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Introduction
Accountants and payroll providers can file State Fund Industrial Insurance quarterly reports for their
clients using different methods. The filer can file from their Accountant’s list, file using a ‘Cart’ method,
or the filer can download a spreadsheet to file (or a combination of the three). This guide is meant to
help the filer navigate through each of these methods by giving the filer step by step instructions. It
will also provide the filer with some of the features available to the filer and the filer clients within our
Claim and Account Center.

**Accountants and Payroll Providers will be referred to as Third Party Representatives (TPR’s)
throughout this guide**

3

Logging into the Claim and Account Center
The first thing the filer will do is log into the Claim & Account Center (CAC) via My L&I. Go to the
Labor & Industries website www.lni.wa.gov and find “My L&I Sign In” or “Sign In to My L&I” on the
main page. New users, click on “Sign up to create User ID and Password”. Returning users enter
your username and password. Click on “Sign In”.
To login or sign up via Secure Access Washington (SAW), go to page 34 for further instructions.
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2-Step Verification is the second layer of security to better protect online customer information. Click
on “Continue”.

On My Profile page, click on “MyTasks”.
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The filer will be taken to this next page. To get to the filer’s client list, click on “DeluxeFile 2.0”.

This is the TPR’s client list.This list can be sorted by any column; the default sort is by UBI.
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On this page, there are several features on the the left-hand navigation menu available to the filer.
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Accountant’s List
To add other accounts the TPR represents, on the left-hand navigation menu, click on “Manage
Accounts”. Review the instructions under the “Add Accounts” tab (if the account is already
represented by another accountant, the new accountant will have to send in an Authorization to
Access on Behalf of Employer Form
To remove accounts from the TPR’s client list, on the left-hand navigation menu, click on “Manage
Accounts”. Review the instructions under the “Remove Accounts” tab.
To file a single report or to view one accounts’ filing history, click on “Quarterly Reports”.
To use the Bulk Filing tool, on the left-hand navigation menu, click on “File Reports With
BulkFiling”.
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File Reports with BulkFiling
When the filer selects “File Reports With BulkFiling”, the filer will get the below pop-up box – the
filer can “Cancel” or click on “Agree & Continue”.

The next screen the filer will see is the “Quarterly Report Bulk Filing” (brown) screen. All of the
filer’s accounts will show.
(Go to page 20 to see how to file by downloading a spreadsheet. Bulk file with a saved .csv using the
“New” bulk filing wizard)
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Quarterly Report Bulk Filing
The Quarterly Report Bulk Filing (brown) screen is sorted numerically. The filer can choose to sort
alphabetically by first letter or click Show All to bring all of them back.
The filer can fill in payroll and hours on this screen for each account – the amount due will be
calculated for the filer. In addition, the filer will receive errors if using decimals.
To fill in payroll and hours on this screen, the filer must first either check the box next to the
account(s) the filer wants to report on or the filer can “Check All”, and this opens up all of the
accounts to report. If the status under the account number says “Already Filed”, it will not let the filer
file it again – if changes need to be made, the filer would have to amend it from the Quarterly Report
page in the Claim & Account Center.

If the filer clicks on “Check All” by mistake, it changes to “Un-Check All”. If the filer clicks on “UnCheck All”, the user can then choose individual accounts.
After filling in information here, the filer MUST click on “Add Selected to Cart” at the bottom of each
page, or the report won’t go in the cart and won’t be filed.
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Once in the cart, the filer can view their cart or click on “Back” to continue adding accounts. If no
payroll or hours were entered and the filer selects “Add Selected to Cart”, it will show as a report
added to the cart.
From their cart, the filer can “Remove All”, which removes everything from the cart and the filer can
start over with all of their accounts or the filer can remove individual accounts and re-do just those.
Please note on the ‘brown’ screen, it now shows “In Cart” under the accounts just added to the cart.
The filer can now go “Back” to fill out more accounts or click on “Check Out”. If the filer doesn’t check
out, the accounts will remain in the cart for the filing month. Once that month is over the cart is
emptied. No reminder is sent to the filer, just as there is no reminder sent when filers save a regular
Quarterly Report.

Clicking on “Check Out” takes the filer to the preparer and banking information.
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Once the filer fills out all of the required fields, the filer can click on “Submit” or “Cancel”. Cancelling
out of this screen takes the filer back to their cart.
The filer can select the current date for payment or schedule a future date. If the filer chooses to
select a future date, that date cannot be past the last day of filing (January 31, April 30, July 31, and
October 31).
Please note that the filer can process different accounts from different bank accounts separately; if
the filer chooses to pay for accounts A, B, C and D with bank account X, the filer can do that. The filer
can then come back and process accounts E, F, and G with bank account Y.
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In the example above, the eCheck (EFT Debit) payment option is selected. The filer may also
choose to pay by Payment Voucher(s) (PV) – which allows the filer to print a payment voucher for
each account individually, as well as individual checks or the filer can choose to pay by ACH Credit
(EFT Credit) –instructions for paying with this option can be downloaded. Refer to page 22 –
Download the ACH Credit Payment Guide (PDF).
After clicking on “Submit”, the filer will get one more preview of what’s about to process that is
currently in their cart (next page).
Note: From here, the filer can click on “Cancel” or “Check Out”. Cancelling out of this screen
takes the filer back to the Preparer screen. From the Preparer screen the filer can change the
information on that page or cancel to go back to their cart.
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If the filer clicks on “Check Out”, the filer will get a pop-up box that looks like this (again, the filer can
“Cancel” or click on “Ok” to process).
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After clicking on Ok, the filer will see the Bulk Filing Transaction Confirmation screen – Finished
Processing. To view a report with details or get payment vouchers, the filer can click on one of the
links on the right-hand side of a transaction (pdf format, xlsx format, .csv format, Payment
Vouchers).
Once the filer clicks on Close the page, the Quarterly Report Bulk Filing (brown) screen will display
the accounts as Already Filed.
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Reports
The filer can also find the clients just filed under the Reports section, Transaction History (this will
bring up a summary of what was just filed).
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Once the filer clicks on Transaction History, the filer can select a transaction by clicking on one of
the links on the right-hand side of a transaction (pdf format,xlsx format, .csv format, or Payment
Vouchers).

Below is a copy of the Transaction Report in .xlsx format (Excel format).
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Below is a copy of the Payment Voucher
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File Using the Download Option
Filing using the download option – Another option to file, in addition to using the ‘cart option’ for
manual entries, is downloading a spreadsheet.
Please note that TPR’s can file from their Accountant’s list, use the ‘Cart’ to file, or the filer can
download a spreadsheet to file, or a combination of the three.
If the filer wants to use the spreadsheet to file, on the Quarterly Report Bulk Filing (brown) screen
click on Import Data, instead of filing for each account through the cart.
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After clicking on Import Data, this is what the filer will see. Next click on “Click HERE to Start”.

This will expand to display two types of template format – click on the link to “Download Your
Template in Flat File Format (.csv).
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To file, using Flat File Format (.csv), follow the instructions below.
In order to see the spreadsheet, the filer clicks on the link to “Download Your Template in Flat File
Format (.csv). The LNI Template .csv will display, click on Open.
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The filer will see a .csv with all accounts that need to have a quarterly report filed, including their Risk
Classes, Risk Class sub and current composite rate.
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The filer needs to fill in the Gross Payroll and Worker Hours (no decimals), and the filer needs to
calculate the total for each line. The filer can format the spreadsheet to do this by clicking on the first
cell under H, then going to the fx (function bar) and typing =Sum(F2*G2) and hit “Enter” to move it to
the next cell. Once that’s been done, the filer can copy that same formula to the rest of the H column
by moving the mouse to the lower right corner of that cell until it turns into a “+”, then hold down the
left click on the mouse and drag it all the way down.

This is an example of the amount due calculated. There may be an extra decimal. To fix, click on
decrease decimal places, shown in the red circle below.
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Corrected

What the filer saves and sends back to the upload will be put in their cart. If the filer sends over lines
that still have zeros in them, they will go in to the cart as a Zero Hour report.
If the filer doesn’t want those to go over as a Zero Hour report, the filer needs to delete them from the
spreadsheet before saving and uploading.
Once the filer determines which accounts the filer want to upload, the filer will:
Save the .csv as “Save As”.
A Save As pop-up will come up – note that the file name is already loaded with the title
LNI_Template_10_1_2013_4_38_47_PM(1).csv– it will pre-fill with that days date.
The filer does not need to change the Save as type - it needs to be saved as a .csv file in order to
upload correctly.
The filer can save this to their desktop, libraries, one of their drives, etc.
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After clicking on Save, the filer may receive a pop-up that looks like this:

The filer needs to click on Yes.
It’s now saved (to their desktop, library, drive, etc).
Now go back to the pop-up shown below, and click on “Browse”. From there the filer can find the file
they just saved.

After the filer clicks on “Browse”, the filer will receive a pop-up to search for the .csv document.
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Click on that particular document, and this will then pre-fill in the File Name box at the bottom. From
here, click on “Open”.
This will pull over that information – see below:
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Once the filer clicks on “Upload File” – the system will check all of the fields in the spreadsheet for
errors. Those errors include:







Decimals
Account ID
Risk Class Main
Risk Class Sub
Risk Class Rate
Amount due totals

If the DBA Name is changed, the system will not validate against it. The file will go through.

Using the Bulk Filing Wizard
Once you have selected the “New” upload tool, you will need to “Choose” the file you have saved.

On the next screen, you will see three tabs:
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1. The “Valid Reports” tab will show all accounts that are correct and can be moved to “Your
Cart”.

Notice the Green star, this indicates fields that can be edited before you move them to your
cart.
You cannot edit these fields once you have moved them in your cart.
2. The “Invalid Reports” tab will show all accounts that have errors.
You will again see the Green star, this indicates fields that can be edited before you move
them to your cart.
Under the tab, you will see Reports that have been repaired. The reports will have verbiage
explaining why they were repaired. Please read before “Accepting or Removing” these repairs
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You will need to press the “Accept” button if you agree with the change. The “Accepted” reports wil
go to the “Valid Reports” tab which can then be moved to your cart.

If there is an invalid risk class, you will see “ADD” on the green line. This is the correct risk class –
you will need to enter the Gross Payroll and hours that had appeared on the incorrect risk class.
Otherwise, this risk class will be filed with ZERO hours.
If there are “Invalid Reports” that you don’t agree with the “Repair” or you need to work on them later,
select the “Remove” button. This will move this report to the “Removed Reports” tab.
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3. The “Removed Reports” tab will show all accounts that are not represented by your firm or
the current quarter reports that have alredy been filed. This will also show reports that you
have removed from the Invalid Reports tab.
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From the “Removed Reports” tab, you can download a report in a csv or you can take a screen shot
to work on them later.

Note: after the upload, if the filer notices ALL of their accounts in their cart (and the filer did not want
the ones filed that show ‘0’ hours), that means the filer didn’t delete them from the spreadsheet before
uploading. The filer can either delete all of the accounts in the cart and start over in the spreadsheet
or just delete the incorrect ones from the cart individually.
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The system will automatically put all of those accounts into the “Cart” and under the account number,
it will now say “In Cart”.
On the screen below, you can see the cart total says 12 accounts, which is the number of accounts
that were uploaded from the spreadsheet.

The filer would then click on “Add Selected to Cart” and continue to check out on the next page. Refer
to pages 10 through 14 for complete instructions on checking out.
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For continued log in, please see page 4.
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