
December 24, 2013 

To: K-12 Carriers 

From: Peggy M. Reddy, Benefits Consultant, Treinen Associates 
Cell Phone: 206.484.4845 
 
RE: Year 2 - New ShareFile Application for Data Call Submissions 

K-12 Carrier ShareFile Setup, Password, Configuration 

 
To submit data, or revisions to any carrier data, carriers must use “ShareFile”, a custom-branded password-

protected application where carriers will be able to exchange files and submissions securely.  

Please do not password-protect or encrypt your spreadsheet because the Treinen team will not be able to 

process it and it will be rejected. Thank you.  

Thanks for providing the Treinen team with your contact list. Each person on your contact list should have 

received a notification from Y2DataCallTeam@Treinen.com when an account has been set up on the ShareFile 

website for your company. In the notification e-mail each user is instructed to click on a unique link (within the 

e-mail) which will take the user to the ShareFile website for registration. The user clicks the link in the e-mail, 

and once on the ShareFile site, is prompted to change the password. 

The user can now upload files to or download files from the ShareFile folder that their e-mail address is 
associated with. All users within a given carrier have exactly the same profile in terms of access rights and user 
privileges. 

Submission Process and Confirmations 

 

Please acknowledge1 receipt of the Data Call Instructions to the commissioner’s mailbox 
5940survey@oic.wa.gov . The acknowledgement must include the contact person's name, e-mail address, and 
telephone number. Also, send an acknowledgement to Y2DataCallTeam@Treinen.com.  

 

All communications between ShareFile and each carrier will use this e-mail: Y2DataCallTeam@Treinen.com. 
Send all submissions to ShareFile directly. Send all correspondence in Year 2 to Peggy Reddy at 
Peggy@TreinenAssociates.com and copy Y2DataCallTeam@Treinen.com. Please discontinue use of the Year 1 e-
mail address. 

 
All of a carrier’s ShareFile users are set up to be notified each time any activity occurs with respect to their 
ShareFile folders. Each time a carrier submits data via ShareFile, the carrier’s ShareFile contacts will 
automatically receive a confirmation e-mail from ShareFile indicating that the Treinen team received the 
carrier’s data submission. However, individual ShareFile users may configure their own notification settings and 
preferences that they want. Individual users may add or delete other ShareFile contacts within their 
organization. Any carrier contact can log onto their organization’s ShareFile account in order to upload or 
download data. 

                                                           
1 Acknowledgement is required pursuant to WAC 284-198-050. 
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When a carrier submits data, the project team will automatically validate and process the data using an 

application built for this purpose. The sequence for acceptance or rejection of data submissions and steps for 

required corrections follows: 

1) Each ShareFile user within your organization will receive an e-mail stating that your data has been accepted 
or rejected. If the data is rejected, the carrier’s ShareFile account will receive the rejected file with the errors 
and or warnings noted. The carrier is required to log into ShareFile, retrieve their ‘return file’, and make 
corrections. 

 

2) When the carrier retrieves the return file, ShareFile automatically sends an e-mail to the Treinen project 
team informing them that the carrier has downloaded their respective file.  

 

3) Once the carrier makes corrections to the Data Collection Spreadsheet (and has named it according to the 
version-naming convention described below), the carrier uploads the corrected data file to ShareFile. 

 

4) The cycle continues until the data within the Data Collection Spreadsheet is accepted. Each carrier will 
receive an e-mail upon acceptance of the carrier’s Data Collection Spreadsheet file.  

Template Files and Data Submission Format 

 
The Data Call instructions include template files in CSV format as part of this Data Call. Save or import the CSV 

file to the XLSM Data Collection Spreadsheet format. The CSV file may be found on the OIC website at 

http://www.insurance.wa.gov/companies/information-about-insurers-companies/special-data-call/k-12-health-

benefits-data-collection/carriers 

Please submit carrier data in a single XLSM spreadsheet matching the XLSM template provided with these 

instructions. The file includes twelve separate tabs; the first is the instructions tab and the remaining are 

associated with the 11 Sections of the Data Call.  

Data File Naming Convention 

 

When saving the Excel spreadsheet that contains your carrier’s data, please use the following naming 
convention: Carrier-Vnn.xlsm where: 

Carrier  is a shortened version of the carrier name  
nn is the version (reflecting the number of times you have previously submitted data); the first time 

you submit data, please use V01 and then increment the version number V02, V03, V04 etc. with 
each of any subsequent resubmissions. 
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Timelines / Next Steps 

 

12/17/13 Date that the draft Data Call (Carrier Data Collection Spreadsheet and Carrier 

Instructions) was distributed to carriers for review.  

 

12/18/13 Individual ShareFile accounts were set up for all carriers. A notification email was be 

sent from ShareFile (Y2DataCallTeam@Treinen.com) asking each user to log into their 

ShareFile account and change the password.  

 

12/16/14 - 1/15/14 Carrier Review period. During this time, carriers are invited to review and provide 

feedback on the draft Data Call, and on the new submission method (ShareFile.com).  

 

1/9/14   Stacy Middleton, OIC Project Manager, will sponsor a conference call on this date. One 

item on the agenda will be to discuss the draft Data Call and answer carriers’ questions.  

 

1/15/14 Carrier Review is complete. By this date, carriers should have provided comments on 

the draft Data Call.  

 

1/30/14 On this date the final version of the Carrier Data Call will be posted to the OIC website at 

http://www.insurance.wa.gov/companies/information-about-insurers-

companies/special-data-call/k-12-health-benefits-data-collection/carriers 

 

February 2014 Carrier training in the form of detailed walkthroughs of the carrier data call. Dates and 

times TBD. 

 

2/6/14 Stacy Middleton, OIC Project Manager, will sponsor a conference call on this date. One 

item on the agenda will be to discuss further questions or issues arising from the Carrier 

Data Call. 

 

5/31/14 Deadline for all carrier data submissions. 

 

For questions please contact Peggy Reddy at Peggy@TreinenAssociates.com with copy to 

Y2DataCallTeam@Treinen.com.  

 

Thank you! 
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