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Starting the Self-Insurer Application process
Login to the DIA web site

New Companies

Before you may use the online filing feature you must have a user name and password to access the DIA web site and must also be granted permission to use the application. If you do not have a DIA account or do not have access to the application from your menu contact the Office of Insurance to have this done.

Existing Companies

If you already have a DIA login account for filing on-line assessments you do not need a new account to access the self-insurer application. You can automatically log into the system using your Assessment password
All Companies

Once you have a DIA login account and/or have been granted access to the self-insurer application you are ready to use the new online filing feature.

The DIA web site is located at http://diaboapp-prod.dia.state.ma.us/
Once there you will be prompted for your User Name and Password to login…
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Menu tree
After you have logged into the web site you will be presented with a menu tree showing the components of the DIA web site to which you have been granted access. Click on the plus sign (+) symbols as needed to expand the tree branches. The Self-Insurer Application is located under the branch labelled On Line Forms Menu. Click on the Self-Insurer Application branch to get to the application…
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Filing a new or completing a saved application

Application List

The first page that you will see once you start the Self-Insurer Application process is one that shows you any existing applications which you have already filed or have started to file…
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If this is the first time using the process and you have not yet filed any applications you will not see anything in the list portion of this page.

To make changes to or simply view an existing application click on the date link in the Period column of the list.

To create a new application from scratch press first make sure Blank application… is displayed in the Create Using dropdown list and then press the Create New Application button.

To create a new application using data entered from a previously entered application first select the application that you would like to copy from the Create Using dropdown list and then press the Create New Application button.

To exit out of the Self-Insurer Application process and return to the main DIA menu tree click on the Return to Menu button.

Self-Insurer Application – Page 1

You must complete all three pages of the Self-Insurer Application before the application can be submitted for review by DIA Insurance. Use the buttons located at the bottom of each page to navigate between the pages. There are specific validation check on some fields on the application and you will not be able to go to the next page unless a valid value has been entered in these fields.
If you wish to save the application you are working on to be completed at a later time you may click on the Save Changes button at the bottom of the page. The same validation checks apply when you attempt to save an application as when you to try to move to the next page and all fields on the current page must contain valid data before the application can be saved.
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The top portion of Page 1 contains information about the company for which you are filing the Self-Insurer Application. An entry is required for all of these fields and validation is done against the Renewal Period to insure a valid date has been entered and the State of Incorporation to insure that a state has been selected. . To select the Renewal Period from a popup calendar simply click on the little calendar icon ([image: image5.emf]

) next to the field.
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The bottom portion of Page 1 contains a region for entering information about the company's officers. You may supply the officer information here or, if you have that information available is some other document such as a Microsoft Word document or Excel spreadsheet, you may upload it as a separate attachment on Page 3 of the application.

To add an officer simply type the information in the available blank row. If you need to add additional officers press the Add an officer button to get another blank row each time you complete one. To make changes to an existing row simply type over the data and press the Save officer changes button. To delete an officer from the list click the checkbox next to that officer and press the Delete checked officers button. The checkbox at the top of the list will check or uncheck all officers in the list.

Note: Be sure to press the Save officer changes button after you have finished make any additions or changes to the list of officers before leaving this page.

*   *   *   *   *

The Application Index button will bring you back to the prior page that lists the applications you have entered so far and also let you return to the main DIA menu.
The Page 2 button will take you to Page 2 assuming all of the information on Page 1 is complete and passes validation as needed.

The Clear Items on this page button will erase all of the field contents on Page 1 and let you start from scratch.

The Save Changes button will save the data you have entered so far assuming all of the information on Page 1 is complete and passes validation as needed.

Self-Insurer Application – Page 2
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The top portion of Page 2 contains summary information about your company's employees and payroll. All of these fields require some form of entry.

If the Total Number of employees field contains a valid number it will be validated against the sum of the No. of Employees column in the Classifications of Operations list in the middle portion of this page.
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The middle portion of Page 2 contains detailed information about the classification of operation for your company, how many employees fall into each classification, the payroll for the prior period and the estimated payroll for the upcoming period.
To add a classification simply type the information in the available blank row. If you need to add additional classifications press the Add new classification  button to get another blank row each time you complete one. To make changes to an existing row simply type over the data and press the Save classification changes button. To delete a classification from the list click the checkbox next to that classification and press the Delete checked classifications button. The checkbox at the top of the list will check or uncheck all classifications in the list.

Note: Be sure to press the Save classification changes button after you have finished make any additions or changes to the list of officers before leaving this page.

*   *   *   *   *
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The bottom potion of Page 2 contains information relating to reinsurance. The data for each type of insurance, Catastrophe Policy or Aggregate Excess, is required if the checkbox for that type of insurance is checked.

Additional validation checks are performed on the Effective date of policy and End date of policy to ensure that valid dates have been entered for these fields. To select the date from a popup calendar simply click on the little calendar icon ([image: image10.emf]

) next to each of these fields.

*   *   *   *   *

The Page 1 button will bring you back to Page 1.

The Page 3 button will take you to Page 3 assuming all of the information on Page 2 is complete and passes validation as needed.

The Clear Items on this page button will erase all of the field contents on Page 2 and let you start from scratch.

The Save Changes button will save the data you have entered so far assuming all of the information on Page 2 is complete and passes validation as needed.

Self-Insurer Application – Page 3
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The top portion of Page 3 contains information relating to OSHA safety requirements, whether your company maintains and staffs its own first aid facility, what type of equipment is located at this facility if one exists, or how you will handle medical services if you do not have your own first aid facility.

You must select either Yes or No for the top two questions. If you select Yes for question 2 then you must describe the equipment and services that are available at your first aid facility. If you select No for question 2 then you must complete the section describing what arrangements you have made to handle medical services for injured employees.
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The middle portion of Page 3 contains some additional questions regarding information you must agree to supply to DIA and what type of security deposit you will provide for the right of being a self insurer.

There is also a section here that allows you to upload and attach documents to your application. The current list of required attachments is as follows:

· Credit Rating

· Loss Run Report

· Annual Report

Other document types are optional and may be attached as needed to provide additional information or as directed by DIA Insurance.

To add an attachment to the list first select the Attachment Type from the dropdown list and then press the Browse… button to locate the file to be uploaded and attached on your computer or local network. After the file has been located press the Add to attachments button to add that file to the list. If you do not have an attachment available for a required attachment type you may select its Attachment Type from the dropdown list, enter a reason as to why it is missing in the Reason if Missing field and then press the Add to attachments button to add that information to the list.
To view an attachment you may press the View button located to the right of that attachment.

To delete attachments from the list you should check the boxes for the attachment(s) to be deleted and then press the Delete checked attachments button. The checkbox at the top of the list will check or uncheck all currently attached documents.
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The bottom of portion of Page 3 contains box that you must check to confirm the truthfulness of the information you have entered on the application.

There is also a place to enter the name and title of the person or persons who have supplied the information for the application and who also accept the responsibility for the validity of this information..

The person preparing the application should complete the final section at the bottom on the page.

An entry for all of these fields is required before the application may be submitted.

*   *   *   *   *

The Page 2 button will bring you back to Page 2.

The Submit application button will submit the application for review by DIA Insurance assuming all of the information on Page 3 is complete and passes validation as needed.

The Save Changes button will save the data you have entered so far assuming all of the information on Page 3 is complete and passes validation as needed.

The Clear Items on this page button will erase all of the field contents on Page 3 and let you start from scratch.

Self-Insurer Application – Confirmation

After you submit a new application or resubmit an application that had been rejected a confirmation page will be produced. You should print a copy of this to retain for your records. A copy of the application will also be e-mailed to the e-mail address provided by the preparer on the bottom of Page 3.

[image: image14.emf]


[image: image15.emf]


After you have printed the confirmation page you should press the Continue button to return to Page 3
Self-Insurer Application – Waiting for approval

After an application has been submitted you will no longer be able to make any changes to the information on it. The data on the application pages is displayed in a read-only mode and the buttons at the bottom of the application pages will change…
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You can still look at the application but you cannot make any changes to it.

Use the Re-print Confirmation button at the bottom of Page 3 to reprint the confirmation page.

Press the Guaranty button to supply information on the GUARANTY form and supply any subsidiary information.

Press the Reinsurer button to provide reinsurer information.

The Application Status shown on the Application List will show as Submitted until it is reviewed by DIA Insurance. When DIA Insurance accepts your application the status will change to Accepted and you will be notified of this via e-mail. If DIA Insurance finds a problem with your application the status will change to Rejected and you will also be notified of this via e-mail along wit h the reason for the rejection. An application that is rejected is reopened for changes to be made to it until it is submitted again.

Self-Insurer Application – GUARANTY
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Self-Insurer Application – Subsidiary Information
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Self-Insurer Application – Reinsurer Information
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