WebCAP application user guide

WebCAP is Summit’s payroll reporting and payment program.
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(Desktop) Open WebCAP
Return to top

1. Loginto the Online Business Center.
2. Locate your policy in Policy Search.
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3. Click the applications menu icon (also known as the waffle icon) to the left of the policy you wish

to submit a report on.

Policy Search

= 10/01/2018 -10/012019  FL
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4. Select Manage WebCAP from the dropdown menu.
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This will open the WebCAP application. From here, you can create a WebCAP report.

(Desktop) Creating a WebCAP report
Return to top

1. Click CREATE REPORT. (Please note that the WebCAP application preselects the reporting period
based on your policy information and the reporting month due. You will be unable to report

future months without first reporting the most recent month due.)



B, st e BUSINESS CENTER [elaThz
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WebCAP | Manage

Policy PPLICATIONS
Policy Period
Insured Name

Doing Business As

o Reminder: If you have zero payroll for an entire month, you must submit a zero payroll report. ] KE A WEBCAP PAYMEN

Action Required

Reporting Period Date Due Action

‘ CREATE REPORT .

June 2019 07/15/2018

July 2019 08/15/2019 Report previous month(s)
August 2019 09/15/2019 Report previous month(s)
September 2019 10/15/2019 Report previous month(s)

2. Scroll down the Create Existing Report page to the Payroll Entry Area section.

Q sepreh ‘ BUSINESS CENTER
@\ .
wmmit

Agency Employer Injured Provider Safety
..the people who know workers’ comp* Resources Resources Workers Resources Resources Forms About

‘\
Payroll Entry Area

(@) Before entering payroll, make sure the desired reporting period is selected

@ if you need to add a new work code, please contact your agent to obtain approval from our Underwriting department.

(® The information reported on this form is subject to verification by & physical audit under the terms and condiitions of the policy.

(® Gross amount includes gross wages or salaries, overtime {time and half or double time), commissions, benuses, holiday, vacation or sick pay,
piecework, profit sharing or incentive plans, allowances for tocls and/or housing, value of substitute for pay, payments for employee-authorized
salary reductions such as employee savings plan or retirement and cafeteria plans (IRC125).

(©) Identify the type of worker

« Employees
Employess' wages reported on W2 tax reports
ployees' wages reported on 1099 tax reports
« Uninsured Subcontractors
o Subcontractors without valid certificates of insurance or exemptions
o Employees of an exempted subcontractor
o Individuals hired who exceed the definition of casual labor or independent contractor

work Code Effective Date Type Gross Amount Time and a Half Double Time Uninsured Subs
8061 10/01/2018 Employees $ Gross S 000 $ 000 (+]
8742 10/01/2018 Employees $ Cross $ 000 $ 0.00 (+]
8810 10/01/2018 Employees $ Gross $ 000 $ 0.00 (+]

(Please note that you may have to submit two reports for one month when your policy renews,
depending on your renewal date.)

3. Confirm that you are reporting payroll for the desired pay period.



4. Enter payroll information into the appropriate fields.

ch BUSINESS CENTER PROFILE
o
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Effective Date Type f Gross Amount Time and a Half Double Time

8061 10/01/2018 Employees $ 100,000.00 $ 000 $ 0.00 (+]

8742 10/01/2018 Employees $ 100,000.00 $ 000 $ 7,000.00 ©

8810 10/01/2018 Employees $ 100,000.00 $ 000 $ 0.00 [+]

9012 10/01/2018 Employees $ 100,00000 $ 500000 $ 0.00 [+

9083 10/01/2018 Employees $ 100,00000 $ 000 $ 0.00 {}j
Were any contractors paid that were not included in payroll fguesabomw T

No -

E CALCULATE WEBCAP & BACK

(For a further breakdown on the payroll fields and how to complete them, click here.)

5. Review and confirm that the information you entered is complete and correct.
6. Click CALCULATE WEBCAP at the bottom left hand corner of page.

9083 10/01/2018 Employees $ 100,000.00 $ 000 $ 0.00 (+]

Were any contractors paid that were not included in payroll figures above and have not presented a valid workers' compensation certificate of insurance?

No v

‘ E CALCULATE WEBCAP I

Once you click CALCULATE WEBCAP, you will be taken to the Review page.
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Policy Period 10/01/2018 - 10/01/2019

Insured Name

Doing Business As

Reporting Month June 2019
Payroll
Work Code Classificatio Payroll Rate Premium
8061 STORE: GROCERY CONVENIENCE-RETAIL $100,000.00 355 £3,550.00
742 SALESPERSONS OR COLLECTORS-QUTSIDE $96,500.00 044 $424.60
8810 CLERICAL OFFICE EMPLOYEES NOC $100,000.00 023 $230.00
€012 BUILDING OPS BY OWNER-MGMT FIRM PROF EMPLC, S $98333.33 141 $1,386.50
9083 RESTAURANT: FAST FOOD $100,000.00 214 $2140.00
Calculations
Description Amount

7. Review the Payroll and Calculations sections carefully for accuracy.
8. Click the checkbox to confirm that the information is correct. (Please note the SUBMIT is
disabled until this selection is made.)

Gm Qgonren. | BUSINESS CENTER
o
summit

Agency Employer Injured Provider Safety
wthe people who know workers® comp* Resources Resources ‘Workers Resources Resources Forms About

$7,839.34

‘Workplace Safety Credit-2% -$156.79

Experience Mod X147

Standard Premium $11,293.35

Discount -$982.52

$10,310.83

Terrorism +$49.48

Total $10,360.31

| confirm that the above entered values are accurate as of the t\me@

& BACK

9. Click SUBMIT.

Once you click SUBMIT, you have successfully submitted your report and will be taken to the
Confirmation page to complete the payment process.
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Confirmation

Thank yeu for submissing your WebCAP repert

[0 understand that 1o not pay anfine the same business day, | will e mailed an invoics




(Desktop) Payroll fields
Return to top

Q seareh | BUSINESS CENTER [EIalelSTNS
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Work Code Effective Da Type Gross Amount me and a Half e Uninsured Subs
8061 10/01/2018 Employees $ 0.00 0.00 (+]
8742 10/01/2018 Employees 5 0.00 0.00 (+]
8810 10/01/2018 Employees $ 0.00 0.00 (+]
2012 10/012018 Employees $ 0.00 0.00 (+]
2083 10/01/2018 Employees $ 0.00 0.00 (+]

Were any contractors paid that were not included in payroll figures above and have not presented a valid workers' compensation certificate of
insurance?

No v

E CALCULATE WEBCAP & BACK

e Work Codes are listed based on your policy. Each code represents a classification of employees
within your business.

g Gross Amount includes gross wages or salaries, overtime (time and a half or double time),
commissions, bonuses, holiday, vacation or sick pay, piecework, profit sharing or incentive plans,
allowances for tools and/or housing, value of substitute for pay, payments for employee-
authorized salary reductions—such as employee savings plan or retirement and cafeteria plans
(IRC 125), amount paid to uninsured subcontractor for labor and 1099 payments. (Note: Tips and
gratuities should not be included.)

o Enter Time and a Half or Double Time separately, even though it was just included in the Gross
Amount. Your premium will be adjusted based on any time and a half or double time (this is
because you pay workers’ compensation premium on the straight pay for all hours worked). The
extra pay for overtime is excluded from payroll on which premium is calculated, provided payroll
records are maintained to show overtime pay separately.

g Complete the Uninsured Subcontractors section, if applicable, by clicking on the plus sign icon.
This will open additional payroll fields. (See screenshot below.)

(Note: The labor totals for the Uninsured Subcontractors should also be included in the Gross
Amount figures.)



@ Q Search...
Ssuummit

BUSINESS CENTER PROFILE

Agency Employer Injured Provider Safety
«the people who know workers’ comp® Resources Resources Workers Resources Resources Forms About
T OTTTTST
nsurance or exemptions
independent contractor
Work Code Type Gross Amount Time and 3 Half Double Time Uninsured Subs
8061 10/01/2018 Employees $ 100,00000 $ 000 $ 0.00
806 10/01/2018 Uninsured Subs ~ $ Cross $ 000 % 0.00 [ |
Total k] 2 L]

Select Yes from the drop-down menu if a certificate of insurance was used.

Q Se ‘ BUSINESS CENTER PROFILE
P
Su’m”ﬂt Agency Employer Injured Provider Safety
~the people who know workers’ comp* Resources Resources Workers Resources Resources Forms About
9083 10/01/2018 o e lalaTalaTaYaTamm 0.00 $ 0.00 [+]
<ms paid that were not included in payroll figures above and have not presented a valid workers' compensation certificate of insurance?
Yes -




If Yes, fill out details about the subcontractor.

BUSINESS CENTER PROFILE

.0
@mmlt Agency Employer Injured Provider Safety

withe people who know workers’ comp® Resources Resources Workers Resources Resources Forms About

9083 10/01/2018 Employess $ 100,000.00 $ 000 % 0.00 [+]

Were any contractors paid that were not included in payroll figures above and have not presented a valid workers' compensation certificate of insurance?

Yes -

Subcontractors
Name 0 6@ Reason Excluded from Payroll .e oﬁ or Pa_,-e’-) pe
Full Name Type - $ Amount Paid Paid For v Paymen.. =

[ oADDSUBCONTEACTOP ]

0 Full name of contractor
@ Type of subcontractor
@) Amount paid to contractor for labor

o Type of services paid for

e Payment type



(Desktop) Make a payment
Return to top

Once you have created your WebCAP report and successfully submitted it, you will be directed to the
Confirmation page. (See screenshot below.)

@ Q, garch BUSINESS CENTER
summit

Agency Employer Injured Provider Safety
wthe people who know workers' comp® Resources Resources Workers Resources Resources Forms About

WebCAP | Create Existing Report

Policy - 51 APPLICATIONS
Policy Period 10/01/2018 - 10/01/2019
Insured Name

Doing Business As

Reporting Month June 2019
(-
Confirmation

Thank you for submitting your WebCAP report

[ I understand that if | do not pay online the same business day, | will be mailed an invoice.

MAKE A WEBCAP PAYMENT

At this point you have a choice to:

a.) Make an online payment OR

b.) Receive an invoice and make a payment by mail

If you choose to make an online payment...
10a. Click MAKE A WEBCAP PAYMENT.

Once you click MAKE A WEBCAP PAYMENT, you will be taken to the Online Payment page.

Q search | BUSINESS CENTER
CAY o
Summlt Agency Employer Injured Provider Safety

wthe people who know workers' comp® Resources Resources Workers Resources Resources Forms About
Online Payment

CHANGE POLICY

Notice

After clicking 'PAY NOW!, you will be redirected to our payment vendor's website

To maintain workers' compensation insurance coverage, payment must be received by Summit or its affiliates by the due date. Failure to make a payment by the due
date may result in your policy being cancelled/terminated and possibly creating a lapse in coverage. Payment received after a notice of termination has been issued does

not ge or polic:

[J 1 confirm that | have read and understand the above statement.

CANCEL

11a. Confirm that the policy number is correct.

10



12a. Click the checkbox to confirm that you understand the statement.

Notice

After clicking 'PAY NOW!, you will be redirected to our payment vendor's website

To maintain workers' compensation insurance coverage, payment must be received by Summit or its affiliates by the due date. Failure to make a payment by the due
date may result in your policy being cancelled/terminated and possibly creating a lapse in coverage. Payment received after a notice of termination has been issued does

o

Lal
I confirm that | have read and understand the above statement. )
CANCEL PAY NOW

13a. Click PAY NOW.

Once you click PAY NOW, you will be redirected to our third-party payment vendor, Bank of America, to

complete the payment process.

summit.

workers’ comp’

Bridgefield Casualty Ins Co

Select Payment Method

Please choose the method of payment.

O pay by personal Check
O Pay by Corporate Check

[En)

If you choose to make a payment by mail...
10b. Click the checkbox to confirm that you understand that you will receive an invoice in the

mail.

Report Review Confirm

Confirmation

Thank you for submitting your WebCAP report

1derstand that if | do not pay online the same business day, | will be mailed an @
MAKE A WEBCAP PAYMENT WEBCAP HOME

11b. Click WEBCAP HOME to complete the process.

11



(Desktop) View a submitted report
Return to top

Once you have submitted your report, you can go back into the system and view it.

1. Login to the Online Business Center.

2. Open WebCAP.
3. Click VIEW next to the submitted report you wish to review.

@ Q Search. BUSINESS CENTER PROFILE

Agency Employer Injured Provider Safety
wdhe peoplc who know workers’ comp* Resources Resources ~ Workers  Resources  Resources  Forms  About

WebCAP Manage

Policy RS

Policy Period 10/01/2018 - 10/01/2019  ~
insured Name

Doing Business As

@ Reminder: if you have zero payroll for an entire month, you must submit a zero payroll report
Completed WebCAP Reports for Policy Period 10/01/2018 - 10/01/2019
September 2012 10n5203 06/23/2020 §1041270
August 2019 oans2019 08616/2020 $1041270
July 2019 0ahs/2019 0616/2020 $10,391.82
June 2013 0o7N15/2019 06/15/2020 $10,36031
May 2019 06/15/2019 05/29/2019 81465347
April 2019 0515/2019 05/03/2019 £15.21420
March 2019 o0zf1s2019 o&4foz/2019 $19,92610
February 2019 03152019 0z/012012 $14.339712
January 2019 0215/2019 02/06/2019 1315751 VIEW AMEND

From here, you can view and print the Payroll and Calculations from a previously submitted report.

| BUSINESS CENTER

i
@mmli Agency Employer Injured Provider Safety

he people who kmow workers® comp® Resources Resources Workers Resources Resources Forms About

Policy Period 10/01/2018 - 10/0/2019

Insured Name

Doing Business As

Reporting Month June 2019

(- o

Payroll
8061 STORE: GROCERY CONVENIENCE-RETAIL $100,000.00 355 $3550.00
B742 SALESPERSONS OR COLLECTORS-OUTSIDE $96,500.00 04z $42460
8810 CLERICAL OFFICE EMPLOYEES NOC $100,000.00 023 $230.00
9012 BUILDING OPS BY OWNER-MGMT FIRM PROF EMPLC, S 49833333 141 $1,386.50
9083 RESTAURANT: FAST FOOD $100,000.00 214 $2140.00

Calculations

12



(Desktop) Amend a submitted report
Return to top

Once you have submitted your report, you can go back into WebCAP and amend it.

(Note: The amend feature is not available once a policy year has been audited. You will only be able to
view a previously submitted report.)

1. Login to the Online Business Center.

2. Open WebCAP.
3. Click AMEND next to the submitted report you wish to change.

_Q Search. BUSINESS CENTER @
@mmit‘

Agency Employer  Injured Provider Safety
wthe peoplc wha knaw workers' comp* Resources  Resources  Workers — Resources  Resources  Forms  About

WebCAP | Manage

Policy -
Policy Periad 10/01/2018 - 10/01/2019 -
Insured Name

Doing Business As

@ Reminder: if you have zero payroll for an entire month, you must submit a zero payroll report

Completed WebCAP Reports for Policy Period 10/01/2018 - 10/01/2019

g Period Date Due Amount Reporte Act

1041270 VIEW e

September 2019 1015/2019
August 2019 09152019 m
July 2019 0815/2019 $10,39182 VIEW AMEND

June 2019 a7N15/2019 06/15/2020 $10,36031
May 2019 0615/2019 05/29/2019 §14,653.47
April 2019 05152019 05/09/2019 $15,212.40
March 2019 04/15/2019 04/03/2019 $19,92610
February 2019 03152019 oz/orzon2 $1433912
January 2019 020152019 02/06/2019 $1315751 VIEW AMEND

AMEND
AMEND

From here, you will be taken through the Amend Existing Report process. For instructions on how to
complete a WebCAP report, click here and begin at step 2.

13



(Mobile) Open WebCAP
Return to top

1. Login to the Online Business Center.
2. Locate your policy in Policy Search.

2:13 w4 a38%

@mmit’ Q=

Business Center

Blog ARCHIVE v

Policy Search

arch Policies. ..

>

me, DBA, FEIN, Palicy Number,

Policy Number

Policy Period
10/01/2018 - 10/01/2019
State
FL

Policy Number

3. Click the applications menu button beneath the policy you wish to submit a report on.

2713 m w4 §38%
Policy Search &

= Search Policies

Search by Name, DBA, FEIN, Policy Number
olc.

Policy Number

Policy Period

10/01/2018 - 10/01/20°
State
FL

14



4. Select Manage WebCAP from the applications menu.

214 WA Va4 :38%

Policy Search o

= Search Policies...

Search by Name, DBA, FEIN, Polic Y Number,
View Policy

Claims Search
Policy Change Request
= MORE INFO

View Policy Documents

Request Physician Panels |, ~

Manage COIl/Waivers /

Manage WebCAP

Make a Payment

Billing = MORE INFO

Audit Details Online

This will open the WebCAP application. From here, the user can create a WebCAP report.




(Mobile) Creating a WebCAP Report
Return to top

1. Click CREATE REPORT. (Please note that the WebCAP application preselects the reporting period
based on your policy information and the reporting month due. You will be unable to report future
months without first reporting the most recent month due.)

214 m L FE

WebCAP | Manage

Policy

Policy Period
10/01/2018 -10/01/2019  ~

Insured Name

Doing Business As

month, you must submit a zero payroll repert.

MAKE A WEBCAP PAYMENT

‘ o Reminder: If you have zero payroll for an entire

Action Required

July 2019

Date Due 08/15/2019
e —

‘ CREATE REPORT ’

2. Scroll down the Create Existing Report page to the Payroll Entry Area section.

215 m P4 W3T%
Payroll Entry Area

ake sure the desired
d

vork code, pleas

in approval from our

(@ Befare entering p
porting period is

tio vee
lan or retirement and cafeterla plans

iges reported on W2

iges reported on 1099

16



(Please note that you may have to submit two reports for one month when your policy renews,
depending on your renewal date.)

3. Confirm that you are reporting payroll for the desired pay period.
4. Enter payroll information into the appropriate fields.
2115 m v 837%
Employees under work code 8061 o

ective Date

$ Cross Pay

Double Time

$

@) ADD UNINSURED SUB

Employees under work code 8742 o
ective Date

$ Gross Pay

Time and a Half

$

Double Time

$

@) ADD UNINSURED SUB

(For a further breakdown on the payroll fields and how to complete them, click here.)

5. Review and confirm that the information you entered is complete and correct.
6. Click CALCULATE WEBCAP at the bottom left hand corner of page.

216 O 3T%

(Y @ testsummitholdings com/v (1)

Q) ADD UNINSURED SUB

Were any contractors paid that were nat included in
payroll figures above and have not presented a valid
workers compensation certificate of insurance?

No hd

ULATE WEBCAP




Once you click CALCULATE WEBCAP, you will be taken to the Review page.

218 B AZE L
Confirm
Payroll

Work Code 8061

Classification STORE: GROCERY CONVENIENCE-
RETAIL

Payrell $100,000.00

Rate 355

Premium  $3.550.00

Work Code 8742

Classification SALESPERSONS OR
COLLECTORS-QUTSIDE

Payroll  $36,500.00

Rate 044

Premium  $424.60

Work Code 8810
Classification CLERICAL OFFICE EMPLOYEES
NOC

Payroll $100,000.00

Rate 023

Premium  $230.00

Work Code 9012
Alarcificntinn D1 CIRE AOE DY ALAINED AAC AT

< -

7. Review the Payroll and Calculations sections carefully for accuracy.
8. Click the checkbox to confirm that the information is correct. (Please note that SUBMIT is disabled
until this selection is made.)

18



218 B W a37%

Increased Employers Liability +$108.56
1,000,000/1,000,000/1,000,000

$7,863.6
Workplace Safety Credit-2% - $157.26
Experience Mod %147
Standard Premium $11,327.67
Discount - $985.50

$10,342.17
Terrorism +$4965
Total $10,391.82

—

I confirm that the above entered values are

accurate as of the time of submission

9. Click SUBMIT.

Once you click SUBMIT, you have successfully submitted your report and will be taken to the
Confirmation page to complete the payment process.

219 m @A V. 836%

Insured Name

Doing Business As

Reporting Month
August 2019

Report Review Confirm

Confirmation

Thank you for submitting your WebCAP report

| understand that if | do not pay online the same

business day, | will be mailed an invoice.

MAKE A WEBCAP PAYMENT

19



(Mobile) Payroll fields
Return to top

217 W 537%

Employees under work code 8061 ()

Effective Date 10/01/2018

$

=

=

Gro:

100,000.00

Time and & Half

0.00

Double Time

Q.00

e @) ADD UNINSURED SUB

Employees under work code 8742 0

Effective Date 10/01/2018
Gross Pay

$

100,000.00

Time and 2 Half

7.000.00

© ADD UNINSURED SUB

< -

Work Codes are listed based on your policy. Each code represents a classification of employees
within your business.

Gross Amount includes gross wages or salaries, overtime (Time and a Half or Double Time),
commissions, bonuses, holiday, vacation or sick pay, piecework, profit sharing or incentive plans,
allowances for tools and/or housing, value of substitute for pay, payments for employee-
authorized salary reductions—such as employee savings plan or retirement and cafeteria plans
(IRC 125), amount paid to uninsured subcontractor for labor and 1099 payments. (Note: Tips and

gratuities should not be included.)

Enter Time and a Half or Double Time separately, even though it was just included in the Gross
Amount. Your premium will be adjusted based on any Time and a Half or Double Time (this is
because you pay workers’ compensation premium on the straight pay for all hours worked). The
extra pay for overtime is excluded from payroll on which premium is calculated, provided payroll
records are maintained to show overtime pay separately.

Complete the Uninsured Subcontractors section, if applicable, by clicking on the ADD UNINSURED
SUB button. (Note: The labor totals for the Uninsured Subcontractors should also be included in

the Gross Amount figures.)

20



3:52 . 066%

Employees under work code 8061 )

Effective Date 10/01/2018

Gross Pay

$ 100,000.00
Time and a Half

$ 0.00
Double Time

$ 0.00

Uninsured Subs under work code 806

Effective Date 10/01/2018

$ Gross Pay
Time and a Half

$ 0.00
Double Time

$ Q.00

l i REMOVE UNINSURED SUB

Select Yes from the drop-down menu if a certificate of insurance was used.
352 A Vi 1b66%

Were any contractors paid that were not included in

payroll figures above and have not presented a valid

workers' compensation certificate of insurance?

Yes v




If yes, fill out details about the subcontractor.

352 m T 066%

‘Were any contractors paid that were not included in
payroll figures above and have not presented a valid
workers compensation certificate of insurance?

Yes -

Subcontractors

Subcontractor 1

Full Name

Type - ®
$ Amount Paid

Paid For -

Payrment Type -

[ ) ADD SUBCONTRACTOR

0 Full name of contractor
e Type of subcontractor
e Amount paid to contractor for labor

o Type of services paid for

e Payment type

22



(Mobile) Make a payment
Return to top

Once you have created your WebCAP report and successfully submitted it, you will be directed to the
Confirmation page.

219 m 03 Wi 536%

Insured Name

Doing Business As

Reporting Month
August 2019

Report Review Confirm

Confirmation

Thank you for submitting your WebCAP repart

| understand that if | do not pay online the same
business day, | will be mailed an invoice

MAKE A WEBCAP PAYMENT

At this point you have a choice to:

a.) Make an online payment OR

b.) Receive an invoice and make a payment by mail

If you choose to make an online payment...
10a. Click MAKE A WEBCAP PAYMENT.

Once you click MAKE A WEBCAP PAYMENT, you will be taken to the Online Payment page



Notice

After clicking 'PAY NOW!, you will be
redirected to our payment vendor's website

To malntaln workors' compensation Insurance
coverage, payment must ba received by summit or
its afflliates by the due date, Failure ta make a
Payment by the due date may result in yaur policy
being cancelled/terminated and pessibly creating a
lapse in coverage. Payment received after a notice.
of termination has been issusd does nat guarantes
coverage or policy reinstatement.

I genfirm that | have read and understand

the above statement,

CANCEL

11a. Confirm that the policy number is correct.

12a. Click the checkbox to confirm that you understand the statement.

2:20 B W g 36%

Online Payment

Policy

CHANGE POLICY

Notice

After clicking 'PAY NOW', you will be
redirected to our payment vendor's website

To maintain workers' compensation insurance
coverage, payment must be received by Summit or
its affiliates by the due date. Failure to make a
payment by the due date may result in your policy
being cancelled/fterminated and possibly creating a
lapse in coverage. Payment received after a notice
of termination has been issued daes not guarantee

coverage or policy reinararer

| confirm that | have read and understand

the above statement.

13a. Click PAY NOW.

Once you click PAY NOW, you will be redirected to our third-party payment vendor, Bank of America, to

complete the payment process. (See screenshot below.)

24



2:20 | [ ®a 136%

N
AN . 0
ummit

(
\/!
the people who know workers’ comp®

Bridgefield Casualty Ins Co

Select Payment Method
Please choose the method of payment

Pay by Personal Check
Pay by Corporate Check
Exit

If you choose to make a payment by mail...

10b. Click the checkbox to confirm that you understand that you will receive an invoice in the
mail.

9:44 9. W92%

Reporting Month
September 2019

Report Review Ganfirm

Confirmation

Thank you for submitting your WebCAP report

| understand that if | da not pay enline the same
business day, | will be mailed an invoice.

A

MAKE A WEBCAP PAYMENT

WEBCAP HOME

11b. Click WEBCAP HOME to complete the process.

25



(Mobile) View a submitted report
Return to top

Once you have submitted your report, you have the option to go back into the system and view it.

1. Login to the Online Business Center.

2. Open WebCAP.
3. Click VIEW next to the submitted report you wish to review.

2:22 ®4 1436%

Completed WebCAP Reports
for Policy Period 10/01/2018 -
10/01/2019

August 2019

Date Due 09/15/2019
Date Submitted 06/16/2020
Amount Reported $10,412.70

‘ VIEW [} AMEND

—

July 2019
Date Due 08/15/2019

Date Submitted 06/16/2020
Amount Reported $10,391.82

VIEW AMEND

June 2019

Date Due 07/15/2019
Date Submitted 06/15/2020
Amount Reported $10,360.31

VIEW AMEND

From here you may view and print the Payroll and Calculations from a previously submitted report.
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Policy Period

Insured Name

Doing Business As

0 Reminder: If you have zero payroll for an entire
meonth, you must submit a zero payrol| report,

MAKE A WEBCAP PAYMENT

Completed WebCAP Reports
for Policy Period 10/01/2018 —
10/01/2019

Sentember 2019

< -

(Mobile) Amend a submitted report
Return to top

Once you have submitted your report, you have the option to go back into the system and amend it.

1. Login to the Online Business Center.

2. Open WebCAP.
3. Click AMEND next to the submitted report you wish to change.

222 m A W4 h36%

Completed WebCAP Reports
for Policy Period 10/01/2018 -
10/01/2019

August 2019

Date Due 09/15/2019
Date Submitted 06/16/2020
Amount Reported $10,412.70

July 2019

Date Due 08/15/2019
Date Submitted 06/16/2020
Amount Reported $10,391.82

VIEW AMEND

June 2012

Date Due 07/15/2019
Date Submitted 06/15/2020
Amount Reported $10,360.31

VIEW AMEND




From here, you will be taken through the Amend Existing Report process. For instructions on how to
complete a WebCAP report, click here and begin at step 2.

Contact
Return to top

Please contact our Customer Care department at 1-800-282-7648 with any questions.
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