complete the diary.

Select the option to issue diary reminders on the due date only.

Select the option to issue diary reminders at intervals of the number of days you enter.

From the drop down list, select the importance you want to assign to the task.

Enter additional comments for the diary.

Select to automatically notify users for this diary, when the diary is marked as completed.




Diaries

Notify by Email Select the check box to automatically send an email notification to the assigned users as soon
as a diary is created or updated.

Note: By default this check box is checked. You can uncheck it. For email notification to be
sent,a valid email address must be set up in the Security Management System for
assigned users or for the user creating the diary.

Automatic Select the check box to automatically notify users associated with this diary when there is
Notification when delay in completion of the diary.
Late

(User's)Diary History Window

Use to display your completed diary tasks. You can view the diary completion dates, completion responses and expenses
your organization spent on the task.

To open From the (User's) Diaries window, select the Diary I—-I button.

Field definitions

First|Prev| If your diary list extends to several windows, select these buttons to navigate to the appropriate
diary.
Next|Last
Priority Displays the level of importance for the task, such as:
This icon.. Indicates that...
. The task is Important
R The task is Required
o) The task is Optional
Due Displays the date on which the task must be completed.
This icon.. Indicates that...
o The task is due in the future.
E The task is overdue.
. The task was assigned by a different user. Displays as red when
a7 overdue.
D The task was generated using Auto diary . Displays as red when
overdue.
Text Displays information about the task. Also displays whether the task is a guick diary .
Attached Record Displays the record the diary is attached to.
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Work Activity

Claimant

Department

Claim Status

Refresh

Delete

Cancel

Displays the diary work activities.

Displays the claimant name.

Displays the department with which the claim is associated.

Displays the status of the claim.

Select to refresh the diary list to reflect any changes you made.

Select a diary and select the button to delete the record.

Select to close the window.

Attach Diary Window

To open

Field definitions

Assign Diary To

Task Name

Due Date/Time

Work Activities

Estimate Time
(Hours)

Issue Only On
Completion Date
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=  Search for the claim or event you want to attach diary to.

®  The event opens in the Event window or the claim opens in a Claimwindow.

L] From the toolbar, select the . button.

Select the user you want to assign this diary to.

Enter a descriptive name for the diary task. If you open the Create Diary window from a claim
or event, this field is automatically populated.

Enter the date and the time when you want the task to be completed or select the calender
button to enter date from a calendar.

Note: You must enter time in the format xx:xx, with a colon : between the hours and
minutes. The time you enter defaults to AM.

Select the search button to open the Create Diary window and from the drop down list select a
work activity description.

You can add multiple work activities.

Enter an approximate time in hours to complete the diary.

Select the option to issue diary reminders on the due date only.




Diaries

Issue Every

Priority

Notes

Automatic
Notification When
Completed

Notify by Email

Automatic
Notification when
Late

Save

Cancel

Select the option to issue diary reminders at intervals of the number of days you enter.

From the drop down list, select the importance you want to assign to the task.

Enter additional comments for the diary.

Select to automatically notify users for this diary, when the diary is marked as completed.

The defaulted checked check box automatically sends an email notification to the assigned
users as soon as diary is created or updated.

Note: The check box Notify by Email is checked by default although user can uncheck it. Users
who have been assigned the diary or who created the diary must setup a valid email
address in Security Management System.

Select to automatically notify users for this diary, when there is delay in generation of the diary.

Select the button to save the diary.

Select the button to close the window without saving your changes.

View Record Diary

This window displays the diaries for a specific claim or event.

To open

Field definitions

Active Diaries

Diaries Due

Show Diaries For

Active Record Only

Search for the claim or event you want to view record diaries for.
The event opens in the Event window or the claim opens in a Claim window.

From the toolbar, select the View Record Diaries button.

Select the check box to display all diaries not marked as completed.

Enter a date to display only the diaries that are due on or before that date or select the
calender button to select from a calendar.

Select the check box to display all diaries attached to a record not marked as completed.
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Show All Diaries

Related to this Claim

Refresh

Show Notes

Show Regarding

F ©

= [
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Select the check box to display all diaries related to this claim not marked as completed.

Select to refresh the diary list to reflect any changes you made.

Select the check box to display any additional notes related to the diary under the Task Name .

Select the check box to display the subject of the diary under the Task Name .The subject

displays the Claim Number, Claimant name and Department.

Select a diary and then select this Complete button to open the Diary Task Completion window
to mark the selected diary as completed.

Select a diary and then select this Edit button to open the Edit Diary window and edit the
selected diary.

Select a diary from this window and then select the Route button to open the Route Diary
window. From the list of users, select a different user to assign the selected diary task to and
then select the Route button. RISKMASTER will notify the selected user about the diary
assignment.

Select a diary from the list and then select this Roll button to open the Roll Diary window. On
the Roll Diary window, enter a new due date for the task and then select the Roll button.

Select to open the Create Diary window and create a new diary entry.

Note: When you check the ‘Show Diaries For Active Record Only’ check box, and select the
Create button, the ‘Create Diary* pop up window opens and after completing the fields
on the pop up window and selecting the Save button, the diary will automatically attach
to the active record. When you uncheck the ‘Show Diaries For Active Record Only’
check box, and select the Create button, the ‘Create Diary* pop up window opens and
after completing the fields on the pop up window and selecting the Save button, the
diary will not be able to get attach to the active record.

Select to view another user's diary list. Select the Peek button to open the Diary Peek Target
Selection window and select the user whose diaries you want to view and then select OK.

Select a diary from the list and then select this Void button to open the Void Diary window. On
the Void diary window,

. Select From and To dates to delete all diaries with due dates that fall betweenthe
dates you entered.

= Select Void to delete the selected diaries, or Cancel to close the windowwithout
deleting diaries.

Select to open the Diary History window.




Diaries

Diary Header Configuration Window

To open

Field definitions

<Check boxes>

<text boxes>
Default
Save Configuration

Select All

Unselect All

From the main menu, select My Work

From the My Work menu, select Header Configuration

On the Header Configuration window, select the Diary Config tab.

Select check boxes for each of the column header (Priority ,Due, Text,Attached
Record,Work, Activity,Claimant, Department,Claim Status, ) that you want to
display on the Diary List window.

Enter the label of each of the respective column header .
Select the button to restore the default column header name.
Select the button to save the settings.

Select the button if you want to display all the columns on the Diary List window.

Select the button if you do not want to display any column on the Diary List window.

Diary Task Completion Window

Use the Diary Task Completion window to mark diaries as completed.

To open
Field definitions

Completed On

Completion
Response

Track Time/Expenses
for Task

Start Time

End Time

Total Time Spent
(hrs)

Expenses

From the (User's) Diaries window, select a diary to edit and then select the Complete button.

Enter the date and time when you completed the diary.

Enter comments about diary completion.

Select the check box if you want the system to calculate and track the time and expenses your
organization spent on this task.

Enter the time when you started working on the task.

Note: You must enter time in the format xx:xx, with a colon : between the hours and
minutes. The time you enter defaults to AM.

Enter the time when you stopped working on the task.

Enter the number of hours you spent on this task.

Enter the total amount your organization spent on this task.
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Notify Task Assigner  Select the check box to send an email to the person who assigned this task to you, telling the

of Completion person that you completed the task.

Save Select to mark the diary as completed and to save the time and expense information you
entered.

Cancel Select to close the window without saving your changes.

Diary UX enables to change the look & feel of Diary List window that is more user-friendly. Tool bar on the top of diary grid
helps user to access various functions of diary on a single screen.

Use to sort and print a list of diaries. You can filter the list of diaries to include only those diaries that satisfy certain
criteria, before you print.

. From the Diaries menu, choose Diary List.

To open =
= From the Diary List window, select the Diary List! * # | ution.

Tool Bar Buttons

Select to create a new Diary.

Create Diary

Select to edit a new/existing diary.

N

Edit Diary

Select to complete the diary task.

4]

Complete

Select to route the diary to another user.

2]
-

Route

Select to choose the date to roll the diary.

%]

Roll

Allows the manager to view the diaries of other users

o
[]
[©]
x

Select to see the diary history.

[©]

History

Choose to void the selected diary.

Void
— Choose to print the selected diary.
Print
Select to reload the diary page.
Reload
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Fields Definition

Diary Selection

Priority

Due

Task Name

Work Activity

Routable

Rollable

Assigned User

Assigning User

Assigned User's
Fullname

Claimant

Department

Parent Record

Displays the priority of the diary.

Display the due date for the diary.

Display the name of the task done or to be done for the diary.

Display the activity on a diary.

Display the status in yes/no whether the diary is routable or not.

Display the status in yes/no whether the dairy is rollable or not. .

Display the name of the user to whom the diary has been assigned.

Display the name of the user who assigns the diary.

Display the full name of the user to whom the diary has been assigned.

Display the name of the claimant.

Display the record attached with the diary. For example: Fund, Claim etc.

Display the parent claim record for selected diary.

Edit Diary Window

Use it to edit the diary information.

To open

Field definitions

Task Name

Due Date/Time

,\
From the (User's) Diaries window, select a diary to edit and then select the L—l button.

Enter a description of the diary task.

Enter the date and time when you want the diary to be completed.

Note: You must enter time in the format xx:xx, with a colon : between the hours and
minutes. The time you enter defaults to AM.
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Attached Record

Work Activities

Estimate Time

Priority

Notes

Automatic
Notification When
Completed

Notify by Email

Automatic
Notification when
Late

How To

Displays the event or claim record with which your diary is associated.

Select the search button to open the Create Diary window and from the drop down list select a
work activity description.

You can add multiple work activities.

Enter an approximate time in hours to complete the diary.

From the drop down list, select the importance you want to assign to the task.

Enter additional comments for the diary.

Select the check box to automatically notify users for this diary, when the diary is marked as
completed.

Select the check box to automatically send an email notification to the assigned users as soon
as a diary is created or updated.

Note: By default this check box is checked. You can uncheck it. For email notification to be
sent,a valid email address must be set up in the Security Management System for
assigned users or for the user creating the diary.

Select the check box to automatically notify users associated with this diary when there is
delay in completion of the diary.

Select the button to save your changes and close the window.

Select the button to close the window without saving your changes.

To Create a Diary Task

1. From the main menu, select Diaries.
The Diaries menu opens.

2. From the Diaries menu, do one of the following:

o

8]
®  Choose Diary List and select the ! button.

Choose Diary Calender and select Create diary button.

The Create Diary window opens and a Diary List node displays under Diaries in the navigation tree.

3. From the Assign Diary To list, select a user to assign the task to.
4. Inthe Task Name field, enter a diary task name.

5. From the Attach To field, select the

button to open the Search window and select the claim for which you

want to create a diary.
6. Inthe Due Date/Time field, enter the date and the time when the diary task is due.
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Note: You must enter time in the format xx:xx, with a colon : between the hours and minutes. The time you enter
defaults to AM.

7. From the Work Activities field, 