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Create an Account 
 
Visit nysif.com, choose “Login” at the top and click 
“Create an Account” from the dropdown menu. You 
must register as a Broker/Representative and cannot 
register as a policyholder using a policy number from a 
client you represent.  
 
 
 
Workers' compensation policy reps  
To register, you will need your NYSIF representative number (rep ID) and the policy number for a 
NYSIF workers’ compensation policy you represent.  
 
PIN Validation (WC Brokers Only) 
 
Once your registration is complete, you will receive an email validating the address you provided. When 
you receive this email, click the link provided. The on-screen message will state that your email address 
has been validated and a PIN (personal identification number) will be sent to further verify your 
account. 

 
NYSIF will mail to you (via U.S. mail) a letter containing your unique PIN. Please note that in order to 
meet information security standards, the PIN must be sent to the address associated with your rep ID, 
which may differ from the address you provided during signup. This is part of our verification 
procedure. Once you receive this PIN letter, please log in to your NYSIF online account and enter the 
PIN. Your PIN will expire after 30 days. 

 
 
 
Disability benefits reps 
To register, you will need your NYSIF 
representative number (rep ID), the policy 
number for a NYSIF disability benefits policy 
you represent and your zip code.  
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Enhanced Security (Multi-Factor Authentication) 
 
NYSIF takes your privacy seriously. To protect the personal information of its customers, including 
health records, NYSIF has implemented an enhanced security feature (also known as multi-factor 
authentication) for all NYSIF online account holders. Enhanced security allows NYSIF to identify you as 
the true owner of your online account by adding a layer of protection against unauthorized access. We 
do this by sending you a one-time passcode, in addition to requesting your username and password.   
 
Please see the following screen shots for more information on how your account will be protected and 
verified. 
 
LOGIN 
1. Visit nysif.com. Click Login in the upper right corner. 
2. Enter your username and password.  
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Passcode 
 
The first time you log into your NYSIF online account following implementation of enhanced security, 
you will be prompted to enter a passcode to verify your identity. The passcode will be sent to the email 
address associated with your NYSIF online account. At this time, you can only retrieve this passcode 
via email.  

 
 

The passcode will expire after 20 minutes. The email will appear in your inbox from the sender “On 
behalf of NYSIF.” 
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Enter the passcode in the field provided. Click “Verify.” If authenticated, users 
will receive confirmation before being directed to their customer landing page 
or the application they were trying to reach. 
 
 
 
 
 

Authentication  
 
Each time you log into nysif.com, NYSIF’s systems will perform a risk 
assessment of your login details. If the assessment identifies a probability of 
fraud, you will be asked to authenticate via passcode as shown above, sent to the email address 
associated with your online account. 
 
Examples of information that might trigger an enhanced security login include: 
• Frequent password changes 
• Different user location or time zone 
• Different user IP address 
• Different browser or version  
• Different or new device/computer 
• New mobile login 
 
Forgot Password or Username: 
 
Choose “Forgot Password” from the login page. Enter your 
Username in the field provided. A temporary password will be 
sent to the email address associated with the online account. 
 
 
 
 
 
 
 
Choose “Forgot Username.” Enter your email address. Our system will send the username associated 
with that email address to the email address. 
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Workers’ Comp Broker/Agent Online Account Management 
 
 
 
If you have both workers’ compensation 
and disability benefits accounts with NYSIF, 
choose “DBL Links” to view your options. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Online Customer Account Administration 
 
To manage your online account, select “Account Management” from the 
drop-down menu under your username at the top right of the page.  
 
 
Choosing “Account Management” will bring you to your “Administration Console Home” page, where 
you can update your profile or password, add authorized users, consolidate your workers’ comp and 
disability benefits customer accounts and manage email notifications. (If your online account is 
consolidated, you will not see the Consolidate or Link boxes.) 
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User Management (add or delete an authorized user) 
 
Select “Manage Users” under User Management to add, edit or delete an authorized user (or “child”) 
account. Only the master account holder can add or delete authorized users. 

 
For edits to an existing user, choose Edit, make any changes and click Submit.  
 
 
 
 
Choose “Add New User” to add a 
new user account. Complete all 
required fields. 
 
 
 
 
 
When adding a new user, in 
addition to contact information, you 
will be asked to choose a username 
and password for this individual. 
This person will receive a 
notification email from NYSIF 
advising him/her to obtain the 
username and password from you. 
The user will be prompted to 
change the password upon first 
login. The user must also accept 
NYSIF’s Terms & Conditions before 
gaining access to the online 
account.  
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The master account holder will also receive a confirmation email: 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
Recertifying Authorized Users 
 
NYSIF has established a recertification process for authorized user accounts. The master account 
holder is required to recertify each authorized user account annually. 
  
Master Account Holder 
 
If a master account holder has accounts that 
must be recertified, the user will encounter this 
pop-up window upon login. The link will take 
the user directly to the Account Management 
page. 
 

 
 

The master account holder will receive an email notification of upcoming recertifications 30 days from 
expiration, 15 days from expiration and the day of expiration. To extend access, log in and: 

1. At the top right of your landing page, select “Account Management” from the dropdown menu 
under your user name. 

2. Under "User Management,” select "Manage Users." 
3. Click “Extend Access” on the authorized user whose access is scheduled to expire (or whose 

access has already expired) to recertify the user. 

Please note that any authorized user added to this online customer account will 
inherit nearly all* permissions of the master manager account. This may include 

access to policy and claims information for both NYSIF workers’ compensation and 
disability benefits clients. Please ensure that all authorized users understand the 

legal obligation to handle this sensitive and confidential information appropriately. 
 

*Authorized user account holders cannot create other authorized user accounts or edit/delete user accounts. 
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PLEASE NOTE: The master account holder can recertify any user at any time. For example, if the 
master account logs in to recertify Child1 because that user’s access will be expiring first, the user can 
also recertify Child2 and Child3 at the same time. This is an added convenience for the user.  
 

 
 
Once the user recertifies, the access expiration date will be updated to one year in the future. (There is 
no confirmation screen.) For example, the master account holder in the previous screen shot recertified 
Child1. The page now reflects: 
 

  
 

If a user’s access expires before recertification, the User Management page will reflect: 
 

 
 

The master account holder can choose “Extend Access” to certify the expired user.  
 
Authorized User Account Holder 
 
The authorized user will receive an email notification of upcoming recertification 30 days from 
expiration, 15 days from expiration and one day from expiration.  
 
If the authorized user’s access expires, 
the user will be presented with the 
following message upon login. 
 
 
Please note that only the master account holder can recertify an authorized user; 
NYSIF cannot provide this authorization. 
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Notification Center 
 
Choose “Email Notifications” from your Administration Console to view your Notification Center. The 
Notification Center allows the master account holder to manage email notifications by group or user for 
bills, info pages or audits.  
 
Notification Management 
 
In the Notification Management tab, master account holders can enroll and manage notifications for 
authorized user accounts. Use the dropdown to choose a user and click “Go.” Make your choices and 
Choose “Save Changes” to finish.  
 
Note: If you do not have any authorize user accounts, there will be no drop down and you will see 
only your own account displayed. 
 
Note: Authorized users will not see the User Selection screen. 
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Enrollments 
 
The Enrollments page allows the master account holder to manage email preferences for workers' 
comp bills, policy documents and audits by policy designated on the Notification Management tab.  
 
To add or remove a notification to an authorized user account, go to the Notification Management page 
or click the “Edit” icon in the table. 
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Consolidate Online Accounts  
 
Consolidating your NYSIF workers’ comp and disability benefits online accounts allows you to log in 
using only one username and password. If you have several representative IDs and need assistance 
consolidating or linking your accounts, please contact 888-875-5790 for assistance.  
 

 
 
Link New Policy 
 
If you manage disability benefits policies, you can link your access to those policies to your workers’ 
compensation online account. Please enter the zip code for the broker mailing address.  
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Claim Search 
 
Workers’ compensation policyholders can grant online access to claims for their brokers of record. 
Please note that only the master account holder for the policyholder can grant access to the broker of 
record. Authorized users do not have permission to grant access. Policyholders can revoke access at 
any time. 
 

NYSIF cannot provide claims information to a broker or grant permissions to view this information. 
 
When a policyholder approves access, the broker of record will be notified via email of the 
authorization, and the policyholder and policy number will be identified. Brokers will see a new link on 
their customer landing page with a link to claims information once they have been granted access.  
 
Choose “Claim Search” from 
your landing page. Search 
by policy number, claim 
number, WCB number (JCN) 
or claimant name.  
 

 
 
 
 
 
 
 
 
 
 
 
 

By Policy 
 
Choose Claim Search. Choose Policy Number from the dropdown. Enter a policy number; add an 
accident date if needed. Choose to filter by Open, Retired or All claims. This will return an alphabetical 
list of all claims that fit the criteria. Click the Claim Number to view details for that specific claim. You 
can also choose to download this information to a spreadsheet. 
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Upon clicking a claim number, you will be taken to that claim’s “home page.” This landing page now 
includes payment history at the top of the page, under the claim number. Payment information is now 
prominently displayed, broken out by comp, medical and legal payments. More details in next section. 
 

By Claim Number 
 
Master Claims Screen Tab 
 
Search by claim number. The search returns the Master Claims Screen tab, which contains information 
about the claimant, claim, payments, case manager and policyholder. It will also display the reserves at 
the top. Use the tabs to navigate. 
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Claims Summary Tab 
 
The Claims Summary tab provides details on the following:  
 
• Compensation Paid 
• Medical Paid 
• Biographical Info 
• Strategy/Outstanding Issues 
• Investigation 
• Description of Accident 
• Statement Summary 
• Witnesses 
• Official Reports 
• Consultant Reports 
• Attending Physician Diagnosis 
• Attending Physician Prognosis 
• Additional Attending Physicians 
• Other Medical Providers 
• Hospital Info 
• Emergency Room Report 
• Surgery 
• Diagnosis Testing 
• Treatment Authorization 
• Case Management & Rehab Services 
• WCB Decision & Hearing Reports 
• Litigation 
• Mitigation & Subrogation 
• Case Summary & Other Factors 

 

Diary Screen Tab 
 
The Diary Screen tab will display diary entries, date, reason for entry and status (pending or 
completed). 
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Notes Tab 
 
The Notes screen can be filtered by either Claims or Legal, and includes details from the case manager, 
hearings, decisions and a summary of any contact with the claimant. 

 
 

 
 
 
 
 
 
 
 
 
 

Hearings Tab 
 

 
 
Reserve History Tab 
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By WCB Number (*JCN) 
 
Enter the WCB case number. Clicking the claim number will bring you to the master claims tab with full 
details on the claim. *Please note: to be consistent with WCB eClaims submissions, NYSIF has begun 
replacing “WCB Number” with “JCN,” which stands for Jurisdiction Claim Number. “JCN” is the universal 
term for the claim number assigned to a claim by the adjudicating/regulatory body.  
 

 
By Claimant Name 
 
You must enter the full last name, the date of birth and the date of accident. Clicking the claim number 
will bring you to the master claims tab with full details on the claim. 
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Document Retrieval 
 
Use this option to view policy info pages 
such as declarations, renewals, and bills. 
You can also view claims documents 
including forms, medical bills and WCB 
notices. (You will only see Claims in the 
drop down if you have been authorized 
access by the policyholder.  
 
 
(If you have a consolidated online 
account, you will also see your disability 
benefits bills and info pages, as in the 
example shown.) 
 
Policy Document Retrieval 
 
For policy documents, choose the “Document Type” – Info Pages, DP517, Self-Audit or Payment 
Arrangement – and enter the policy number. Click the envelope or document ID to view the document. 
 
If searching for a particular time frame, please be sure to include the transaction date in the search 
parameters. (Ex.: Policy renews July 1. Expand your search to include May, when the renewal would 
have been issued.) 
 
The query will display the Policy 
Number, Assured Name, Address and 
Policy Period on the right side of the 
screen.  Associated policy documents 
are displayed in grid format with the 
Envelope ID, Transaction Date, 
Category, Details and Description. 
The grid can be sorted by clicking on 
the column headings. Click on the 
Envelope ID number to view the 
policy document. 
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Claims Document Retrieval 
 
If you have been granted access to claims, you can also view claims documents. For claim documents, 
choose Claim Information in the “Document Type” dropdown menu and enter the claim number.  
 
Tabs will display documents for these categories: Medical Bills, Medical Exams, Claimant/Employer 
Forms, WCB, FROI/SROI, 15-8, Investigations, Legal Forms, Medical Authorizations/Variances.  
 
Click the envelope or document ID to view the document. Click “Date Received” to sort by date.  
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eCert Menu 
 
Select Create/Renew Certificates under the eCert menu and you will be directed to the eCertificates 
Inquiry page.  
 
Browse Certificates 
 
Select a policy number. The Browse page allows you to search by:  
• certificate number 
• name 
• address 
• job ID 
• email address 

 
You can also elect to 
have your results sorted 
by date or alphabetically 
by Certificate Holder. You 
may also choose to 
include a specific type of 
certificate by identifying if 
it includes a wrecking 
provision.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A search by policy number returns a table of all active certificates, listing dates and certificate holder.  
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TIP: Click the Adobe icon in the View column to quickly view,  
download and save, or print a certificate. 

 

 
 
Click on the certificate number to view certificate details. 
 

 
 

 
You can also view the PDF of the certificate from this screen by choosing “View Certificate.” 
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Create a New Certificate 
 
Enter a Policy Number and click Get Policy Info.   
 
The eCertificates Create 
screen will now display the 
policy information and the fields 
needed to create the certificate. 
 
Select the entity, location and 
policy period requested.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Enter the Certificate 
Holder information. If 
you have previously 
created a certificate for 
this business, the 
system will search to 
match it. 
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Choose your certificate options. Be sure to choose a certificate renewal plan appropriate for the 
project. If you anticipate a short-term project, choose “Do not renew,” and it will not be available for 
renewal. 
 

 
If you wish to provide to the certificate holder any notice of cancellation, check the box and choose the 
number of desired days from the drop-down. Please note that NYSIF will not provide this notification, 
and the policyholder named will be responsible for notifying the certificate holder.  

 
Choose “Preview Certificate.” 
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Click the “Create Certificate” button. 
 
Choose the “View Certificate” button to generate 
the certificate PDF. Please note it will open in a 
new window. 
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Renew a Certificate 
 
Choose the policy number. The Renew page allows you to search by:  
• certificate number 
• certificate holder 

 
You can also elect to have your results sorted by date or alphabetically by Certificate Holder.   

 
This example displays a result of search by certificate number. 
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If searching for all certificates for a policy, choose the policy and click Search. Choose the certificate(s) 
you’d like to renew by clicking the check box and then click “Renew Selected Certificates.” 
 

 
To renew all certificates displayed (15 per page), select the top check box in the Renew column and 
click the Renew Selected Certificates button. 
 
A renewed certificate is automatically emailed to the certificate holder if a certificate holder email is 
present on the detail screen.  
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Generate a Bulk PDF of Certificates 
 
Select Create/Renew Certificates under the eCert menu and click on Bulk Certificate Print. 

1. Enter a Policy Number. Click the arrow to render the start/end date fields active. (Note they are 
grayed-out in the image below. Clicking the arrow will make the field fillable.) 

 

 
 

2. You can choose to exclude certain certificates you may have already saved. Use the “Exclude 
Certificate Numbers Through” field to filter these prior certificates.  

3. Set desired date range to narrow your search (optional) and click Search.   
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4. Include all search requests:  If you’d like to include all certificates in your bulk print, first 
choose “Include all search requests” and then “Process Request.” (This will print all 
certificates that match the search parameters.) 

 
 
OR 

4. Custom Selection:  If you’d like to select certain certificates, choose “Custom 
Selection” and follow the on-screen directions. (Be sure to click “Save Requests” before 
navigating to the next page.)   
• Once you have selected all certificates for this PDF document, choose “Process Request” 

at the bottom of the screen. 
• TIP: Use the “check all” checkbox in the header row – top left – to select all certificates on 

the page. You can then uncheck certain boxes to exclude certificates.  
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5. Select Req Recap in the top menu. (To limit your search results, enter a date or date range in 
the From Date and To Date fields. If you are seeking a previous request, enter the request 
number.) Click Search. A list of submitted requests will display. 

  
6. Select the link for the Req Num in the search results for a processed request.  

 

 
 

• TIP: If the status column indicates “Queued,” the PDF has not yet been generated. 
Certificate PDFs are generated every 15-30 minutes during standard business hours. On 
weekends and holidays, bulk certs will process on the next business day. Click “Search” to 
refresh the page. 

• TIP: If you are processing a large number of certificates, it may be split across multiple 
PDFs, in which case the table above will list each file for download. 
 

7. Choose “Ready for Download.” Follow the browser prompts to Open or Save the file. A Print 
Control Page will display as the first page of the PDF file.  
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Validate a Certificate 
 

Visit nysif.com, choose Employer, and choose Validate a Workers’ 
Comp Certificate. You can also save this link as a bookmark for 
direct access: https://www.nysif.com/cert/certval.asp. 
 
Enter the policy number and certificate number in the validation 
fields. Choose Validate Certificate. 
 

 
If the policy is not valid, a message will be returned stating: 
 
 
 
 
 
 
 
 
 
 

https://www.nysif.com/cert/certval.asp
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Subscribe to a Certificate 
 
Once you validate a certificate, choose the blue Alert button or the “Manage Subscriptions” button to 
subscribe to email or mail notifications regarding changes in the policy. Please note: You must 
subscribe to receive notifications on newly created or renewed certificates. 
 
 
To subscribe to email 
notifications, enter your 
email address in the “Email 
to” field and re-enter it to 
confirm. Click Subscribe. 
 
You will receive a 
confirmation message of 
your subscription, as well as 
an email confirmation to the 
email address entered.  
 
 
 
 
 
 
 
 

 
 
Certificate holders can subscribe to mail notifications. Select the radio button next to Mail to Certificate 
Holder and click Subscribe. Mail notifications will be sent to the address listed on the certificate. No 
further action is required. 
 

 
 
To unsubscribe, follow the validation steps, choose Manage Subscriptions and click “Unsubscribe.” 
Please note that you cannot unsubscribe from Mail Subscriptions. 
 



June 4, 2021  36 
 

NYSIF Online Quote Management  
 
Choose “Get a Quote or Apply for a Policy” from your landing page. To view a quote, click the Quote#. 

 
Managing Quotes as the Master Account Holder 
 
The master account holder will be able to view quotes for each of his or her authorized users. Please 
note that all quotes associated with the master account will not be viewable in the same table. You 
must choose a user’s account to view that person’s submitted quotes. 
 
View a User’s Quote Requests 
 
In the Option dropdown menu, 
choose “View requests from 
user.” In the User dropdown 
menu, choose the user. Click 
Go.  
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The screen will display all quotes assigned to that user. 
 

 
Move/Assign Quotes to Authorized User Accounts 
 
NYSIF now allows you to move specific quotes from user to another.  
 
1. Choose “View Requests from user” 

from the Option dropdown. Choose 
“User” to see the quote requests 
assigned to a person. Click Go. The 
screen will confirm “Currently 
displaying quotes for …”  
 
 

2. Now, change the Option drop down to “Move these quotes to user” and select a new user in the 
User drop down.  
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3. Scroll down to your table of quotes. A checkbox is now available next to the quote number. Select 
the quotes you’d like to reassign (in this example, to ElsaQueen).  Click Go. 
 

 
 

 
4. A pop-up message will ask you to confirm your action.  Click OK. (Depending on how many quotes 

you are moving, this process may take several seconds.) 
 

 
 

5. The system will confirm the move. Click OK. 
 

6. To view these requests, choose “View requests from” and the second account. 
 
 
Please note: 

• The master account holder will have read-only access when viewing a user’s quote; only the 
current owner of the quote can modify it. 

• Authorized users can see only their own quotes. 
• If an authorized user account is deleted, any and all quotes will be automatically assigned to 

the master account.  
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Request a Worker’s Comp Standard Quote 
 
Choose “Get a Quote or Apply for a Policy” from your landing page. Choose “Get a Standard Quote.” 
 
 
 
 
 
What Will I Need?  
To obtain a workers' compensation quote, please have the following information available: 

• Business name and type (e.g. LLC, Corporation, Partnership, etc.) 
• Estimated annual payroll, including casual labor, 1099 forms and any payments to uninsured 

subcontractors 
• Payroll verification (copies of NYS Form NYS-45-MN and/or federal Form 941 for the last four 

quarters)  
• Prior workers’ comp insurance information, including loss experience (if applicable) 

 
Saving your quote 
 
If you are unable to complete and submit your quote at any point in the 
process, save your form and you will be able to return to it later by logging into your online account. 
We recommend saving your form periodically while you are entering information.  
 
1. Enter the Effective Date 
 
 
 
 
 
 
2. Enter Employer Information 
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3. Enter Owner/Officer Information 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Add a second officer or owner  
 

 
 
Choose “Add a second owner” or “Add a second officer” if necessary. You can also add a “second 
partner” or “second member” if applicable. 
 
If you need to remove an 
officer or owner, click the red 
box where you added the 
additional owner/officer. The 
information will be removed.  
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4. Enter Address & Work Locations 
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Additional Locations 
Add additional work locations as 
necessary. To remove, click the 
red box. 
 
 
5. Other Entities  

 
 

 
   



June 4, 2021  42 
 

6. Workers’ Comp History 
 
Please note:  

• If any current relationship exists, NYSIF is not required to issue a policy until all unpaid billed 
premium on the prior policy is paid.  

• If the employer had a prior NYSIF policy that was cancelled, NYSIF is not permitted to issue 
another policy while any billed premium on that prior policy remains uncollected. 
 

Enter prior coverage information. If you would like to add an additional policy year, choose “Add a 
second policy year.” 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
Employer Rating History 
Please enter employer's NYCIRB number, latest experience modification factor and the effective rating 
date. 
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7. Business Description 
 

Be as thorough as possible when entering your business description. Include all aspects/ operations of 
your business.  
  

 
 
 

8. Payroll Information 
 
If you’d like, you can choose a Description filter to help narrow down your class code options. In the 
description field, start typing a key word that best identifies the class code you are seeking.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
If you know the class code, you can 
also enter that directly. 
 
Enter number of employees, annual 
payroll and additional payroll groups as 
needed. 
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Subcontractor and Other Employer Information  
 
If you hire or lease an employee who is not covered by a valid workers’ compensation policy, you will 
be liable for their coverage. Please let us know if there are any such workers, regardless of their 
coverage.  

 
 
Submitting your quote 
 
Once you have completed all fields, 
choose Review. You will be able to 
view your quote request in its 
entirety and print if needed.  
 
If your application is incomplete, you will receive the error message below. Click Close, and the 
error/missing info will be identified. 
 

 
 

If you are ready to submit your request, check the box certifying the information is correct and choose 
Get a Quote.  
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Confirmation of Submission of Quote 
 
Once submitted, a confirmation screen will display your quote ID and contact information for the 
underwriter assigned to your quote. 

 
Once your quote is submitted, you will be able to view it via your online account. Visit nysif.com, log in, 
and choose “Get a Quote” from your landing page. The quote will appear there.  
 
Please note you will not be able to edit the quote request once it has been submitted.  
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Applying for Coverage Online  
 
Choose “Get a Quote or Apply for a Policy” from your landing page. Click “Continue to Online 
Application” to complete an application for your client.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1. Complete the application.  

 
2. The box to electronically sign and pay 

online will be checked by default.  If you 
uncheck this box, the employer must 
print the application and mail it with a 
check for the deposit. 

 
3. Identify the signer and agree to NYSIF’s 

User Agreement. Click Submit.  
 

 
A message will 
display verifying 
that the application 
has been 
submitted. 
 
 
 
 
The client will receive an email with a link for eSignature completion via DocuSign. The employer must 
click the link in the email and enter the zip code of the business for which the quote was created. 
 
TIP: For an out-of-state business, enter the zip code of the main New  York State location. 
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Request a Domestic Household Workers’ Comp Quote 
 
Choose “Get a Domestic Worker Policy Quote.”  
The two classifications of domestic workers are inside and outside. They are further categorized by the 
number of hours they work a week. 
 
Inside domestic workers are employees exclusively engaged in household or domestic work primarily 
performed inside the house. Examples: cook, housekeeper, home health aide, babysitter 

• Code 0913 Inside domestic who works more than 20 hours per week. 
• Code 0908 Inside domestic who works 20 hours or less per week. 

 
Outside domestic workers are employees exclusively employed in household or domestic work primarily 
performed outside the house. Examples: private driver, gardener 

• Code 0912 Outside domestic who works more than 20 hours per week. 
• Code 0909 Outside domestic who works 20 hours or less per week. 
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Once you submit, you will receive an instant quote for domestic policy coverage. Follow the steps in 
the standard quote process to apply and pay online. 
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Forms 
 
Create a C-105 (Notice 
of Compliance) 
 
Workers’ comp law requires every 
covered employer to post a printed 
notice of compliance in each 
workplace notifying employees that 
the employer has workers’ 
compensation coverage. A broker 
can generate such a notice for a 
policy by entering the policy 
number.  
 
Prescription Benefits 
 
Employers are required to 
provide an injured employee a 
Claimant Information Packet 
upon notification of a workplace 
injury. Included in that packet is 
a Prescription Services ID card 
the employee can use to obtain 
medication for the workplace 
injury. A broker can generate 
this card by entering the policy 
number. 
 
Billing 
 
View Monthly Bills 
Select this option to view premium bills associated with a policy. Click on the bill number to view 
details. 
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Policy Menu 
  
Account Summary 
 
Choose “Account Summary” from the Policy menu. Enter a policy number. 
 

 
 
View previous payments and monthly bills using the top tabs.  
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Earned Premium Audit 
 
From your landing page, choose “Earned Premium Audit” from the Policy menu. 
 
Enter the policy number to be reviewed and 
click submit. 
 
The NYSIF Renewal Date may be selected 
as an additional filter.   
 
 
 
 
 
For each audit, the query 
displays:  
 
• Audit Number 
• Issue Date 
• Status (of audit) 
• Audit Period 
• Group Number (of 

policy) 
• Auditor 
• Exit Interview Form (if 

available) 
• Audit Worksheet (if 

available) 
 
 
 
For details about an audit, click the audit number. A page will open displaying details about the 
audit.  Click close to go back to the previous screen. 
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Exit Interview Form 
Click “View” under Exit Interview to view those documents.  
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Audit Worksheets 
Click “View” under Audit Worksheet to view those documents. 
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Endorsements 
 
Clicking on the Endorsement Name will display the endorsement text. 
 

 
 

Choose the “List of All Endorsements” button to display the full list. 
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NYCIRB Rating Data 
 
Enter the policy number. Submit. 
 
Click any of the entries in the Sheet# column to 
view the NYCIRB data for that entity and time 
period. 
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Pending Cancellations 
 
Choose your NYSIF Rep Number. This will return a listing of all pending cancellations associated with 
your rep number. 
 
Policies with upcoming cancellations will display the following information: Policy Number, Name of 
Assured, Cancellation Processing Date – when the policy will be cancelled if no action is taken, 
Cancellation Amount – the amount due to avoid cancellation, Bill Number, Premium, Name and Phone. 

 
Policy Information 
 
Search by Policy Number or Rating Board Number. Your search will 
return policyholder information, shown below, as well as additional 
tabs displaying policy period, pay class, entity and locations.  
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Renewals 
 
Enter the policy number. Submit. 
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Report Requests 
 
Select a report from the 
Report Name list.  
 
Enter the parameters, if 
applicable. 
 
 
 
 
 
 
 
 
• Some reports will download and others will open in a new window. 
• Once saved, the file can be re-opened in a browser or other application (Excel, for example) for 

printing or review. 
• Some reports may take up to two hours to generate; you will be notified via email. 
 
Policy list of a rep: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The Certificate List of a Rep/Policy was updated to display the renewal plan option by adding the 
fields “Renew into Future Period Flag,” which will be flagged “Y” if an automatic renewal has been 
selected, and “Renewal End Date” to display the end date of the automatic renewal.  
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Accident Analysis Report 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Loss Run Report by Rep 

 
Loss Run Report by Policy 
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Recap Sheet 
 
The recap sheet will provide information in the following categories for period you choose: 

• Summary of policy information 
• Reported payroll for the period 
• Endorsements 
• Claims 
• Included locations 
• Excluded locations 
• Entities 
• Certificates sent 
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Test Rating 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
DP-203 Report for a Policy 
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Enhanced Loss Run Report 
 
Enter your parameters. You must choose either “Loss Run” or 
“Percentage Analysis” for the report output. 
 
 
Loss Run, No Totals Example: 
 

 
 
 
 
 
 
 
 
Percentage Analysis Example: 
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Statement of Account 
 
Your statement of account displays billing transactions, including 
the latest renewal bill and deposit premium of a period.  
 
 
 
 
 
 
 
 

 
 
Choose Other Options to search and view by transaction code. Common transaction codes include: 

• 312:   Payment 
• 464:  Service Charge 
• 532:  Rebill 
• 542:  Experience Modification Endorsement 
• 560:  Audit 
• 562:  Installment billed  

 
• EP:  Earned premium transactions 
• AP:  Advanced premium transactions 
• Factor:  Experience modification transaction 
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Unit Stat Inquiry System 
 
For each of the queries available, enter your policy 
number, the policy period start date you are seeking 
and filter as needed.  
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Upload Audit Documents 
 
Representatives and policyholders can securely upload financial records to 
nysif.com in lieu of an on-premise audit.  All you need is a policy number and 
the audit number or appointment ID to get started.  
Policies you represent have been linked to your online account, allowing the 
Policy Number field to auto-populate the policies for which you serve as 
manager. 
Choose Upload Audit Documents from your landing page. 
 
On the Audit Upload screen, enter the first one or two numbers of the policy for which you plan to 
upload audit documents. The Policy Number field will display a dropdown menu of all of your policies 
beginning with that number(s), allowing you to quickly and easily choose the one you need. 

 
 

You can find your appointment ID or audit number on your audit correspondence from NYSIF. 
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You must complete the captcha test before progressing to the next screen.  
All fields on this page are required. Click “Next.” 
 
 
 
 
 
 
 
 
 
 
 
Complete the fields on this page. If additional 
officers/owners need to be added, please choose “Add 
another.” Click “Next,” and you will be directed to the 
upload screen. 
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Choose the document type you’d like to upload. Browse to the appropriate file location on your 
computer. Click “Add File.” 
 
Please note: 

• You may upload a maximum of 30 files. 
• Individual files must be no larger than 50 MB. 
• The entire file upload must be no larger than 300 MB. 
• Allowed file formats: txt, tif, tiff, rtf, pdf, doc, docx, bmp, gif, jpg, xls, xlsx 
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Repeat for additional documents. 

 
 
Once you are ready to submit 
your documents, choose “Yes” 
and then “Upload Files.” 
 
Please do not close your 
browser until the upload is 
complete. 
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Once the upload is complete, the user will see a confirmation screen. 
 

 
 

The user will also receive a confirmation email with the list of documents that were uploaded. The new 
application securely delivers your audit documents to the appropriate NYSIF auditor. 
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Disability Benefits & PFL Broker/Agent Account  
 

DB representatives should visit 
nysif.com to create an account. 
 
Once successfully logged in, you 
will view information about your 
online account and a listing of 
policies you represent. 
 

 
 
 
 
 
 
 

 
 
 
To see menu options, click the “DBL 
Links” drop-down in the upper right 
corner. 
 

 
 
 
 
 
 
To view details of a particular policy, click View Details.  
 
From this policy home page, you can access information about that 
particular policy, including a claims payment summary and a certificate 
of insurance.  
 

 
 
 
 
 
 

Notification Center 
 
Please see Page 11 for instructions on how to enroll in email notifications. 
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Get a DB/PFL Quote 
 
Choose Obtain a Quote. (While NYSIF offers a gender-neutral price for disability benefits coverage, 
statutory reporting mandates require NYSIF collect this information.) 
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Retrieve a Quote 
 
Visit https://www.nysif.com/DBL/Quote/Default.aspx. 
Enter the reference number you were given when you 
began the quote process, along with your email. 
 
You will be taken to Step 3, shown above, to 
complete your quote or application. 
 
 

 
 
 

 
 

https://www.nysif.com/DBL/Quote/Default.aspx


June 4, 2021  74 
 

Apply for a DB/PFL Policy 
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Policyholder Services 
 
Use the DBL Links menu at the top to choose “Create a certificate.” 
 
Certificates (Create & Validate) 
 
Create a certificate: 
Select “Entity Name” from the drop down. If a DBA is listed on the policy and you would like it listed on 
the certificate, please select DBA from the DBA dropdown. Enter name and address of the certificate 
holder. Click “Preview Certificate.” If all information is correct, save or print. 

 
(If you do not see the certificate after 
choosing “Preview,” please minimize the 
current window as it may have displayed 
behind your open browser.)  
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Validate a Certificate  
 

Visit nysif.com, choose Employer, and choose Validate a 
Disability Benefits Certificate. You can also save this link as 
a bookmark for direct access: 
https://nysif.com/DBL/Tools/Validate/Certificate.aspx. 
 
 
 
 

 
 
 
 
 
If the policy is not valid, a 
message will be returned 
stating: 
 
 
 
 
 
 

 
 
Document Retrieval 
 
Expand the Documents box to 
view the Document Retrieval link. 
Choosing this link will direct you to 
a drop-down that will display your 
DB Info Pages and DB monthly 
bills. (If you have a consolidated 
online account, you will also see 
your workers’ compensation 
documents, as in the example 
shown.) 
 
 
 
 
 

https://nysif.com/DBL/Tools/Validate/Certificate.aspx
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Info Pages: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DB Bills 
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Report Payroll 
 
Choose Report Payroll from your menu. Choose the policy period 
and click “View Report.” 
 

 
 
 
Section I – Disability Benefits  
(a) Gross Payroll – Gross 

wages are a total of actual 
wages for all covered 
employees 

 
 
 
 
 
 

Calculating Wages: The capped wage* for an employee is limited to a maximum of $17,680 per year.  
If an employee's annual wage is less than $17,680, please use the employee's actual wages.   
 

Example:  A business has three (3) male employees during the year: Two (2) 
of them earn more than $17,680 per year and one (1) earns $13,000 per year.  
Total capped wages would be $48,360 ($17,680 + $17,680 + $13,000 = $48,360).    
 

*If your policy has enriched benefit coverage, multiply $17,680 by the enrichment factor (1.5, 2, 2.5, 
3, 4 or 5) for the limited capped wage amount.  
 
 
(b)  Limited Wages 

• Enter the total number of 
male employees covered for 
the period indicated 

• Enter the total capped wages 
for male employees covered 
for the period indicated 

• Enter the total number of 
female employees covered for 
the period indicated 

• Enter the total capped wages 
for female employees covered 
for the period indicated 
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Section II – Paid Family Leave  
 
Calculating Wages:  

• For periods in 2019, the capped wages are limited to a maximum of $1,357.11 per week per 
employee.  

• For periods in 2020, the capped wages are limited to a maximum of $1,401.17 per week per 
employee. 

• If an employee's weekly wage is less than either cap, please use the employee's actual wages.  
Multiply capped weekly wages by the number of weeks in the indicated period. 

 
Example A:  A business has three (3) female employees during a 48-week period: Two (2) of 
them earn more than $1,357.11 per week and one (1) earns $1,000 per week. Total capped 
wages would be $178,282.56 ($1,357.11 + $1,357.11 + $1,000 = $3,714.22 x 48 weeks = 
$178,282.56).    
 
Example B:  A business has three (3) male employees during a 4-week period: Two (2) of 
them earn more than $1,401.17 per week and one (1) earns $1,000 per week. Total capped 
wages would be $15,209.36 ($1,401.17 + $1,401.17 + $1,000 = $3,802.34 x 4 weeks = 
$15,209.36). 
 

 
1. Enter the total number of 

male employees covered for 
the period indicated. 

2. Enter the total capped 
wages for male employees 
covered for the period 
indicated. 

3. Enter the total number of 
female employees covered 
for the period indicated. 

4. Enter the total capped 
wages for female employees 
covered for the period 
indicated. 
 
 

(b) Payroll Deductions 
Choose the appopriate box. 

 
 
III. Certification 
Choose accept or decline, complete the fields 
and submit your payroll report.  
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Estimate Premium 
 
Use our premium calculator to estimate a policy’s premium.   
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Claims Services 
 
Claims Payment Report 
 
DB representatives can access a claims summary for a policy by choosing "Claims Payment Report" 
from your menu. Enter the beginning and end dates for the period needed and run the report with a 
single click. A spreadsheet will be generated containing claimant and payment data, including start and 
end dates.  

 
Claims payment 
information is provided 
to DB policyholders so 
that the employer can 
report the appropriate 
FICA information in its 
quarterly and annual 
tax filings as required 
by the IRS.  
 

DB Claims Payment Report 

Claim 
Number 

Claimant 
Name SSN Payment to Paid date Draft 

Number Start Date End Date Gross 
Amount 

Net 
Amount 

FICA 
Amount 

SSFICA 
Amount 

Med 
FICA 

Amount 
Taxable 
Amount 

XD3/205 John Nysif XXX-XX-4XX4 Claimant 11/13/14 X311X8 6/10/14 9/2/14  $2,040.00   $1,773.94  $156.06   $126.48   $29.58   $2,040.00  

XD3/603 Mary Nysif XXX-XX-4XX4 Claimant 11/12/14 X31025 10/21/14 10/28/14  $170.00   $156.99   $13.01   $10.54   $2.47   $170.00  

XD3/603 Mary Nysif XXX-XX-4XX4 Claimant 11/3/14 X29998 10/28/14 11/4/14  $170.00   $156.99   $13.01   $10.54   $2.47   $170.00  

XD3/603 Mary Nysif XXX-XX-4XX4 Claimant 11/12/14 X31026 11/4/14 11/18/14  $340.00   $313.99   $26.01   $21.08   $4.93   $340.00  

XD3/603 Mary Nysif XXX-XX-4XX4 Claimant 11/21/14 X3218X 11/18/14 11/24/14  $136.00   $125.60   $10.40   $8.43   $1.97   $136.00  
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