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TERMS OF USE

The information contained herein is licensed, trade-secret and proprietary and may not
be used, disclosed or reproduced without permission of the licensing authorities, WSIPC
and/or Skyward, Inc. As a condition of use, the User agrees to protect and keep the
information from disclosure or falling into the public domain. The failure to comply with
this agreement may result in the immediate termination of the User’s right to access the
information.

COPYRIGHT

©Copyright 2013 by NorthEast Washington ESD 101. All rights reserved.

Reproduction of any part of this manual in any medium without the express and written
permission of NorthEast Washington ESD 101 (NEWESD 101) is prohibited by law.

This edition is printed in the United States of America.

The contents may be corrected or modified by revisions without prior notice. Pages may
be added, deleted, or changed as required.

The NEWESD 101 logo is a registered trademark of NorthEast Washington ESD 101. The
WSIPC logo is a registered trademark of Washington School Information Processing
Cooperative.

Skyward® is the registered trademark for Skyward, Inc. located in Stevens Point,
Wisconsin.

NEWESD 101 complies with all federal and state regulations and does not discriminate
on the basis of sex, race, creed, religion, color, national origin, age, veteran or military
status, sexual orientation including gender expression or identity, the presence of any
sensory, mental, or physical disability, or the use of a trained guide dog or service
animal by a person with a disability in its programs and activities, and provides equal
access to the Boy Scouts and other designated youth groups. Inquiries regarding
compliance and/or grievance procedures may be directed to: ADA/Title IX Officer,
Michelle Powers, 509.789.3504 * Section 504 Coordinator, Helene Paroff, 509.789.3538
* 4202 S. Regal Street, Spokane, WA 99223.
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Introduction

To assist in accommodating the Year 2 - OIC Request for K-12 Health Benefit Data,
WSIPC has created an interface in Skyward that will allow each district to create an
extract, specific to its data.

The interface and extract process provides the ability to extract the appropriate data,
and create and populate that data into the six .CSV files. This provides the district with
full control over the parameters for the data contained in the extract as well as the
ability to generate the extract files at any time.

The due date for the OIC Data Collection is May 31, 2014.

Configuring the Generate OIC Extract Data Screen

Menu Path: Web Human Resources\Federal/State Reporting\Federal/State
Reporting\Washington State Reporting\State Reports\Office of the Insurance
Commissioner Report\Extract Office of the Insurance Commissioner Data

Below is an example of the configured Generate OIC Extract Data screen

Generate OIC Extract Data W

* Repart Year;| 2013 W' Use Insurance Tracking to Setup OIC data
* Export Directory: [\\Esd101-prog-01\Evergreen (Stevens) (33205 )\ExportiFin_Sed Test

[=l Choose Salary Negotiations Plan to Report From

i ; * Select Salary Negotiations Plan:
Plan vear:[2013 = |rs-275 2013-2014 =]

=l Payroll Selection
Seq ID Check Date Check Type

Payroll Methad: @ Dates ¢ Select Payrolls - _
Select Payrolls sHone Selected

* Check Date Range[10/01/2013 _|[=3] to [10/31/2013 |[]

= Vendor Payments
Medical, Dental, Yision Yendor Selection HCA Carveout and Supplemental Yendor Selection

WEA SELECT PLANS DENTAL WASHINGTON STATE TREASURER
WEA SELECT PLANS VISION
WEA SELECT PLANS MEDICAL

Medical Plans
Coverage Category Cross-Reference:

Medical Plans Lz_l] Li{) Add
Carrier Name a Plan Code Plan Name Approved Plan Name Eciit
b WEA Select Plan 2 Plan 2 WES Select Plan 2
b WES Select Plan 3 Plan 3 WEA Select Plan 3
b WEA Select Plan S Plan 5 WES Select Plan S
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The Generate OIC Extract Data interface allows data to be specified to accommodate
the following fields and areas. Below is detailed information regarding how to enter data
into the interface.

Report Year
This field identifies the report year for this year’s extract. Enter 2013

* Report Year:| 2013

Use Insurance Tracking to Setup OIC data

Check this box if your district uses Insurance Tracking. Leave this box unchecked if your
district doesn’t use Insurance Tracking but instead uses the Payroll Deduction and
Benefits to track insurance related costs. If this box is checked, the Coverage
Category Cross-Reference link appears towards the bottom of the Generate OIC
Extract Date screen.

W' Use Insurance Tracking to Setup OIC data

NOTE Districts that have some employees in Insurance Tracking and have
other employees that only utilize the Payroll Deduction and Benefits to
identify their insurance coverage will be required to choose one of these
configuration settings for the extract. In this case manual manipulation
will be required within the CSV files.

Export Directory

This identifies the location of the generated .CSV files. Please note that this must be a
UNC path. This means that it cannot be a directory on your computer but instead the
directory must be accessible by the print queue server.

Example Export Directory:
* Export Directory:|}\Esd101-prog-01\Evergreen (Stevens) (33205 )\ExportiFin_Sed

Test the file once the Salary Negotiations Plan, Check Date Range Start and End Date,
and Vendor Payment information has been entered. The Test process validates the
export directory. A report is generated in the Print Queue indicating whether the
directory was found.

Choose Salary Negotiations Plan to Report From

Plan Year

This field identifies the plan year for which the Salary Negotiation plans will be selected.
Enter 2013.

* Plan "f‘ear:[ 2013 Z'
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Select Salary Negotiations Plan

Select the Salary Negotiations Plan that the extract will run against. This should be the
S-275 Plan used for your district’s initial S-275 submission for 2013-14. If your district
has more than one S-275 plan, select the combined plan that was used to report the
initial S-275.

* Selact Salary Negotiations Plan:
|*s-275 2013-2014 =

Payroll Selection
Payroll Method: Dates or Select Payrolls
Select Dates to enter the Check Date Range of checks to be included in the extract.

=] Payroll Selection
Payroll Method: @ Dates © Select Payralls

* Check Date Range[09/01/2013 || to [09/30/2013 |4

Select Select Payrolls to enable the * Select Payrolls button and choose specific
payrolls. Click the *Select Payrolls button.

=l Payroll Selection
Seq ID Check Date Check Type

Payrol Method: C Dates  © Select Payrols
Hone Selecred

Check Date Range| to

The Payroll Selection Browse appears with a list of payrolls. Click the check box in
the Select column to select the payroll and then click Save.

Payroll Selection Browse @ OS2

Sort Order
@ Check Date

Display Check Types

WV Regular W Quick void WV manual W manual void € payroll Sequence ID
Views: IHiscorical Payroll Runs j F;It_er5_| *Skyward Default j Y [ @_] L;Q]
CheckDateiv: Pn;?r\u‘;%”ae Pos'::ggate Sequei?:‘gﬁil)l Check Nu;z\;‘: Check I‘Iu:l;?‘:r: Deposit Nurll;g:; Deposit l\lun:‘l‘:ug;vl Checklvpe et Unselect
0z/28/2014 = 02/28/2014 @ 02/28/2014 597 101247 101251 900000368 900000376 Regular O &
01/31/2014  01/31/2014 = 01/31/2014 589 101213 101215 900000360 900000367 Regular r

01/03/2014  01/03/2014  01/03/2014 582 900000359 900000359 Regular r Back
12/31/2013 12/31/2013 12/31/2013 572 101180 101183 900000351 900000358 Regular r -
11/27/2013 11/27/2013 11/27/2013 556 101151 101154 900000342 900000350 Regular r

11/08/2013 11/08/2013 11/08/2013 548 900000341 900000341 Regular O

10/31/2013 10/31/2013 10/31/2013 542 101113 101116 900000333 900000340 Regular O

AnosaA AR A Anosan AR A Ansan AT A mel o ameman e e —

The paycheck(s) or payroll(s) containing premiums for October coverage of the current
fiscal year must be selected. For example, if a district prepays premiums by paying
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October premiums through September payroll, the September payroll data should be
selected.

Vendor Payments

Medical, Dental, Vision Vendor Selection

This area allows each vendor that received payment for medical, dental or vision
premiums in the previous (2012-13) fiscal year to be selected.

» Click Medical, Dental, Vision Vendor Selection. Click Add and the Medical,
Dental, Vision Vendor Payment Maintenance screen appears. Use the
*Vendor link to select a vendor from the list or just begin typing the vendor name
into the Vendor field. Enter the OIC Official Carrier Name. See the below note
for the OIC Official Carrier Names.

» Save each individual record and add additional records as necessary.

Medical, Dental, Vision Yendor Payment Maintenance o)
* Vendor: [ WEA SELECT PLANS MEDICAL  \WEA SELEDD2
QIC Official Carrier Name: [Premnera | Back
NOTE The OIC Official Carrier Names are:

+ Aetna

+ Group Health

+ Kaiser

« KPS

- PEBB

* Premera

« Providence

* Regence

« UHC

e Other

The official carrier names are only required for medical vendors.

+ When finished adding all vendors for medical, dental and vision click Save Vendor
List from the Medical, Dental, Vision Vendors screen.

Medical, Dental, Vision Vendors [ I B
Medical, Dental, Vision Yendors &) LH Add
Nalpha Key a Vendor Carrier Name Edit
WES SELEODD  WES SELECT PLANS DENTAL Premera _’;] Delete
WES SELEDOD1  WEA SELECT PLANS WISION Premera -

7 Save
WEA SELEOD2 | WEA SELECT PLANS MEDICAL YYenwor List

Back
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NOTE Premium amounts for Medical, Dental and Vision vendors should not
include Cobra payments. Districts that do not use separate vendor
codes for Cobra payments will need to manually subtract those
amounts from the Section 3 CSV file.

HCA Carveout and Supplemental Vendor Selection
This area allows districts to select insurance related vendors that the district paid HCA
Carveout and Supplemental medical fees to in the previous (2012-13) fiscal year.

» Click HCA Carveout and Supplemental Vendor Selection. Click Add and the
HCA Carveout and Supplemental Vendor Payment Maintenance screen
appears. Use the *Vendor link to select a vendor from the list or just begin typing
the vendor name into the Vendor field. The OIC Official Carrier Name is not
required for these vendors.

« Save each individual record and add additional records as necessary.

HCA Carveout and Supplemental Yendor Payment Maintenance -
* Wendor: \WASHINGTON STATE TREASURER v WASHINGTOO1
QIC Official Carrier Name: Back

«  When finished click Save Vendor List from the HCA Carveout and
Supplemental Vendors screen.

HCA Carveout and Supplemental Vendors @S |7

HCA Carveout and Supplemental Yendors H & Add

Malpha Key & Yendor Carrier Name Eciit

WASHINGTOO1 |WASHINGTON STATE TREASURER - Emres

Save
Yenclor List

Back

Medical Plans

Coverage Category Cross-Reference

This link is only displayed if the check box Use Insurance Tracking to Setup OIC
data is checked. If your district doesn’t use Insurance Tracking you can move to the
Medical Plans section below. The Coverage Category Cross-Reference area is
used to create a mapping of each Insurance Tracking Coverage Code to its State OIC
Code as defined by OIC.

« Click the Coverage Category Cross-Reference link. The Coverage Codes
screen appears. Highlight the coverage code record and click Edit.
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Coverage Codes W 5 7
]

Wiews: |Gene1u.|. LI Eilters: I *3kyward Default j hid m| .,:gJ U{ addl
Coverage Code & | Description Coverage Type  Reducz Pool | St
L ch Singe E celete

P Conv Unknown Single Back

» EC Emp, Ch Family Er

P ES Emp, Sp Family Er

» ESC Emp, Sp, th Family Ei

| ] Sp Single

» aC Sp, Ch Single

» Within the Coverage Code Maintenance screen select the appropriate State OIC
Code and click Save.

Coverage Code Maintenance @ O =

Coverage Code

Coverage Code: E Back
* Description:
* Coverage Type: @ Single € Family
[ Eeduce ool tinly
State OIC CDI:IE!:IEE - Employes Only L]

» Repeat this process and when finished click Back.

Medical Plans

This area allows districts to identify either the Medical Plans to be included when using
Insurance Tracking, or the Payroll Deduction and Benefit codes and their coverage-tier
dollar amounts when using the Payroll Deductions and Benefits.

* Click Add within the Medical Plans area.
»  Within the Medical Plan Maintenance screen:
o Enter the Carrier Name. This identifies the insurance carrier name that

your district defines.

o Enter the Plan Code. This identifies the Plan Code that your district defines
for this carrier. Insurance Tracker users may want to use the IT Plan Code
and districts that don't use Insurance Tracker may want to use the Ded/Ben
code.

o Enter the Plan Name. This identifies the user defined Plan Name associated

to this plan and carrier.

o The Approved Plan Name is not needed and can be left blank.

o Click Save and Add Again. Continue adding plans and when finished click
Back.

Skyward OIC Data Extract 8 Rev: February 2014



Medical Plan Maintenance

Cartier Narme: [WEA Select Plan 2 | Save

* Plan Code: [Plan 2 ] Save and

* Plan Name: WEA Select Plan 2 || 2dd Again
Approved Plan Name: | | Back

o Within the Medical Plans area, highlight the first record and use the caret to
expand the Medical Plan record.

Medical Plans
Coverage Cateqgory Cross-Reference:

Medical Plans @_] @Q Add
Carrier Name a Plan Code Plan Name Approved Plan Name Eciit
B We Exy Chocepln [ WEAEASY  |[WeaBsyCroceplon | | I[N
o Do one of the following:
o If your district doesn’t use Insurance Tracking and the Use Insurance
Tracking to Setup OIC data is not checked, click Add
Deduction/Benefit.
* Enter the Deduction Code and Benefit Code associated with this
medical plan.

» Within the Coverage Tier areg, fill in the premium rates.

= [E2 and F2 are for districts that break out their coverage tiers to an
additional level. This is uncommon; if it is not applicable to your
district leave the value at 0.0000.

» Click Save and follow the same process for each medical plan.

Deduction/Benefit Information ]

Deduction Code: 40110  |w MEDICAL-WEA/APA | R |
Benefit Code: |40110 v |MEDICAL-WEAJAPA

Save and
Coverage Tier Add Again
EE(Employee Only 485.9000 s

3 .
ES(Employee plus Spouse): .
EC(Employee plus Children):
EF(Employee plus Farmily):
E2(Employee plus 2):[  0.0000]
F2(Employee plus Spouse plus 2); | 0.0000
o If your district uses Insurance Tracking and the Use Insurance Tracking to

Setup OIC data is checked, click Add Insurance Plan.

= Click the insurance plan(s) that is associated with this Carrier Name
medical plan record and click Select. If you are using a separate
minimum deduction plan, make sure you select that plan in addition
to the primary benefit plan.
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Insurance Plans

Wiews: |General LI Filters: |*5kward Defaulc:]

Plan &

P DENTAL
PLAN 2
PLAN 3
PLAN 5
PLAN3MD PLAN 3 MINIMUM DEDUCTION
VISION VISIOMN PLAN &

WEAEAMD WEA EASYCHOICE MIMIMUM

vVVvVvTVYTVvew

Description

DENTAL

WEA SELECT PLAN 2
WES SELECT PLAN 3
WEA SELECT PLAN S

DECUTIO

Insurance Company

WEA SELECT PLANS DENTAL
WEA SELECT PLANS MEDICAL
WES SELECT PLANS MEDICAL
WEA SELECT PLANS MEDICAL
WES SELECT PLANS MEDICAL
WEA SELECT PLANS VISION
WEA SELECT PLANS MEDICAL

Invoice Type
Regular
Regular
Regular
Regular
Regular
Regular
Regular

Start Date

10/01/2013
10/01/2013
10/01/2013
10/01/2013
10/01/2013
10/01/2013
10/01/2013

End Date

Use FTE

Age Based

@ U S
LAY =

E

E

WEA EASYCHOICE PLAN WEA SELECT PLANS MEDICAL woyzorz | [ [ [

= Repeat this process for each medical plan.

Renaming Last Year’s Extract Files

Before generating this year’s OIC Data extract files, consider whether you wish to retain
last year’s files for historical purposes (retaining the files is recommended). To retain
last year’s CSV files, they must all be renamed before running the Generate process.
Note that if you do NOT rename last year’s CSV files, they will be overwritten. To

rename the files follow the process below.

Navigate to the location of the CSV files and highlight the first CSV file.

& \\Esd101-prog-01\Evergreen (Stevens) (33205)\Export\Fin_Sec

He Edt

Yiew Favortes TJook Hep

Qebask - ) - T | ) seweh

Folders | [T~

| Agcress | ) 11Esd101-prog-01{Evergreen (Stevens) (33205 )\ExportiFin_Sec

File and Folder Tasks

@ Rename this file

Gy Move this fie

[) Copy ths fie

&) Publsh this file to the Web
(3 E-mall this file

@ Print this file

¥ Delete this file

Other Places

3 Export

L) My Documents

§ ESDIOIMF-Z5
&3 My Network Places

Details
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Name

|

size | Type

[) F195332055ALD130705T045. ..
[) F1953320501 307051085 741....
[ F19533205D1 30705 TO93107. ...
[5) F195332085ALD1 3070510493, ..
[2) F1953320501 307057 110300. ...
[) F19533205D130710T161010....
[7) F1953320501 30711 TOT1741......
[£) F1953320554LD1307 11 1071 ...
[) F195332055ALD130715700....
[5) F19633205D1 307 1STOSOS1S. ..
I: F196332050130903T143157....
[ APP332050130924T091427C. ..
[5) F19633205D1 30926T074324. ..
[2) F1963320501 31021 T102923.....
[ F196332050131022T111457.....
[5) APP33205D131115T102122C. ..
[2) APP332050131121T105158C. ..
[5) APPA320S01 31211 T100018L. .,

= W2REPORT
= penacha. 205
I ;

Right click on the file and select Rename.
Modify the file name, i.e. SD33205_Section12012.csv. In this example the reporting
year was added to the end of the file name.

Repeat this process for all CSV files from last year.
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2K
9k8
9¥B
2KB
9k8
KB
9¥8
2KB
2¥KB
9K8
7k8
KB
7k8
7¢B
TK8
4K8
4¥8
4KB
19k8
2KkB
168
2KB
1k8

Text Document
Text Document
Teaxt Docurment
Text Document
Text Document
Text Docurmant
Text Document
Text Docurment
Text Docurmant:
Text Document
Text Docurment
Text Document
Text Document
Taxk Docurent
Text Document
Text Document
Text Document:
Text Document
File

205 File

Text Docurment
Microsoft Office Exc...
Microsoft Office Exc...

Add
Eciit
Delete

Back

?



Generating Extract Files And Saving Your
Configurations

After configuring the entire Generate OIC Extract Data screen the CSV files can be
generated.

NOTE The Section 2 CSV file will not be generated by the extract; however
districts will be required to answer the Section 2 questions directly in
the spreadsheet.

« Click Save to save the current configuration settings.

Generate OIC Extract Data

* Report Year: 2013 V' Use Insurance Tracking to Setup OIC data
* Export Directory:[\\Esd101-prog-01\Evergreen (Stevens) (33205)\Export\Fin_Sed Test

[=l Choose Salary Negotiations Plan to Report From

; * Select Salary Negotiations Plan:
* Plan Year:|2013 'I [s-275 z013-z01a =]

[=l Payroll Selection

Payroll Method: @ Dates © Select Payralls c e R
Select Payrolls #one Selected

* Check Date Range[og/o1/2013 |74 to [09/30/2013 |4

= Vendor Payments
Medical, Dental, Vision Yendor Selection HCA Carveout and Supplemental Yendor Selection

WEA SELECT PLANS DENTAL WASHINGTON STATE TREASURER
WEA SELECT PLANS VISION
WEA SELECT PLANS MEDICAL

« Click Generate to generate the extract files. The process runs in the Print Queue.
« When the process is complete, click View Report to see a report that is produced
with a list of CSV files generated.

dwolcrprtodl.p 17-2 EVERGREEN SCHOOL DISTRICT
05.13.10.00.11-10.2 Generate OIC Extract Data Export
EILE'2 CREEATED

SD33205_Saectionl.cosv
ED33205_Saection3.cosv
SD33205_Saectiond.csv
SD33205_Section5.cov
SD33205_Saections.osv

SD33205_Section?.cov

« You can now access and examine the contents of each of your CSV files. If you need
to change or update data in your system to improve the data accuracy of the extract,
run the Generate process again.
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