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

Download These Files First

Note: You may skip this step if you do not plan to import your data into a spreadsheet such as Microsoft Excel.

You will need the “column header templates” from the L&I website to utilize your electronic Retro report(s)

effectively. The “templates” are available on our Retro Resources (wa.gov) web page.

Resources for electronic report users

Appeal Coverage & Rates .
« Data fields for the adjustment report, updated September 2014

s Data fields for the monthly report

« Data fields for the quarterly report

« How 1o download and import your Reiro datia files (for new users), updated March
2018

For use with downloadable data files and electronic reports:

e Column headers template for the adjustment report, last updated August 2018

e Column headers template for the monthly report, last updated May 2019

« Column headers master template for quarterly report and data files (includes data

element definitions for factors & premium report), last updated May 2019

There are three (3) files to choose from, depending on the report you are working with:

1. Column headers template and data element definitions for the adjustment report.
2. Column headers template for the monthly report.

3. Column headers master template for quarterly report and data files (includes data element
definitions for factors & premium report).

For ease of use, we suggest you save the column header template file(s) to your computer’s Desktop

(or other location of your choice) using the file name(s) given.
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https://lni.wa.gov/insurance/rates-risk-classes/reducing-rates/retro-resources#resources
https://go.usa.gov/xQqXn
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Log into the MFT Secure Server

Next, log into the MFT (managed file transfer) Server at https://mft.wa.gov/ and enter your username and
password.

[m] State of Washington - MFT Site - X =+

mftwa.gov, [v]

[psev Name ]
Password
LOGIN

Forgot Password?

By clicking the login button, you acknowledge that
you will abide by the security and privacy policies

=)

1014 AM
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In order to import your report data into Excel, you will need to select the appropriate data file (such as
QRTRLYD.DOC). Any report without a ‘D’ in the name (like QRTRLY.DOC) is intended for printing/viewing only, and
ulation via spreadsheet. This holds true for your monthly and adjustment report(s), as well.

ite +

not for manip

mftwagov,

. Files
P> Goanywhere web Ciient

Q search

4 Upload | ¥ New Folder | C Refresh || @ Navigate

Files

7 come) N

B / (Home)
Name ¢ Date Modified size ¢
B o [] l|ﬂim.l:5v.DZBUSZB.TDQBZZQ 3/20/23 9:32:29 AM 2.01MB
- G 'remium.csv.DZBBSZO.TUDZBll 3/20/23 9:28:12 AM 2.96 MB
< G MNTHLY.DOC.D230316.T180959 3/16/23 6:09:59 PM 2,05 MB
o [] MNTHLYD.DOC.D230216.T180952 3/16/23 6:00:52 PM 654.80 KB
3 [] QRTRCALC.DOC.D230328.T180458 3/28/23 6:04:58 PM 2.80 KB
o [] QRTRLDF.DOC.D230328.T180456 3/28/23 6:04:56 PM 8.41KB
2 (7] axreiran.poc.0az0s2s.r180501 3/28/23 6:05:01 P11 552.52 k8
- [] QRTRLY.DOC.D230328.T180455 3/28/23 6:04:55 PM 4.93 MB
< [] QRTRLYD.DOC.D230328.T180455 3/28/23 6:04:55 PM 2.71 MB

o [] QRTRPREM.DOC.D230328.T180504 3/28/23 6:05:04 PM 5.00 MB

1015 AM

Q)

Choose your file by clicking on the report name. This will prompt your browser to begin downloading your data
file.

Downloads

B QRTRLYD.DOC.D230328.T180455

more

Upon completion of your download. Your browser will allow you to select “Open file.” Please open the file.

After you select “Open file,” you will receive this prompt.

Windows can't open this type of file
(.T180647)

Try an app on this PC
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Please click on “Try an app on this PC.”

How do you want to open this file?

Adobe Acrobat 2017 P
Internet Explorer
ﬂ MNotepad

Paint

Windows Media Player

Word 2016

WordPad v

Always use this app to open .T180647 files

OK

You will then be given a list of apps that may be capable of opening the data file. We recommend selecting
Notepad, then selecting “OK.” Your data will open looking similar to this:

FRESILE REMETICH pemILY seTIcE
FSTROCE Y 3EC ax==res
ik il

086602088
vovooIIZ

FERSCH DINER TREE TR
FERSCH CINER TRAS imt
i

T = 1 aPRATES oFEREMENT:
ming Rises and Cafeterie |CHTUEIE PETRISH Y apetimas I FETEITAS

Type CTRL+A on your keyboard (or use the Edit Menu command “Select All”), followed by CTRL+C (“Copy”).
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Open the relevant column header template

Open the (previously downloaded) column header template file for the report you want to work with. For
example, if you are importing quarterly report data (labeled as QRTRLYD.DOC.D230328.T180455 in the above
example), open the file you downloaded called quartrepcolumnanddatahead.xls:

RetroMonthiyfiepartDataDownioadHesdingsds [Compatibil

Insert Page Layout Farmulas Data Review  View DYMO Labal ACROBAT P Tell me w

= O Cut . 1
B Copy - - 3
Paste S S & Cel  Ingert Dedate Format
¥ Format Painter ru - b % = = £ Cleas
Chpbou it it Numibs ~
Al *
A B C b] E F G H I p) K| LIM N 0 P Q R 5 T L ¥ W
Coverag ate of
Reto. e  Account Business "o0®  De e | Clamant | Claim | Injuyor TS Risk Claim Claim | Ocou Matweof | 5% accidsnt Source of Associsted. Stayat O
0 By Freeze Recewed of Age Sex . s Location of o
Stat  Number Name ("5 TSRS Last tlame Fustingial Number  Last Class Type Status paion  Inury - Type  Imury  Obyect  Work Flag
Date e | Exposure npry njury
1
& l
3
4
5
L]
i
8
9
10
11
12
13
14
15
16
17
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19
20
21
2
23
b ]
= sheetl o 1
Resdy i 1 +

Make sure that cell A2 is selected; then, use the Edit Menu and choose “Paste” (or type CTRL+V). The data from
your web browser should now appear in your Excel program.

Next, click on Data in the Excel ‘ribbon’ and:
* select Text to Columns,
¢ then Delimited,
* then click (Next),
* Unselect Tab and
* choose Semicolon,
* then click (Finish).

Congratulations! You have now imported your data into Excel for further study and review.
Thinking Ahead

Make sure you “Save As...” with a unique (and memorable) file name. This should preserve the column headers
template in its original state for future use.

Repeat these steps for each data file type that you wish to export to Excel. With practice comes speed.

Please send an email to Retro@Lni.wa.gov (or call 360-902-4851) with any questions, comments, or concerns.
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